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Guidance for Lead Applicants: Submitting 
Applications via the Portal  

1. Creating an Account 

• Navigate to the sign-up link provided on our webpage. The link will take you to 

our sign-up webpage that exists to allow you to create an account in the grant 

system:  
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• Complete the sign-up form with your details as instructed  

• These details will transfer through to your application but you can still edit 

them later if necessary 

• Once you have entered all the required details, the following confirmation will 

appear on screen: 

 

• Please note that this does not count as submitting a grant application 

 

2. Accessing your application 

1. Check Your Email 

• After signing up, you’ll receive a confirmation email from Meningitis Research 

Foundation with the subject line: “Thanks for opening an application for our 

research grant round: Lifetime Impact of Meningitis.” 

• Please save/pin this email as it is the quickest way to access your 

application 

• In the email, click the link that says: “Click here to access the Portal.” This link 

is specific for the Lead Applicant Portal login page. If you are a Co-Applicant 

on another application, you will need to use a different link, sent via a different 

email.  
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2. Enter the email address you used to create an account: 

• After you click ‘Log in’, you’ll receive an email with a unique passcode to log 

in: 

o The passcode is valid for 60 minutes. 

o If your session times out or you revisit the application after 60 minutes, 

you’ll need to request a new link and passcode. The system will prompt 

you automatically. 

• Open the email and click ‘Access my details’ 

• Enter the passcode on the webpage when prompted. 
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3. Completing your application 

• You should now have access to the Portal for Lead Applicant  

• There are several sections for you to complete in order to submit an 

application. For each section, there is an ‘Edit’ button. Click this button to edit 

that section. 
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• Once you have entered the information in that section, click ‘Save changes’ 

 

 

 

 

 

 

 

 

• Continue to edit each section and ensure that all required fields are complete.  

 

a. Uploading documents  
 

Some sections will require you to upload documents to support your application. 

Here, we will use the Research Proposal section as an example:  

 

1. Download the Research Proposal Template: 

• If you’d like to use the Research Proposal Template provided, click on ‘using 

this template’. This will immediately download the document to your device. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. Start the upload process 

• When you are ready to upload your Research Proposal, click ‘Edit’.  
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• Select ‘Upload files’ 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

3. Select your file 

• Browse in your device and select the appropriate file for upload 
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• Once selected, your file information should appear on screen like this: 

  

  

  

 

 

4. Confirm the upload 

• To confirm the upload, ensure you select ‘Save Changes’ 

 

 

 

 

 

 

 

 

 

 

• The same process applies for any sections that allow you to upload 

supporting documents. Ensure you read the guidance for each section 

carefully 

4. Adding Co-Applicants to the application 

You can add up to three co-applicants to your application. Once you enter their 

details in the designated section, Meningitis Research Foundation will be notified 

and will send each co-applicant a login link for Co-Applicant portal. 

You should agree in advance with the relevant individuals how co-applicants will 

contribute. There are two options: 

Option 1: Offline Contributions 

• All input from co-applicants is gathered offline (e.g., via email or shared 

documents). 

• The Lead Applicant enters all agreed content into the application. 
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• Co-applicants only log in to review the final version and sign off the 

declaration. 

• Each co-applicant must enter the date under the ‘Applicants’ Declaration’ 

section before submission. 

• The application cannot be submitted until all declarations are complete. 

Option 2: Online Contributions 

• Co-applicants log in to the portal and edit sections directly. 

• The Lead Applicant should clearly communicate which sections each co-

applicant is responsible for. 

• Co-applicants can review and edit any section of the application. 

• Important:  

1. You will not receive notifications when changes are made, so check 

the application regularly. 

2. Co-applicants cannot make changes directly in the application 

simultaneously. They must edit the application one at a time to 

avoid losing saved changes.  

• Once co-applicants finish their contributions, they must complete the 

‘Applicants’ Declaration’ section and enter the date. 

• Submission is only possible after all declarations are completed. 

5. Adding an Organisation Approver to the application 

You are required to add an Organisation Approver to your application. Once you enter 

their details in the designated section, Meningitis Research Foundation will be 

notified and will send the organisation approver a login link for the application portal. 

If you change your nominated Organisation Approver, please inform Meningitis 

Research Foundation directly via researchteam@meningitis.org.  

Organisation Approvers must: 

1. Complete the Due Diligence form. A template is provided that can be 

downloaded, edited and uploaded. 

2. Review and approve the following sections: 

• Research Proposal 

• Budget 

The nominated individual should be someone within your organisation who has the 

authority to review and approve the budget and due diligence forms. 

mailto:researchteam@meningitis.org
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Once an Organisation Approver has finished their contributions, they must complete 

the ‘Applicants’ Declaration’ section and enter the date. 

Submission is only possible after all declarations are completed by all Co-Applicants 

and the Organisation Approver.  

6. Submitting your application 

Once you have completed all sections of the form and all individuals associated with 

the application have signed the applicant declaration section, you’re ready to submit!  

• Check the box as shown below: 

 

 

• Click save changes 

 

Congratulations, your application has been submitted. You will receive 

an email confirmation from Meningitis Research Foundation.  

 


