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Learning Objectives 
 
By the end of this training the learner will know how to: 

1. Access the Region of Peel website for the GovGrants Portal 

2. Find a Funding Opportunity in GovGrants 

3. Mark the Funding Opportunity as Interested  

4. Create a Stabilization Fund Application 

5. Upload Receipts or Invoices  

6. Complete the Budget Claim Requirements of the Application 

7. Complete Key Performance Indicators 

8. Acknowledge the Application  

9. Submit the Application for Approval 

10. Print a copy of the Application 

 

 

The Process Overview 
 

This is the process overview for Claim-Based Stabilization Funding. 
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Navigating to the GovGrants Landing Page 
 
Go to www.peelregion.ca. Click the Programs and Services drop box.   
 
 

 
 
 
Choose the Children’s Services hyperlink 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.peelregion.ca/
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Click the Service Providers and Services section. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Go down to the Funding Support for Professionals and Service Providers section. 
Click on the Manage early years and child care funds using GovGrants hyperlink. 
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ON THIS PAGE YOU WILL SEE THE RED SIGN IN BUTTON.  TO ACCESS GOVGRANTS, CLICK ON THE RED GOVGRANTS 

SIGN IN BUTTON 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
This is the GovGrants Landing page. There are two cards: the Early Years card and the Community 
Investment Program card.  Click on the View Details button in the Early Years card to read more 
information about GovGrants.   
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View the information provided here. To get to the sign in page, click Sign In either in the top right-hand 
corner or in the middle of the page. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
This will take you to the Registration/Login page.  You will enter your username, password and click the 
radio button beside “I agree to the Region of Peel’s Terms and Services”. 
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Main Home page 
 
This is the GovGrants main page.  You will land on the home tab.  

 

Finding the Funding Opportunities 
To find a funding opportunity, click on the Funding opportunities tab. 
There you will find a list of new active funding opportunities.  Click on the eye icon under the 
actions column to view this funding opportunity. 
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There are two tabs: overview tab and attachments tab. 
Review the details of the stabilization claim based funding opportunity in the Overview Tab.  Pay 
close attention to the key dates section.  The Application Due Date is listed there.  Your 
application must be submitted before this date. 
 

 
 
 
 
 
Scroll to the bottom of the page to view the Allocated Amount if applicable for your Stabilization 
Fund.  (Note that not all funds are given an allocation amount) 
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Go to the Attachments tab.  The Region of Peel may include important documents in this 
section.  Review any attachments provided. 
 

 
 

 
Notes: 
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Marking the Funding Opportunity “Interested” 
 
If you are interested in this funding opportunity, you may mark this opportunity as “Interested” by 
clicking the Interested button.  The interested button is found at the top right and corner of the 
page. 
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After marking the funding opportunity “Interested”, the Create Application button will appear.  
We will create the application on page 14. 
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Finding your Funding Opportunity Marked Interested 
 
Once you have marked your funding opportunity interested it the goes into the “Interested” 
folder. Navigate to the home tab then click on the Funding Opportunities tab at the top of the 
page.   Then click the Interested hyperlink in the side panel. 
 

 
 
 
 
Find your funding opportunity in the list.  Notice the status says interested. Click on the eye icon 
to open the interested funding opportunity.  This will then bring you back to the funding 
opportunity that you had marked interested. 
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Creating the Application 
 
You are now on the interested funding opportunity page.  You know you have marked it 
interested because the next option is the button that allows you to “Create Application”. Click the 
Create Application button to create the Stabilization Fund Application. 
 

 

 
 
You have now created an application page.   
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Finding the Created or Submitted Application 
 
Once you have created the application here’s how to navigate back to it should you leave the 
system and return at another time.  From the home page click on the Applications tab at the top 
of the page. 
 

 
 
The default view will be Applications (Draft).  You may use the drop down to change the view to 
see Applications (Submitted) or Applications (All) for example.  If you are looking for an 
application that you have begun, but not submitted, choose Applications (Draft). 
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In this instance you are seeking the draft application that you have just begun.  Find the name of 
the draft application and then click on the pencil icon to continue editing the application. 
 

 
 
This will take you into the application page where you may continue to work on your application. 
There is also a hyperlink here to the original interested funding opportunity page. 
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Completing the Application 
 
The application page has 7 tabs.  We will navigate through each of the tabs from left to right. 
For claim based applications the attachments tab appears prior to the Budget tab.  This is to 
encourage you to remember to upload your invoices and receipts prior to imputing items on the 
Budget tab. 
 
 
 

 
 

 

 

Overview Tab 
 
Simply review all the information provided in this tab then scroll to the bottom of the page and 
click Save. 
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Attachments Tab 
 
Here you will attach any receipts or invoices for the items you have purchased that you will be 
claiming.  Click on Edit to begin. 
 

 
 
 
 
 
To begin uploading invoices and/or receipts, click on the New button. 
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A modal window appears. In the Classification section, use the drop down to choose a 
classification for the invoice or receipt.  
 

  
 
 
Click on Choose a File OR Drag it Here.  Choose your file from your computer.   
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You will see that your file has been added.  Write a brief description of the invoice/receipt.  It is 
important that the description accurately describes what exact items are on the invoice/receipt 
so that the reviewer will know how to pair them with line items on the budget page. When 
complete, click the Upload button. 
 

 
 
 
 
 
 
After uploading each of your receipts click the page save. 
 
 

 
 
 



Stabilization Funding 
 

 21 | P a g e  
 

Budget Tab 
 
Click on the Budget tab.  To begin click the Edit button. 
 

 
 
 
Click on the plus icon under the Budget Periods section to open the budget categories. 

 
 
Click on the edit pencils to open a budget line. 
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Click the New button to begin.  Notice all the receipts you uploaded for a Claim-Based 
application will be listed at the bottom of the page. 
 

 
 
 
Complete each of the Detailed Budget Category sections. Then click the Section Save.  Be 
sure to click on the section save and not the Page Save. **Please NOTE:  You will lose your 
work if you click on the Page Save prior to clicking on the Section Save.  Click the Section Save 
first. 
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The green Saved Successfully note will appear.  To add more line items, click new and 
complete the process again.  Finally, click the Page Save button.  
 

 
 
 
 
 
 
 
This record is now saved.  You may now move onto another budget category. 
Click the x to close the Modal window.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 

After the section 
save successfully 
then click the page 
save 
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To choose the next category, click on the eye icon on the appropriate line item and repeat the 
process of adding in the budget information. 
 

 
 
 
 
Complete each budget category and click the Page Save. 
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Performance Tab 
 
Click on Edit 
 

 
 
 
 
 
 
Click the edit pencils to edit each line. 
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Enter the Previous Year Actual and the Actuals amounts.  Then click Save. 
 

 
 
 
 
 
 
You see the Saved Successfully message. 
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Click the page Save.  
 

 
 
 
 
 

Acknowledgement Tab 
 
To be able to click the acknowledgement radio button, click edit at the top of the page. 
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Click the “I Agree” radio button and then click the Page Save. 
 
 

 
 
 
 
 

History Tab 
The history tab keeps a record of the application.  It will remain blank until the application is 
submitted. 
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Once the application has been submitted, you will then have a record of the application in the 
history tab as seen in the screenshot below. 
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Collab Tab 
 
Should you wish to send an email to the Region of Peel related to your application, you may do 
so through the Collab Tab.   
 
Click on the Send Email button. 
 

 
 
 
 
A modal window will then appear.  Enter the email in the “To:” field and enter a CC if desired.  
Click the “Send a Copy to Me” check box and then enter the Subject of the email as well as the 
body content.  Then click Send.  A copy of the email will be kept on the application file in 
GovGrants.  The reply will also be sent both to you and a copy to GovGrants. 
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You will get the green Email Sent Successfully message. 
 

 
 
 
 
A copy of the email will be kept on the application file in GovGrants.  The reply will also be sent 
both to you and a copy to GovGrants. 
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Submitting the Application 
 
Once you have reviewed the entire application for correctness and accuracy, the primary user 
can then submit the application to the Region of peel.  You do so by clicking the Submit 
Application button.   Notice the status is currently in “Created”. 
 

 
 
 

 
Once you have sent the application, the status changes to “Submitted” and the application is no 
longer editable. 
 
Once you click the Submit Application button the confirmation box will appear.  Click Yes if you 
are ready to submit your application. 
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The application has now been submitted to The Region of Peel.   
The status has now changed to “Submitted”. 
 
 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


