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New User Registration - Flowchart

Step/Action Screenshot
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1: Go to the Portal via the following link: f:' _Charity
https://smitf.flexigrant.com/policy.aspx?farea=

EEEEEEEEEEEEEEEEEEEEEEEEEEN Flelds

985 Privacy statement for users of the VRF grant portal
Read through the introduction, information —
a n d terms . :éir;!i@g::;:]njaieg:;;Iamr:y‘;g«‘es‘:ﬁ:ummnen e protecting and respecling your privacy and all personal data is held by us and processed in

This privacy statement (fogether with our portal Terms and Conditions available here. sets out the basis an which any personal data we collect from
you. or that you provide fo us, will be processed by us when you use our portal hitps:ifsmitf fleigrant com. You may use our portal fo apply for
grants en behalf of a vulnerable person with whom your agency ar organisafion is viorking ('client”). In order fo administer our granis. we need fo
collect personal data sbout you as their support wiorker and personal data and sensitve personal data aboutthe applicant (‘the data’)

2: Confirm acceptance Iagrde_:. with the terms and @Yes O Mo m
. . conditions:
and click ‘Continue’

3: Complete the registration information and fr=r=========renremrereeee i Enter your frst name *
CIiCK ‘RegiSter’ Last name Enter your lzst name *
NB: You must use your own, individual work

. . Contact phone number a.g +44 (D) 12345573
email address to register. We cannot accept
personal email addresses Work email Enter your email *
Password *
Confirm password *

Hi [RECIPIENTNAME],

This is an automated alert from the [SITETITLE] please do not reply directly to this email.

A registration email will then be sentto the }----corerimiimianianiainy
email add ress you provided Thank you for applying to use the Vicar's Relief Fund online application portal on Flexigrant.
NB: If nOt in your inbOX, please CheCk in For security purposes you will need to validate the email address that you used to register your account.

You can do this by clicking on the following link: Confirm Email Address.

our spam/junk folders
y p J In the mean time, it is recommended you rkad our FAQ and more information about the VRF can be found here.

4: Click on the ‘Confirm Email Address’ link Kindiregands
in the registration email Vicar's Relief Fund

My bookmarks My downloads My account Log off ml

5: You will now see in the Portal that your f-eorveieiininiiiniininn
email address has been confirmed. ‘
Click ‘Log out’ (top righthand corner of the
screen) and log back in via the following # Portal homepage i Soaimmdi

I In k . Thank you for for validating your email address.

https ://s m itf.flexi q rant. comll oq i n ,as px Please log off and log back on to complete your registration as a user on Flexi-Grant using this

link: hitps:/smitf flexigrant. com/login aspx

Charity

When you log on. you will need to select "My Applications” on the right-hand pansl. On the next screen you will
see the registration application form which asks you to provide details about yourself and your organisation
This form is NOT the grant application form for your client. You will not be able to make a grant application until
you have submitted the user registration form and have it approvad by a member of the VRF team. This may
take up to five working days.

Kind regards

Vicar's Relief Fund

Continue




Step/Action Screenshot

My account

Application overview for Vicar's Relief Fund
| [0 my appiications
Christmas Opening Times:
my downloads
The VRF will be closed to applications from Monday 21st December at 12pm.

6: YOU WILL NOW NEED TO COMPLETE A Ao B S

“Vou will still be able fo start and edit applications, but submissions will be closed between 12pm 21st December

NEW USER REGISTRATION FORM eEmmEEEEEEsEEsSEssEEsEESEEEE and 4th January. Ve will process as many applications as we can before 24th December.

Our office will be closed from close of business on 24th December until 4th January.

NB: THIS IS N_OT A GRANT APPLICATION :::c::eu:i\:gs::::S: I i and Fridays 9am to midday, excluding Bank
Fo RM :::d:ais.siarl and edit an application \-mEJn :\le are closed to submissions
Scroll down to the bottom of the screen. e L T L e
Beneath ‘New User Registration Form’, click e e e

Verbal consent

¢ y We have updated our consent form to allow for verbal consent fo be obtained and this can also be completed
Start slectronically. This form can be found on our Flexi-Grant application portal and also here. You should upload

the consent form to Section 5 of your grant application form_ Please email vri@simartinscharity org uk if you

have any questions regarding this.

New user registrations

Due to an increase in applications, we will unfortunately have fo close our new user registiations form

from Wednesday 9th December until the New Year. This is So that we'e able to process the current backlog
of reg and We for any caused

Start a new application
New User Registration Form

E:
7 minutes

My account

New User Registration Form
My applicafions

7: Read through both the ‘Privacy Policy’ This is the final step of your registration.

EEEEEEEEEEEEEEEEEEEEEEEEEEEE Ry i -

and the ‘Te rms an d Co n d iti o ns! Once you have completed and submitied this form, a member of the VRF team will review your registration and

will send you an email o advise if your registration has been accepied or not. This may fake up to five working
days.

Before completing the registration form please ensure you have read our Privacy Policy and Terms and

Click on the tick box confirming ‘I have Conditions. -
read and understood the aboVe Please confirm you have read and understood the terms above by ticking this fick box
instructions’ 1 have read and understood the above instructions
Click on ‘Start’ =3

My account

Summary
My applications
EEmmEEEEEEEEEEEEEEEE R

My downloads Mew User Registration Form

- o I
8: A Form summary will appear. il

CIiCk on ‘Start’ Mm . e 0 of 1 Pages

View instructions

This is NOT the grant application form for your client You will not be able o make an applicalion on behalf of
your client until you have completed the New User Registration Form and have it reviewed by a member of the

WRF team.
Please do not the PDF To vour registration click start.
Humber Page Est. time: Status Required
documents
complete

1 MHew User Registration Form Mot Started

This is mot the Grant application form for your client. %Wou will not be able to make an application on behalf
of your client until you have completed this Mew User Registration Form and have it reviewed by a member of
the VRF team. Please allow us 5 working days fo process your registration.

9: The form will open.
Ensure that you complete all the fields
NB: You must enter your own, individual Your Details -
work email address used to register as in I I—————
step 3 above. We cannot accept personal R e
email addresses e
SEE STEP 10 REGARDING SAFEGUARDING )

POLICY QU ESTION Your last name

-
Your job role
Please Seilect v |
Your direct work telephone number
-

Your own work email address

Please note: this must be your work email address and NCT a personal email address such as
youmame@yahoo.co.uk

This should also be your own email address and not one shared with other team members.

10: Toward the end of the form, you will be
asked to either upload or prOVide alink to your RnmEmmRmEEmRRREmmRREy If your safeguarding policy is online, please EITHER provide a link to it below or
organisation’s safeguarding policy/policies [ it e

This is a mandatory question. Failure to upload or link to your organisation’s safeguarding
policy may result in your application being declined

NB: If the document/link is password protected, ||
please either remove or provide the password.

Links must be publicly accessible and must not
be links that are internal to your organisation. St ol

File name Date uploaded Action

We cannot accept a safeguarding training
certificate in lieu of a safequarding policy

L L 2 ooopa T TRUNEE ol JO 1% RT3 RO i I
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Step/Action

11: At the bottom/top of the screen.
Click on ‘Save progress’

12: Review your answers/edit as
necessary
Click on ‘Submit application’

13: We will then process your application.
If we need any clarification/additional information,
we will ‘return’ your application to you for you to
correct/clarify.

You can view your application, or check progress
by logging on to the Portal and clicking ‘My
Applications’ on the top left of the screen.

Then click ‘View’ at the bottom right of the screen

14: Once we have processed and passed
your application, you will receive an
activation email.

NB: If not in your inbox, please check in your
spaml/junk folders

This means that you can now go ahead
complete and submit a grant application on
your client’s behalf

St
Martin

Frontline
Network

the
Fields

Screenshot

| understand that 5t Martin-in-the-Fields Charity will process my personal
information in accordance with the terms of its privacy statement.

(Optional) | am happy for 5t Martin-in-the-Fields Charity to send me updates and
information by email, from time to time, relating to the work of:

[ The Vicars Relief Fund

[0 The Frontline Metwork

Retumn to Summany

My applications

My downloads Mew User Registration Form

100% complete
Dnufi 100527 i

Abigail Tsuts-Tsuts

oo | oo or |

View instructions

1 of 1 Pages

Submit appication

You will be logged out after 118 minutes 9 seconds of inachvity Please ensure that you save your
work regularty’

This is not the Grant application form for your client. You will not be able to make an application on behalf
of your client until you have completed this New User Registration Form and have it reviewed by a member of
the WRF team Please allow us 5 working days to process your regisiration

Your Details *
This form must only be filled in by paid frontline workers who support people in housing need.
You must use your own work email address.

If you are not a paid frontline worker or register using a personal email address, your

application will be declined.

Your first name

‘)o(xx)od *

Your last name
0 *
Your job role

—— =

ll B My applications

Christmas Opening Times:

My downloads
The VRF will be closed to applications frem Monday 21st December at 12pm.
We will reopen to applications on Monday 4th January at 9am.

*You will still be able to start and edit applications, but submissions will be closed between 12pm 21st December
and 4th January. We will process as many applications as we can before 24th December

Qur office will be closed from close of business on 24th December until 4th January.

VRF Opening Times:

You can only submit
Holidays.

s, ys and Fridays 9am to midday. excluding Bank

“ou can start and edit an application when we are closed to submissions.

VWhat we fund has changed. so please carefully read our EAQ before applying

Please note, the Emergency Fund is now closed

Verbal consent

e have updated our consent form fo aliow for verbal consent to be abtained and this can also be completed
electronically. This form can be found on our Flexi-Grant application portal and also here. You should upload
the consent form to Section 5 of your grant application form. Please email vifi@stmartinscharity org uk if you
have any questions regarding this

New user registrations

Due to an i in we will ur y have to close our new user registrations form
from Wednesday 9th December until the New Year. This is so that we're able to process the current backlog
of registrations and applications. We apolegise for any inconvenience caused

Applications in progress

Dnufi100527

View

Grant:
Applicant:
Organisation:

New User Registration Form
Abigail Tsuts-Tsuts

Hi [RECIPIENTNAME],

Thank you for registering to apply to the VRF on behalf of your clients.

We can now confirm that your account has been activated and you can now make applications to us.
You are now able to apply for a VRF grant by logging in to Flexigrant and going to the Application Portal.

You can log in via this link: hitps //smitf flexigrant com/login aspx
You can find details of our application submission times on our website.

We also have an FAQ page which has information about our grants: https://www frontlinenetwork.org uk/vicars-relief-fund/fag

Do not hesitate to contact us if you have any queries about this email

Best wishes

frontlinenetwork.org.uk




