INTRODUCTION TO MCAEL ONLINE GRANTS PORTAL
Applicants must first create an account to access the portal -- this page will be accessed via a link
available on the grants webpage. (The portal will be embedded in the website, so it may look a bit
different from the screen shot below.) Each applicant organization should only have one account.

Once you create an account, you are taken to this page, where you will be asked to first create a profile.
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If you start on the profile form but must exit before finishing it, you can click “Save draft” at the bottom
of the page and return later; once you are finished completing the form, you can click “Save.” Clicking
“Save” will allow you to move on to completing the grant application form. You can always return to the
profile and change it later.
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A grant application form can be started by clicking on the “Get Started” button.

The application form will ask which type of grant you are applying for. Choosing “Access Grant” or
“Program Grant” will automatically bring up the appropriate form. Once you fill in the name of the
organization and the program/activity, the application will automatically take on these as its title.
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For FY20, applicants will be asked to complete an Excel spreadsheet with class, outcomes and budget
information (the Data and Budget Workbook available online and within the application) as in previous
years. Applicants must enter some of the main data points in the “Outcomes and Budget Summary” part
of the application form. (This will allow MCAEL to analyze this data using the grants management
system.) At the end of this section, you will be asked to upload the Workbook.
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For FY20, we ask applicants to provide the same supporting organizational documents as in previous
years, as file uploads. These must be in PDF format for readability.

Once you have started filling in the application form and you click the “save draft” button, the draft will
be automatically named and saved for you to continue to work on it later. The homepage will look like
this when you click back to it, or log in to your account once more. You can see that the application has
been named; the orange color means that the application is in progress.
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When you want to work on the application further, click on the “Grant Application” orange card, and
you will see the page below. You can continue to edit by clicking the “pen and paper” button.

Once you complete the application and click the “save” button, the submit button will show green.
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Once the application is submitted, the button will confirm this.

And on the homepage, the grant application “card” will turn grey. No further changes can be made, but
the application can still be accessed for review and printing by clicking on the grey card. The system will
automatically send out a confirmation email.
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