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1.0 Accessing the funding portal

You can access the online funding portal through https://yukon.ca/cdf or https://yukon.ca/edf.

How to apply for funding

Before you apply

Contact a Community Development Fund advisor to find out if your project or event is
eligible.

Apply for funding

Use our anline system to apply for funding before the deadline.

For step-by-step instructions, view the written user guide or watch the instructional video.

Apply to

Click on the “Apply to” button. You will be taken to the Department of Economic Development,

Tourism and Culture funding portal login page.



https://yukon.ca/cdf
https://yukon.ca/edf
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2.0 Register a funding portal account or log
N
You will need to register for two accounts:
1. A funding portal account where you can:

e submit new applications;

e review active applications; and

e access files as a collaborator, if you've been invited by the organization.

Refer to 7.0 Collaborators for more information.

2. A MyYukon account to store your password. This account must use the same email
address as your funding portal account.

If you're a consultant applying on behalf of a client, your client must register and start the
application process first, before adding you as a collaborator. Refer to 7.0 Collaborators for
instructions on adding a collaborator.

Contact our office at cdf@yukon.ca or edf@yukon.ca if you need to register an organization in
the funding portal but your email has already been used for another organization.

2.1 Registering a new funding portal account
Access the funding portal through Yukon.ca/cdf or Yukon.ca/edf, then click “Register”.

Login

Returning user? New to system?

Learn more about our

@ Privacy & Security policies



mailto:cdf@yukon.ca
mailto:edf@yukon.ca
https://yukon.ca/cdf
https://yukon.ca/edf
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Click “Funding program applicant” to register yourself and your organization.

Yukon

Account Options

Funding program applicant
Reqgister yourself and your organization

On the new page, enter your organization name to search for it in the funding portal.
As you start typing a name, the database will suggest a match.

e If there’s a match, proceed to 2.1.1 Organization name appears.
o [f there’s no match, skip to 2.1.2 Organization name not appearing.

Drgan izatia n Infﬂ rm ati on Already here an accound? L oqin

O Instructions

Mease enber your Organization Mame in U lield below bo seeech lor your ceganization in cur syabem, As you aLar yDing & name, our
cogarizilice

dulabnse will sugges! a maich and fhen clok om B e I pou canl Brd your organieaton, please click
Required helds dare marked with an astenishk ™

* Organization Name
I —
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2.11 Organization name appears

If your organization’s name appears, select and continue to complete the contact information.

Click “Submit™.

Contact Information
* Firstname
*Last name
* Position
* Email
*Phone

Alternate phone

*Preferred language

Select One

hhR2gYH T [ < |

Enter the characters you see

You will receive an email from noreply@smartsimplemailer.com with the subject line “Welcome
to the Yukon Economic Development, Tourism and Culture funding portal”, with instructions on
how to complete registration. If you do not receive this email within five minutes, check your
spam or junk folder.
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2.1.2 Organization name not appearing

If your organization’s name does not appear, select “click here to add a new organization” in the
instructions box.

Yl,lkon Registration

Already have an account? Logir

Organization Information

@ Instructions

Enter youwr Organization Mame in the field below to search for your crganization in cur system. As you start typing a name, our database will
suggest a match and then click on the name.

If you can’t find your organization, click here § i organization.

Required fields are marked with an asterisk ™"

* Organization Mame

Enter the organization name as it is registered or legally recognized, not short form.

Select your organization type in the drop-down menu. You may be prompted for additional
information based on your organization type.

e Choose Registered non-profit society if your society is registered in the Yukon Corporate
Online Registry (YCOR).

e Choose Business if your business is registered in the Yukon Corporate Online Registry
(YCOR).

e If the organization type is Individual, you are not eligible to apply for the Community
Development Fund or the Economic Development Fund.

Enter the address you would like mail to be delivered to.
Enter the organization’s mandate.

Enter your contact information. If the email address you're providing is already linked with
another organization in the funding portal, contact our office at cdf@yukon.ca or edf@yukon.ca

for assistance.
Click “Submit”.

You will receive an email from noreply@smartsimplemailer.com with the subject line “Welcome
to the Yukon Economic Development, Tourism and Culture funding portal”. It contains
instructions for completing registration. If you do not receive this email within five minutes,
check your spam or junk folder.



mailto:cdf@yukon.ca
mailto:edf@yukon.ca
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2.2 MyYukon login

To log in to the funding portal, you will need a MyYukon login, which is valid across several
Yukon government services. Visit Create and access your MyYukon account | Yukon.ca for more

information.

e [f the email address you used to register for the funding portal account is already
registered in MyYukon, proceed to 2.3 Log in to your account.

e [f the email address you used to register for a funding portal account has not been
registered on MyYukon, click “Login” on the funding portal homepage to get to the
“create a MyYukon account” page.

Login

New to system?

Returning user?

Learmn more about our

& Privacy & Security policies

2.2.1 Creating a MyYukon account

Click “Create an account” on the MyYukon Log in page.

¢.7 MyYukon

Login

Log in with MyYuken to continue te YG Ecenomic
development funding portal (backup).

Email address*

Continue
| Don't have an account? Create an account |

OR

mm Continue with staff login
B% (government only)



https://yukon.ca/en/your-government/government-issued-identification/create-and-access-your-myyukon-account
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Enter the same email address you used to register for your funding portal account. Click
“Continue”.

4.7 MyYukon

Create your account

Create an account with MyYukon to continue to ¥G
Economic development funding portal (backup).

Email address*

Already have an account? Log in

OR

mm Continue with staff login
E% (government only)

Enter a password and click “Continue”.

4.7 MyYukon

Enter Your Password

Enter your password for MyYukon to continue to YG
Economic development funding portal (backup)

test123@hotmail.ca Edit

Password* (&)

Reset password

Don't have an account? Sign up

\/,
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You will need to verify your email address.

Verify your email address

| © Your email address needs to be verified before you can continue.

Check your email

We have sent an email message to dgmail.com.
Choose the Verify my email button in that message.

After you verify, you can close this browser window.

Didn't get an email?

It can sometimes take a few minutes for a message to arrive. Check your Spam or Junk folder if you can't find it.

If you lost your verification email or want to request a new email, we can send another message.

Send a new verification email

Get help with your account

Use the account support service to get help. We aim to respond to questions in 1 working day.

Proceed to 2.3 Log in to your account.
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2.3 Log in to your funding portal account
On the home page, click “Log in”. You will be taken to the MyYukon Login page.

Login

New to system?

Returning user?

Learn more about our

@ Privacy & Security policies

Enter the email and password.

4.7 MyYukon

Enter Your Password

Enter your password for MyYukon (staging) to
continue to Economic development funding portal
(UAT)

test123@gmail.com Edit

Password* @

Forgot password?

Don't have an account? Sign up

You are now logged in.

Proceed to 3.0 Home page.
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2.4 Troubleshooting

e If you've forgotten your password, click “Forgot password” on the MyYukon Enter Your
Password window.

.7 MyYukon

Enter Your Password

Enter your password for MyYukon (staging) to
continue to Economic development funding portal
(UAT)

test123@gmail.com Edit

Password* @

Forgot password?

Don't have an account? Sign up

e If you click “Forgot password” on the MyYukon Enter Your Password window but do not
receive an email (even in your spam or junk folder), you have not yet registered for a
MyYukon account. Follow the steps in 2.2.1 Creating a MyYukon account to set one up.
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e [f you log in with a MyYukon account but have not created a funding portal account, this

message will pop up:

Single sign-on (SSO) authentication failed

Try checking your login credentials for errors. If the problem persists, contact your System
Administrator.

Follow the steps in 2.1 Registering a new funding portal account to set up your profile.

e [f you log in with a MyYukon account but your funding portal account uses a different
email address than your MyYukon account, you will see the same Single sign-on
authentication failed message. You will need to either create a MyYukon account for the
correct email address (2.2 MyYukon login) or contact our office at cdf@yukon.ca or
edf@yukon.ca to ask the administrator to update your email address.



mailto:cdf@yukon.ca
mailto:edf@yukon.ca
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3.0 Home page

After you are logged in, you will be able to:

e Apply to funding programs — refer to 4.0 Apply to funding programs for instructions.
o See your existing or active submissions.

e Save and manage your applications.
e Add collaborators to your applications — refer to 7.0 Collaborators for instructions.
e Update your profile.

Apply to a Department of Economic Development,
Tourism and Culture funding program

Funding O -
Q Opportunities =W Profile Organization Profile

Use this service to submit, save and manage your applications to economic development funding programs offered by the Government of Yukon.
We recommend that you read the step-by-step instructions below before you start an application.

Step by step instructions

Manage your application:

« Access your existing drafts, applications, and documents under the Action Iltems and Completed ltems below.
« To start a new application, select Funding Opportunities above. Select the funding program you want to apply to.

Action ltems

(D APPLICATIONS (0) = ACTIVITIES (0)

‘B oo E

-

#  Application ID + Project name + Status = Application Type % Organization % Primary contact

No Results Found

Completed ltems

% COMPLETED APPLICATIONS (1) < COMPLETED ACTIVITIES (0)

# ApplicationlD % Projectname <+ Status % Approved amount % Application Type % Organization % Last modified *
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4.0 Apply to funding programs

To see what programs are accepting applications, click “Funding Opportunities”.

Note: If you are a consultant applying on behalf of a client, your client must start the
application process and add you as a collaborator. Refer to 7.0 Collaborators for
instructions on how to add a collaborator.

Apply to a Department of Economic Development,
Tourism and Culture funding program

Funding O N
Qoppuﬂun‘nies o My Profile @ 9| Organization Profile

If the program is accepting applications, an “Apply Now” button will appear. Select the funding
program you want to apply to.

Funding Opportunities

Chack eligibiny
wed tart Calc $
ppication

Commwunity

Developmment

e

2025 Spes UOpportunity

Intake
Ecomomic
o
Ogportunity
2025 Sprieg
Intake

. o

Fund Opportunity

You will be taken to a new page.

New funding application

Click Save Draft to start your eligibility questionnaire

B Save draft

Click “Save draft” to start your eligibility questionnaire.
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4.1 Eligibility questionnaire

You must read and complete a questionnaire to confirm eligibility to proceed with your
application.

Note: Read the prompts in the grey box for more details on the question.
If you cannot complete the questionnaire in one session, click “Save draft” and return later.

If you require assistance with completing the questionnaire, leave a note. Refer to 5.0 Notes for
instructions.

After you have completed the questionnaire, click “Confirm eligibility”.

Yleon Home
@ Main CDF-1-1081

ELIGIBILITY QUESTIONNAIRE

Organization type
First Nation government
Our organization is only submitting one application for this intake.

We strongly recommend limiting applications to one per organization per intake.

®ves @
O No

* Our organization has already paid for or ordered the expenses that we are requesting funding for.

We will not fund any pre-ordered/pre-paid items.

OvYes @
® No

* Qur organization is requesting funding for 90% or less of the total project cost.

We will fund a maximum of 90% of eligible costs.

®ves ©
O No
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411 Failed eligibility questionnaire

If you do not meet the eligibility criteria, there will be a message box at the top of the page
informing you that your project is not eligible to apply.

If you think there is an error in your submission, contact cdf@yukon.ca or edf@yukon.ca before
you start a new eligibility questionnaire. You can also call 867-667-8125 for CDF applications

or 867-667-8751 for EDF applications for assistance from Monday to Friday, 8:30 am to 4:30
pm.

@ Eligibility Failed
* You are not eligible to apply.

s |f you believe this occurred in error, email cdf@yukon.ca or phone (867) 667-8125. Include your application number in your inquiry.

ELIGIBILITY QUESTIONNAIRE

4.1.2 Passed eligibility questionnaire

If you passed the eligibility questionnaire, you will be redirected to another page to proceed
with your application.

CDF-2-1040

o * Use the section headings below to navigate through the application. Alernatively, use the next and back buttons at the bomom of the page 1o move between application sections.
® Do not click submit until you have completed all sections.
* Some fields are pre-filled with information you added to your perscnal and organization profiles. Update these profiles if your information changes ta enaure it appears in the form

® |f you need help with your application, use the Notes tab in the left-hand menu to communication with staff. You can also call 867-667-81235 Monday to Friday from 8:30 am to 4:30 pm.

Ha Application Summary

CONTACT INFORMATION ELIGIBILITY QUESTIONNAIRE PROJECT INFORMATION DECLARATIONS SIGNATURE

Organization information

Super Star Volleyball
123 Pink Street
Whitehorse, YT, Y1A 1X1
Phone:

Primary Contact

M NS
Phone: 123-456-7890
Email: shirley.ng+15@yukon.ca

[ Save draft " Finish and submit Withdraw

Proceed to 6.0 Completing the application.

S
//



mailto:cdf@yukon.ca
mailto:edf@yukon.ca
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5.0 Notes
5.1 Sending notes

If you need help with your application, use the “Notes” tab in the left-hand menu to
communicate with staff. You can also call 867-667-8125 for CDF applications or 867-667-
8751 for EDF applications from Monday to Friday, 8:30 am to 4:30 pm.

To leave a note, open the “Notes” tab.

Click the New Note button.

PAGE NAVIGATION @ CDF'1 _1 236
@} Main

B  Notes

N
+ New Note

A new page will open.

Leave a message with a subject.

B CDF-1-1236

Type

| Note to Yukon Department of Econemic Development, Tourism and Culture v |

Subject

Content

Save Cancel

Submit by clicking “Save”.
Your message will be sent to our staff, and you will receive a response under “Notes.”

Your note will appear at the top of the file’s main page.

@ Main CDF-2-1036

B Notes
Notification

& Collaborators

Decision
When will | know if my application is successful?
Jack- 07/22/2025 09:24 AM

Tl Application Summary

CONTACT INFORMATION  ELIGIBILITY QUESTIONNAIRE ~ PROJECT INFORMATION DECLARATIONS  SIGNATURE
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5.2 Receiving and replying to notes

Once an advisor has responded, you will receive an email notification from
noreply@smartsimplemailer.com, with the subject line “New Note added”.

You will find the response to your note on the “Notes” page.

CDF-2-1036

+ &

&, Collaborators

Type:| All V‘ me:‘ mm/dd/yyyy == |To:| mm/dd/yyyy :::) ‘n n Sort By:‘ Newest to Oldest v

«" Expand All || #* Collapse All

1 Decision

Type: Note to Applicant
September 20, 2025

By: Shirley Ng

2 Decision

Type: Note to Yukon - Department of Economic Development
When will | know if my application is successful?

By: Jill Jack

To reply to an advisor’s note, click on “Reply” under the message you are responding to. Put in
your response and click “Save”.

Request for additional information

2026-06-16 09:08 AM by Shirley Ng | Type: Note to
Applicant

= A Mute Notifications | ™

Please provide a guote for he contractor

Reply

418

ncel
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6.0 Completing your application

Read the instructions at the top of the page before you proceed. The application must be
submitted before the intake deadline. After the intake deadline, the “Finish and submit” button
will disappear. Your application will remain on your file for reference.

Check that the contact information is up to date; if not, update it in the “Organization Profile”
page. You can access your profile via “Home” at the top of the web page. Refer to 3.0 Home
page for instructions.

(]

Allow sufficient time to apply: the "Finish and submit" button will disappear at 4:30 pm on the intake deadline

.

Use the section headings below to navigate through the application. Alternatively, use the next and back buttons at the bottomn of the page to move between application sections

(]

Do not click submit until you have completed all sections

.

Some fields are pre-filled with information you added to your personal and organization profiles. Update these profiles if your information changes to ensure it appears in the form.

(]

If you need help with your application, use the Notes tab in the left-hand menu to communicate with staff. You can also call 867-667-8125 Monday to Friday from 8:30 am to 4:30 pm

Il Application Summary

CONTACT INFORMATION ELIGIBILITY QUESTIONNAIRE PROJECT INFORMATION DECLARATIONS SIGNATURE

You can use the section headings to go to that part of the application.

I Application Summary

CONTACT INFORMATION ELIGIBILITY QUESTIONNAIRE ~ PROJECT INFORMATION DECLARATIONS  SIGNATURE

You can also use the next and back buttons at the bottom of the page to move between
application sections.

| [® Save draft + Finish and submit m @

Do not click “Finish and submit” until you have completed all sections. Click “Save draft” before

going to the next tab.

If you need help with your application, use the “Notes” tab in the left-hand menu. to
communicate with staff, refer to 5.0 Notes for instructions. You can also call 867-667-8125 for
CDF applications or 867-667-8751 for EDF applications from Monday to Friday, 8:30 am to
4:30 pm.

S
_//
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You can invite people to contribute to your application, but they must create a registered
account to access the application. Refer to 7.0 Collaborators for instructions.

If at any point during the draft stage you no longer wish to continue with the application, you
can click on the “Withdraw” button.

6.1 Project information

Go to the “Project Information” tab and complete each section per the instructions in the grey
boxes.

Save your draft frequently.

Refer to 6.1.1 Project financials when you are ready to submit the project budget.

CDF-2-1038

) Dad THEITy
CON MEFORMATION 2! ¥ MHAIE PROJECT INFORBATION

~ Project summary

* Prajeet asme

* Project type

Sekeet e o [l bt Seicnbes o proet

Select One -
* Projict Sescription

Tell i sbont your praject i 1-2 seniences

4 Commmanity
Whiere will the project take place?
Select One -
€ BACY -
wet dntails

B Save drafl " Firiih amd submmit Wik aw
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6.1.1 Project financials

To complete the “Project financials” section, download the budget template by clicking the
“Download the Excel template” link.

Note: The project budget must be completed in our budget template, or the application
will not be accepted.

v Project financials

In this section, you will download our budget template, add your details and upload it

* Project budget

Download the Excel template

You can drag and drop your completed file into the space below or browse files to upload your project budget

e For Tier 2 funding, your funding request must fall in the $20,001 to $75,000 range

Open the worksheet.

The worksheet has 3 tabs; complete only the “Applicant To Complete” tab.

| | ||
1 - Applicant To Complete 2 - Internal Use Only - Advisor 3 - Internal Use Only - Unit +

There are three sections in that tab: “Budget items”, “Fiscal Year Breakdown,” and “Name of
Other Funding Sources” (if applicable). Follow the instructions in the worksheet to complete this

.
» —
Yukon CDF Project Budget ——
S —_———— -
——
sppicnt ame g
Project name: - —
S
- Start with Budget ltem Without GST
- Update the CDF Req roponent In-Kind Contribution and Other Sources until there's no Variance
Note that only 2.5% of GST is eligible for funding (if applicable).
| Justify all budget items
» Under $1,000 - provide a breakdown of the expense (for example: printing $20/manual x 20 particpants).
+ Over $1,000 - indude with the application a minimum of two quotes from suppliers, contractors or consultants
Budget ltem Without Proponent Cash Proponent
Budget ftem x?ole:;;r‘-::::n CDF Request Comtbution | In-Kind Contibution | OtheT Sources Budget Subtotal Variancy
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GST @ 5%
Budget ltem Without
Budget Item (Delete if not

GST
= > applicable) >

TOTAL

Fiscal Year Breakdown Fiscal Year Total Budget Allocation
Select the Fiscal Year. 2025/26
For each row, enter the amount you will spend in 2026127
each category for that year.
iscal year is from April 1 to the following March 31 Variance
Amount
Name of Other Sources Status of Application

Approved/Requested

VARIANCE| $

Save the completed worksheet.

Drag and drop the completed worksheet into the drop box or browse files to upload your
project budget worksheet.

i Drop files here or browse files

Maximum file size: 2 GB | Allowed file types: XLSX

The file will automatically be renamed to *FileName*_Project Budget_Applicant.
Only one file can be uploaded to that field, and it must be in XLSX format.

Click “Save draft”. The “Amount requested” and “Total project cost” fields will be auto-
populated with the information from the uploaded project budget worksheet.

* Amount requested

This is the total amount of funding you're applying for.

The amount requested must be more than $75,000.

* Total project cost

i,
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If the “Amount requested” and/or the “Total project cost” are incorrect, you must delete the

worksheet from the portal by clicking on the three dots on the right-hand side and selecting
delete.

|:| File Name = Size Date

[f] CDF-1-1243_Project_Budget_Appl.. 1845KB 2026-07-249:37 AM [

Download

Edit
* Amount requested

Rename

This is the total amount of funding you're applying for.
Delete
The maximum amount that can be reguested is 520,000,

When you upload the corrected worksheet, click “Save draft,” and the amounts in the “Amount

requested” and “Total project cost” fields will be updated to match the amounts in the
worksheet.

6.1.2 Supporting documents
Check all the boxes that apply.

An upload box will appear for each selected document type.

v Supporting documents

Identify which relevant supporting documents you are including

Check all that apply. An upload box will appear for each document type selected.
Add a brief description of the file contents once the document is upleaded.
Hower the cursor below the word Description to enter the text.
To save your description, click on the save icon ondhe right of the description field.
[ 1. Support letters from stakeholders or partners
[ 2. Quotes for all items over $1000
[ 3. confirmation of in-kind contributions and/or donations
[ 4. confirmation of other sources of funding

[ 5. Regulatory or legal documents (permits, environmental assessments, leases)
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After you upload a file, you must include a description of the item.

O  File Name ~ Description Size  Date
mF TEST.pdf & 31KB 2026-07-20 11:32 AM
Total Files: 1
Click the floppy disk icon to save the description.
* Upload support letters from stakeholders or partners
{5 Drop files here or browse files
Maximum file size: 2 GB
= B
O  File Name = Description Size  Date
[ TEST.pdf EXAMPLE X(E.) 31KB  2026-07-20 11:32 AM

Total Files: 1

Click “Save draft” at the bottom of the page.

Move on to the “Declarations” tab after the “Project information” tab is completed.

CONTACT INFORMATION ~ ELIGIBILITY QUESTIONNAIRE ~ PROJECT INFORMATION ~ DECLARATIONS  SIGNATURE
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6.2 Declarations

There are four sections to the “Declarations” tab.
Review and check the “Yes” box if you agree to the first three sections.

Section four is optional.

CONTACT INFORMATION ELIGIBILITY QUESTIONNAIRE PROJECT INFORMATION DECLARATIONS SIGNATURE
* As the person applying for this funding, I confirm:

* the information in this application is accurate and true to the best of my knowledge;
* | have the support of the organization’s board (if applicable);
* the project will follow and meet existing municipal, territorial and federal regulations; and

* | understand that all, or part of this applicaticn, may be available to the public. If it is, it will follow the Access to Information and Protection of Privacy Act.
O Yes

* As the person applying for this funding, | authorize the Government of Yukon to:

* access the project site and premises;
* inspect the books and records;
* make inguiries and credit checks; and

* getinformation necessary to evaluate this application.
O Yes

* If the government decides to fund this project, | confirm the organization will follow the terms and conditions in the payment agreement

[ Yes

Self identification (optional)

You do not have to complete this question to apply for funding. We collect this information for statistical purposes so we can improve our services.

Does your organization identify as majority owned by any of the following?
Select all that apply.

Move on to the “Signature” tab after the “Declarations” tab is completed.
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6.3 Signature

Complete the signature tab and click “Finish and submit” when ready. The “Finish and submit”
option will not be available after the intake deadline. Make sure the application is submitted
before then.

il Application Summary

CONTACT INFORMATION ELIGIBILITY QUESTIONNAIRE ~ PROJECT INFORMATION ~ DECLARATIONS  SIGNATURE

* Name of authorized representative

Typing your log-in credentials acts as your signature. The date and time of submission will be recorded when you click Finish and Submit.

If you have completed all mandatory fields and there are no errors, you will be asked to confirm

that you are ready to submit.

Alert

Are you sure you are ready to submit your application? If not, you can click on the
Application Summary button at the top of the application to review your answers. Use
the back / next buttons or the section headings to return to earlier sections of the
submission.

If you skip a mandatory field or do not follow instructions, an error message will appear at the

top of the page, advising what needs to be updated or provided.
You will not be able to proceed until all sections have been completed correctly.

After the application has been updated, you must click “Save draft” before you can finish and
submit.
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CDF-2-1029

© Submission Failed:

Project name cannot be empty.

.

Project type cannot be empty.

Project description cannot be empty.

Community cannot be empty.

Project activities cannot be empty.

.

Project rationale cannot be empty.

Project impacts cannot be empty.

Fund objectives cannot be empty.

.

Describe how your project supports each objective selected above. cannot be empty.

.

Invalid date for Project start date. Enter date in the following format: mm/dd/yyyy

Invalid date for Project end date. Enter date in the following format: mm/dd/yyyy

Project budget must contain at least 1 file

.

Invalid numeric input of Amount requested

Community Development Fund Tier 2 funding is $20,001 to $75,000. Adjust your project budget accordingly.

Invalid numeric input of Total project cost

This project has received Government of Yukon funding cannot be empty.

.

As the person applying for this funding, | confirm: cannot be empty.

As the person applying for this funding, | authorize the Government of Yukon to: cannot be empty.

If the government decides to fund this project, | confirm the organization will follow the terms and conditions in the payment agreement cannot be empty.

.

Name of authorized representative (print) cannot be empty.

.

Invalid date for Signature date. Enter date in the following format: mm/dd/yyyy

Use the section headings below to navigate through the application. Alternatively, use the next and back buttons at the bottom of the page to move between application sections.

[ Save draft ~ Finish and submit Withdraw

Do not click submit until you have completed all sections

If your submission is successful, you will receive the following pop-up message and an email
confirmation from noreply@smartsimplemailer.com within the next five minutes. If you don't
receive this email, check your spam or junk folder.

Submission Successful

Application submitted successfully.

The email will outline what you need, what will happen next, details of your submission and
what to do if you need help. It will also include a copy of your application.
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7.0 Collaborators

To invite others to collaborate on your application, use the “Collaborators” tab in the left-hand
menu to invite them. Collaborators can view the project status, access existing work and
contribute or submit information at any stage.

People without an active account in the funding portal can still be invited as a collaborator, but
they will need to create a funding portal account and have a MyYukon account to access the
application. They can refer to 2.0 Register a funding portal account or log in for instructions.

Click the + button and add as many people as you need.

Enter the person’s first and last name, and their email. You do not need to enter a prefix. If they
are already a registered user, ensure you enter the email address associated with their existing
account.

@ Main (2 CDF-1-1234
B Notes
& Ccollaborators Prefix First name Last name Email Role
| | | | | | | | Collaborator

[sve ] mie
—

The person will be sent an email invitation from noreply@smartsimplemailer.com.
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7.1. Invitation to collaborate

If you were invited to collaborate, you will receive an email invitation from
noreply@smartsimplemailer.com, with the subject line “Invitation to collaborate”.

Click on the link in the email to open the invitation.

oe= [

This is a message from the Yukon Department of Economic Development fund management

system.

You have been invited as & collaborator for the following application: Community Development

rund coF-2

WHAT vOU MEED TO DO

Click on the link below to accept or decline the invitation.

{@invitationlink@

WHAT WILL HAPPEN NEXT

If you accept the invitation, you will be prompted to log in or register.

You need to have both a system account and a MyYukon account to access files as a

collaborator.

For instructions on how to register and log in, review Section 7.1 of the User Guide.

If you already have a system account and My'Yukon account for this email address, log in here
with your existing MyYukon passwaord: I_tv:v‘;_!wh

You will then be able to help complete this application to the Community Development Fund.

IF vOU MEED HELP

Contact the Community Development Fund at cdfi@yukon.ca.

A new page will open, asking you to accept or decline the invitation.

Yukon

Collaboration Invitation

Jesse Joe,

You have been invited as a Collaborator for the following application:
Community Development Fund CDF-2-1040 Great Mew Project.

=3 3
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If you accept the invitation, you will be instructed to register or log in.

Invitation Accepted

You have accepted the invitation to collaborate on the following application: COF-||| | EGcTcTNGEGE

Next steps
You need both a system account and a MyYukon account to access files as a collaborator invited by an organization.
For instructions on how to register and log in, review Section 7.1 of the User Guide.

Your invitation email also contains instructions.

You need a funding portal account and a MyYukon account to access and edit files as a
collaborator once invited.

Refer to 2.1 Register for a new funding portal account for instructions on creating a funding
portal account.

Refer to 2.2 MyYukon login for instructions on creating a MyYukon account.
Refer to 2.3 Log in to your funding portal account for instructions on how to log in.

After you are logged in, the application will appear under “Action Items” or “Completed Items”,
depending on the stage of the application.

7.2 Removing a collaborator

If the collaborator who was previously added is no longer working on the project, their
invitation can be revoked, preventing them from accessing the project.

To remove a collaborator, open the project on the “Home” page.

Open the “Collaborators” tab




Yukon Home

{or Main

” )} Collaborators 1 I

Find the collaborator to remove and click the “X” in the row.
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Role Status

Collaborator Accepted

Click “Yes” if you are sure you want to revoke the invitation.

Alert

Are you sure you want to revoke this invitation?

YES MO

That collaborator will not have access to the project. If they need access again, they will need to

be re-invited.
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8.0 Application under review

During the review process, you will not be able to update your application. Refer to 9.0

Revision requests for details and instructions.
You can find a record of your application submission by logging in to your account.

Your submission will be saved under “Completed Items”. This is also where you can see the

status of your application.

If you require a copy of your application, open that submission, and you will be taken to a

different page.

Completed Items

% COMPLETED APPLICATIONS (3) ¥ COMPLETED ACTIVITIES (0)

# ApplicationID = Projectname 5 Status = Approved amount ¢ Funding program 5

| 1 CDF-2-1029 Example 1 Submitted Community Development Fund Ther 2
[V

You can download a copy of your application by clicking “Application Summary”.

Wl Application Summary

CONTACT INFORMATION ELIGIBILITY QUESTIONNAIRE PROJECT INFORMATION DECLARATIONS SIGNATURE

If you have questions, you can leave a note for your advisor. Refer to 5.0 Notes for instructions.

You can invite collaborators during the review process. Refer to 7.0 Collaborators for

instructions.
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8.1 Withdrawing an application

If, during the Review stage, you decide you no longer want to proceed with your application,
inform the advisor by leaving a note. Refer to 5.0 Notes for instructions.

You will receive an email from noreply@smartsimplemailer.com with the subject line "Revisions
Requested".

The email will instruct you to sign in, open your application under “Action Items”, and click the
“Withdraw” button at the bottom of the page.

I &) Save draft + Finish and submit I

You can access your application at https://yukon.smartsimple.ca/ or by clicking on the link in the

email.

You can also withdraw your application at any time while it is in the Draft or Revisions
Requested stages.



https://yukon.smartsimple.ca/
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9.0 Revision requests

If your advisor requires additional information or revisions, you will receive an email from
noreply@smartsimplemailer.com with the subject line "Revisions Requested".

The email will inform you of the changes required for your application. You will need to sign in
and open your application. You can access your application at https://yukon.smartsimple.ca/ or

by clicking on the link in the email.

After you are logged in, open your application under “Action Items” to see what revisions are

requested.
Action ltems
() APPLICATIONS (1) = ACTIVITIES (0)
# Application 1D % Project name % Status % Funding program
m 1 CDF-2-1036 Test application 1 Revisions Requested Community Development Fund Tier 2

The requested revisions will be in a red message box at the top of the page.

Yukon Mome

@ Main CDF-2-1173

@ Notes

© Sstaff has requested the following revisions to your application
& collaborators Go to Project Information tab and submit letters of support and quotes for contractors

After you have completed the revision request, click “Submit Revisions” at the bottom of the
page.

Note: Do not click “Submit Revisions” until all requested documents are submitted, as
you cannot submit additional documents after the button is clicked. If you want your
advisor to start reviewing some uploaded documents before you resubmit, send them a
note.

If you have questions about the requested revisions, leave a note for your advisor. Refer to 5.0
Notes for instructions.

If during the Revisions Requested stage you no longer wish to continue with the application,
leave an explanatory note for your advisor, then click the “Withdraw” button.



https://yukon.smartsimple.ca/
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10.0 Application decision

10.1 Application denied

If your application is not successful, you will receive an email from
noreply@smartsimplemailer.com with the subject “Application Unsuccessful”.

No further action will be required.

10.2 Application approved

If your application is successful, you will receive an email from noreply@smartsimplemailer.com
with the subject “Application Approved”.

The email will include a link to set up direct deposit and inform you that a Transfer Payment
Agreement will be sent to you soon. The agreement will outline the terms and conditions of the
project’s funding.
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11.0 Transfer Payment Agreement

11.1 Receiving the agreement

When your Transfer Payment Agreement is ready for review and signature, you will receive an
email from noreply@smartsimplemailer.com with the subject line “Transfer Payment Agreement
is ready for your signature”.

Log in to access and upload the document. Refer to 2.2 Log in to your funding portal account
for instructions.

After you are logged in, look under “Action Items”, and then “Activities” to open the file.

Action Items

(D APPLICATIONS (€ -

# Duedate < Application ID % Project name s Type 5 Status % Organization =

m B 1 CDF-2-1005 Shelters for animals Transfer Payment Agreement Pending Applicant | Love Animals Charitable Organizatien

Click “Preview Grant Agreement” to download the Transfer Payment Agreement.

CDF-2-1005 (Transfer Payment Agreement)

AGREEMENT

Q’ Preview Grant Agreement

* Copy signed by organization

11.2 Submitting the agreement

After you have reviewed and signed the agreement, upload and save it in the drop box, and
click “Submit”.

B Drop files here or browse files
Maximum file size: 2 GB

[ Save Draft
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11.3 Agreement accepted

When your transfer payment agreement has been accepted and countersigned, you will receive

an email from noreply@smartsimplemailer.com with instructions on the next steps and
deliverables.

You can find a copy of your countersigned Transfer Payment Agreement under “Completed
ltems”, “Completed Activities”.

Completed Items

¥ COMPLETED APPLICATIONS (1) % COMPLETED ACTIVITIES (3)

Application ID % Project name s Type % Status

L 4

m B CDF-2-1036 Test application 1 Transfer Payment Agreement Completed
R
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12.0 Deliverables

Your advisor will set up a deliverable schedule, as outlined in Schedule C of your Transfer
Payment Agreement.

12.1 Receiving deliverable requests

Advisors will send emails through the funding portal to request deliverables that will allow
payments to your organization. The email will be from noreply@smartsimplemailer.com with
the subject line “Deliverables for payment”.

The email will have the project deliverables details and the due date.
Payment will only be released if the requested deliverables are met.
To submit the deliverables, click the link in the email to log in.

After logging in, look under “Action ltems”, “Activities”.

You can sort by due date to know which deliverable is required first if there are multiple
activities.

Open the applicable task.

Action Items

(® APPLICATIONS (3)

IE

# EUCLEG I
m E 1 01/31/2025
m Er 2 05/31/2025
m E 3 02/28/2026
m Er 4 02/01/2027
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12.2 Submitting the request

If your project is longer than four months, you will need to download and complete the

forecasted budget worksheet.

If the project has more than one payment, the worksheet will be carried forward by the advisor.

CDF-2-1148 (Deliverables)
DELIVERABLES
* Upload - Forecasted budget

below by clicking on the filename. Once completed, upload the finalized version in the "Financials” upload field provided

Deliverable_Worksheet.xlsx

* Upload - Financials

Re-upload the completed forecasted budget document below.

B Drop files here or browse files

Maximum file size: 2 GB | Allowed file types: XLSX

Open the worksheet and complete it as per the instructions at the top.
Only complete the tab identified by your advisor in the email.

Note: The final payment tab in the worksheet must be printed, signed and uploaded into
a drop box. Before it is signed, email the spreadsheet to your advisor for review.

Project start date (YY/MM/DD):

File number:
Project end date (YY/MM/DD):

Applicant name:
Project name:

nstructions
Inthe 'Forecasted budget or budget spent to date' table, enter the total amount of money you've spent or expect to spend on each budget item listed in column A. Do this for all expenses that cccurred or will
I he 'Forecasted spend' in column P should equal the 'Budget subtotal' amount listed in celumn F.

The first payment amount will be calculated automatically. Your advisor will review it before approval. Talk to yeur advisor if you think there are any errors
At the bottom of the sheetin the "Menthly activities” table, write a brief descriptien of the activities related to the preject on a menthly basis. The months must correspend to the menths you entered expenses|

entact your adviser if you need help or have any questions.

Preponent
CDF Propenent cash . iy Other Budget subtotal Jan-00 Jan-00 Feb-00

Budget item contribution | contribution

contribution

TOTAL - - - - - - - -
First payment up to S - First payment amount:
Interim payment upto S -
Interim payment 2 up to S
Final payment upto s
$

Monthly activities: Brief description of the activities being carried out in that month that will incure the month

Jan-00
Jan-00
Feb-00
Mar-00
Apr-00
May-00
Jun-00
k > First Payment |nterim Payment  Interim Payment 2 | Final Payment + HEEY

Upload the requested deliverable items to the applicable drop box, then click “Submit”.

\/_
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DELIVERABLES

* Upload - Forecasted budget
Download the document below by clicking on the filename. Gnce completed, upload the finalized version in the *Financials* upload field provided.

CDF-2-1001_Deliverable Worksheet xisx
* Upload - Financials
Re-upload the completed forecasted budget document below.

& Drop files here or browse files

Maximum file size: 2 G5 | Allowed file types: XLSX

O  FileName «

[@  CDF-2-1001_Deliverable Worksheet_Applicant.xisx

* Upload - Invoice

& Drop files here or browse files

Maximum file size: 2 GB

O  FileName «

If you have questions about the requested deliverables, leave a note for your advisor. For
instructions, refer to 5.0 Notes.

You will receive an email from noreply@smartsimplemailer.com with the subject line
“Deliverables Received” confirming your submission has been received.

Your advisor will review the documents.

You will be notified if revisions are required (Refer to 9.0 Revision requests).

12.3 Deliverable accepted

If the submission is complete and the deliverables are accepted, the advisor will proceed to

payment.

This process applies to all payment and reporting stages, including the initial, interim, and final

stages.

You can find records of your submission under “Completed Items”, then “Completed Activities”.

Completed Items

< COMPLETED APPLICATIONS \H‘ < COMPLETED ACTIVITIES (10) )

.n)pplica‘lion B Project name = Type + Status

m & CDF-2-1148 Build a new court phase 2 Deliverables Submitted

\_/_
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13.0 Amendment

If you require changes to your Transfer Payment Agreement, contact the advisor by leaving a
note. Refer to 5.0 Notes for instructions.

13.1 Receiving the amendment

If your request is approved, the advisor will prepare an amendment.

When the amendment is ready for review and signature, you will receive an email from
noreply@smartsimplemailer.com with the subject line “Amendment is ready for your signature”.

The email will instruct you to click the link to log in and open your application.
After you are logged in, look under “Action Items”, “Activities” to open the file.
The document type is “Amendment”.

Open the applicable task.

Action Iltems

(D APPLICATIONS (3)
S —
# Due date = Application ID % Project name

m Z 1 CDF-2-1148 Build a new court phase 2 Amendment
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Click “Preview Amendment” to download the amendment.

Review the new schedules, if applicable.

AMENDMENT

2 Preview Amendment

* Copy signed by organization

1. Click on Preview Amendment button to download the amendment;

2. Review the new schedules, if applicable;
3. Sign the amendment;

4. Upload the signed amendment;

5. Click submit.

& Drop files here or browse files

Maximum file size: 2 GB | Uploaded file will be renamed to: CDF-2-1070_Amendment Signed by organization
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13.2 Submitting the amendment

After you have reviewed and signed the amendment, upload and save it in the drop box and
click “Submit.”

B Drop files here or browse files

Maximum file size: 2 GB

[ Save Draft

13.3 Amendment accepted

When your amendment has been countersigned, you will receive an email from
noreply@smartsimplemailer.com with instructions on the next steps.

You can find a record of your submission under “Completed Items”, then “Completed Activities”.

Completed Items

¥ COMPLETED APPLICATIONS (11 < < COMPLETED ACTIVITIES (10) >
ﬁ)pplica!ion Ll Project name ¢ Type + Status

m = CDF-2-1148 Build a new court phase 2 Deliverables Submitted




