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Accessing the Grant Site  

1. Starting an application  

 To enter the site, enter https://mainlandfoundation-nz.baanalyser.com/start (or 

click on the link) in the address bar (top of page) of your web browser. We will be 

using “Chrome” for this guide.  

 

Example:  
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Let’s Get Started 

1. Read through the details and once you are ready to begin, click on the big button 

located below “Let’s get Started”. In this example, the button is named “Mainland 

Foundation” 

2. This page is for providing details of the “Location”; “Start” and “End” dates of the 

activity/project and “Category” for the Grant.  

3. Once completed, click on the “Get Started” at the bottom of the page. 

 

     

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1 

2 

3 



Starting an Application – Step by Step  
 
 

4 | P a g e  

Start Your Application 

1. Before running through the Application Steps first, fill in your applicant details (you) so 
we can identify who is filling the application. These consist of your contact details etc.  
  
2. Once completed, click the Terms and Conditions checkbox on the bottom. If you would 
like to view more details on it, you can do so by clicking on the “Terms and Conditions” 
and “Privacy Policy” links. 
 
3. Click “Save and Next Page” to proceed with the rest of the Application. 
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Step 1 – Organisation Details 

1. Fill in Applicant Organisation details, these consist of:  
 a. Name of Applicant Organisation & Contact Details  
 b. Physical address  

c. Postal address 
d. Please Note: if the postal address is the same as the street address, please click 
on the checkbox located next to the question.  

2. Click “Save and Next Page” to proceed to the next step.  
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Step 2 – Organisation Details 2 (Pt. 1) 

1. If your organisation is a school, please click on the ‘yes’ button and put in the 
school’s decile rating. If your organisation is not a school, please click on the ‘no’ 
button.  

2. When answering this question please provide a brief description of the organisation 
and the work that your organisation does.  

3. When completing this question, please enter the details of at least two people in 

your organisation. Details range from their full name, their position and their 

emails.  

4. If your organisation is affiliated, regionally or nationally, please click yes and enter 

the organisation that your affiliated with in the pop-up text box.  
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 Step 2 – Organisation Details 2 (Pt. 2) 

5. If your organisation is a registered charity, please click on the ‘yes’ button, 

followed by entering your registered charities number in the pop-up text box that 

presents once you have clicked yes.  

6. If your organisation Is an incorporated society, please click on the ‘yes’ button, 

followed by entering your incorporated societies number in the pop-up text box 

that presents once you have clicked yes.  

7. If your organisation is GST registered, please click the ‘yes’ button, and enter your 

GST number in the pop-up text box that presents once you click on the ‘yes’ icon.  
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8. If your organisation IRD Tax Exemption, please click the ‘yes’ button.  

9. If the activity or project is not-for-profit, please click the ‘yes’ button. If it is not, 

click the ‘no’ button.  

10. This question is orientated around the structure of your organisation. Please select 

which organisation best matches the structure of your organisation. If none of them 

provide a close match, please select the ‘other’ option, and provide a brief 

description of your organisation’s description.  

11. These questions are simply asking for how many people you have employed in your 

organisation and how many volunteers are assisting your organisation.  

12. Additionally, these questions are asking for how many members/students your 

organisation has and the date your organisation was founded.  

13. This question is compulsory as its crucial for your application. You are to provide 

the details of what you are applying for.  

14. (a) To save and go to the previous page please click ‘Save and Previous Page’.  

(b) To save and go to the next page, please click ‘Save and Next Page’.  
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Step 3 – Age Groups and Regions 

1. Select which “Age Groups” will be affected by the application request. 
 
2. Select the specific gender that will benefit from this application. If you do not know the 
specific gender, please select ‘not specific’.  
 
3. Please select the specific ethnic group that will benefit from this application. If the 
specific ethnic group is not in the list present, please select ‘other’ and specify the ethnic 
group in the text box below the question.  
 
4. Enter the area/region that the grant would be applied to.  

5. To save and go to the previous page please click ‘Save and Previous Page’.  

6. To save and go to the next page, please click ‘Save and Next Page’.  
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Step 4 – Communications 

1. This question is asking how you can assist in the promotion of the foundation. If 
you can assist in the promotion of the Foundation, please select how from the list 
presented, or select other and provide a description of how you can assist in the 
text box below the question. IF you are NOT able to assist, please do not select 
anything and thus leave this question blank.   

 
2. To save and go to the previous page please click ‘Save and Previous Page’. 

 
3. Click “Save and Next Page” at the bottom of the page to proceed to the next step.  
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Step 5 – Documents Upload (Pt. 1) 

1. This is where you are required to upload all documentation (e.g. Certificate of 
Incorporation; Accounts; etc.) that is necessary for the application.  

2. Please note that the following documents are mandatory, and you will not be able 
to proceed without them;  

• The resolution  

• The organisations account’s (audited if possible) 

• The organisations bank account deposit slip 
 

3. You may upload as many files deemed necessary; make sure you name the files as 
described. 

 
4. A full list of all Uploads required is contained in the FAQ’s. 
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Step 5 – Documents Upload (Pt. 2) 

5. To upload a document, please click ‘choose file’, followed by selecting the file you 

wish to upload. Once you have selected your file, click open to upload 
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Step 5 – Documents Upload (Pt. 3) 

6. Once you have finished uploading, click “Save and previous page” at the bottom 

of the page to go back to the previous step without loosing any of your uploaded 

files OR click “Save and next page” to proceed to the next step.  
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 Step 6 – Funding Information  

1. If Mainland Foundation is the only funding agency you have applied to for the same 
purpose, then click yes and do not complete the next question. If it not the only 
funding agency, click no and please provide details of the current funders who you 
have also applied to.   

 
2. Please enter how much money the organisation has raised for the project outside 

of this application. If you have raised no money outside of this application please 

enter 00.00 

 

3. Please enter how much more funding is required outside of this application, If 

none, enter 00.00.  

 

4. Please provide the details of how the organisation intends to raise the balance of 

the funds needed.  

 

5. If the organisation already has funds available, please provide us with the details 

as to why the organisation is not using these to finance this project/activity.  

 

6. Once all the necessary fields have been completed, click “Save and Previous 

page” at the bottom of the page to go back to the previous step, OR click “Save 

and Next Page”  

 

 

1 

2 

3 

4 

5 

6 



Starting an Application – Step by Step  
 
 

15 | P a g e  

Step 7 – Funding Commitment (Pt. 1)  

Final step requires details of the “funding commitment” for the grant application.  
 

1. When entering your bank details, please make sure that they match, as you will not 
be able to submit your application if they don’t. 

2. When entering the project cost, you simply must put the cost of the project 
3. What date is funding required by, is simply asking you to provide the latest date in 

which the funding is required by.  
4. Please upload a preferred quote by clicking the choose file option 
5. Please upload a competitive quote by clicking the choose file option  

o If NO competitive quote exists please upload a letter explaining why you 
have only provided one quote. Please upload this letter where it asks you to 
upload a competitive letter.  
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Step 7 – Funding Commitment (Pt. 2)  

6. Please upload a signed copy of the employment contract if application is seeking 
funding to fund an employee’s salary.  

7. Please select the project/activity grids to populate the grids if your application is 
for the funding of a project/activity.  

8. Please select the salary/wages grids to populate the grids if your application is for 
the funding of salary/wages 

9. Please complete the project/activity grids If your application is for the funding of 
a project/activity. 

10. Please complete the salary/wages grids if your application is for the funding of an 
employee’s salary or a contractor’s wage.  

11. Enter the total amount of funding that is requested and entered in the grids that 
you have filled out.  
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Step 7 – Funding Commitment (Pt. 2)  

12. Please enter the date you intend to spend the funds granted to you by.  
13. Confirm that no funds being sought have been spent already.  
14. Attach a supporting doucment if you feel like itll aid your application 

o Additonally, you can add a brief summary that provides more on your 
organisation. Please note you have a word limit of 300 words.  

15. If you are purcahsing materilistic items with the applications funding, please 
confirm whether or not they’ll remain in your ownership. If you are not purchasing 
materialistic items, please select ‘Not-Applicable’.  

16. Please upload the proof of identity of the same 2 authorised peeople entered in 
the key contacts question in step 2.  
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Step 7 – Funding Commitment (Pt. 4) 

17. Please enter the organisations two key contacts full names and their positions into 

the appropriate fields.  

18. Certify that the information provided in this application is true and correct 

19. If you have spent or committed funds as part of this funding prior to this 

application, then please select yes and provide details of the funds spent. If you 

haven’t spent any funds prior to this application, please select no.  

20. Please enter your name in the text box.  

21. To save and go back to the previous page, click “Save and Previous Page” and if 

you want to save and submit the application, please click “Submit Application”.  
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22.  Congratulations, you have successfully submitted your application. To 

download a PDF version of your application, click the “Download 

Application” button.  

 

End of Guide. 

 

 


