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Innovation Challenge: Physical Activity 2019-20
Frequently Asked Questions

Technical system related questions

These FAQs are for individuals who are using the VicHealth Online Grant Management System to
apply for the Innovation Challenge: Physical Activity Grant.

1. I’'mtrying to register as a New User and encounter the error message Invalid e-mail or
password.

This usually means you have previously registered as an applicant using this email address and
created an account. To log back in return to the Sign in screen and enter your email address and
password. If you cannot remember what your password was, refer to question 2 in this document to
reset it.

2. I've forgotten my password — what do | do?

If you already have an account, due to privacy reasons we cannot retrieve your password, however
you can request to create a new password. On the User Login page click ‘Forgot your password’.
Enter the email address you just tried to register and a new password will be sent to that email
address.

If you continue to experience an issue whilst attempting to reset your password, contact the
VicHealth IT Helpdesk via helpdesk@vichealth.vic.gov.au or (03) 9667 1380.

3. I’'m trying to login again after registering previously but am encountering the error message
Username is not found in the system.

You may be trying to login to the VicHealth website rather than the VicHealth Online Submissions
Portal, which are separate registration systems. Check the URL of the webpage you are looking at, if
it is this, https://www.vichealth.vic.gov.au/account/login, then that is incorrect. Please proceed to
https://www.grantrequest.com/SID 1262/default.asp?SA=AM to log into VicHealth Online
Submissions Portal.

4. I’'m getting an error message when | try to submit my application.

You may not have completed all of the mandatory fields. The problem entries will be highlighted
with a red arrow. If no errors are shown, yet you still cannot submit, please contact the VicHealth IT
Helpdesk via helpdesk@vichealth.vic.gov.au or (03) 9667 1380.

5. | can’t find my draft/in progress application. Where is it?

If it’s not under the ‘In progress and submitted applications’ section on the Online Submissions
portal screen it has not been saved. You need to select the ‘Save & Finish Later’ button at the
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bottom of the application form pages when you have finished otherwise your work will be lost if you
exit out of the submissions portal. If you have saved you should receive a confirmation email that
contains a copy of your draft/in progress application to date.

6. | have registered and logged in but cannot find how to start the Innovation Challenge: Physical
Activity Grant application form

Please confirm the URL of the webpage you are currently looking at, if it is
https://www.vichealth.vic.gov.au then you have registered and logged into the wrong system.

Please proceed to the VicHealth Online Submissions portal,
https://www.grantrequest.com/SID_1262/default.asp?SA=AM and register/login there to begin an

Innovation Challenge Grant Application.

7. I’m working on my application and a message popped up “The application form will timeout in
20 minutes, to save your work please proceed to another page on this form to reset the
timeout count, or click save and finish later.” What does this mean?

The application form is saved by either clicking on the save and close button, or navigating between
the pages of the application form. If the above message pops up it indicates that you have spent at
least 60 minutes on the same page and the form will time out in another 20 minutes and you will
lose any unsaved work. To prevent this from happening, either click the save and close button, or
move to another page on the form to prevent the form from timing out.

8. How can | print my full application before | submit it?

While editing the application, click the ‘Printer Friendly Version’ link at the top of the page, then
select ‘File’ and ‘Print’ from the browser menu (shortcut Ctrl+P in most browsers).

9. How can | print my full application after | submit it?

From the Online Submissions portal screen, scroll to the ‘In progress and submitted applications
section’ in the drop-down box click on ‘Show Submitted Applications’. Click on the submitted
application and click ‘File’ and ‘Print’ from the browser menu (shortcut Ctrl+P in most browsers).

10. How can another person from my organisation manage my grant application online?

Grant applications can only be accessed online with the email and password that were used to
register. If you wish to change the registration email address and password, please contact the
VicHealth IT Helpdesk via helpdesk@vichealth.vic.gov.au or on (03) 9667 1380.

It is a good idea to consider creating an organisation based account to ensure access to your
application is accessible in the event of any operating changes.

11. | keep having to complete the Eligibility and Compliance Check to get to the application form —
what should | do?

2|Page


https://www.vichealth.vic.gov.au/
https://www.grantrequest.com/SID_1262/default.asp?SA=AM
mailto:helpdesk@vichealth.vic.gov.au

\7 VicHealth

Innovation Challenge: Physical Activity 2019-20
Frequently Asked Questions

The Eligibility and Compliance Check needs to be completed before you begin a new application. If
you have started an application and selected ‘Save & Finish Later’ you can continue this draft/in
progress application by logging into Online Submissions portal, scroll to the bottom of the page to
the ‘In progress and submitted applications’ section and select your application from the list. This
will allow you to complete a previously saved application without having to redo the Eligibility
Compliance Check and starting anew.

12. My email address has changed. Can it be changed in the Grant Management System?

To change your registration email address, you will need to log in with the original email address and
password you registered with, and then locate the ‘Change Email/Password’ link at the top of the
page. If you have any further issues please contact the VicHealth Helpdesk via
helpdesk@vichealth.vic.gov.au or on (03) 9667 1380.

13. How do | change or edit the address or phone number of the existing primary contact for the
organisation or grant application?

Once a grant application has been submitted, changes to associated contacts cannot currently be
performed via the online system. Please email physicalactivity@vichealth.vic.gov.au with changes.

14. I'm trying to submit my application and getting error messages similar to:
e Titleis a required field
e First Name is a required field
e Last name is a required field
e Position is a required field
e Email is a required field
o Daytime phone is a required field

These errors usually relate to the Application Contact fields, and seem to occur upon form
submission or review when you have ticked the box ‘Same as organisation primary contact’.

Firstly verify that the application contact fields and organisation contact fields have indeed been
completed.

If you have used the tickbox ‘Same as organisation primary contact’ please untick the box, update
the form, re-tick the box and try to resubmit the form.

If this fails in the first instance please try the above steps in a different browser.

If this it fails again please contact VicHealth for assistance.

15. | keep getting the error message ‘Your browser is not configured to support cookies. In order
to access this online application form, you must adjust your browser settings to allow cookies’.
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This error message has been observed by users who are using the browser Google Chrome.
Unfortunately the online submissions portal and the Innovation Challenge Grant application form do
not fully support the use of Google Chrome. Please try using Mozilla Firefox or Internet Explorer to
complete and submit your application form. If you are using Firefox or IE and this error still occurs,
please ensure you have cookies turned on. If you have any further issues please contact the
VicHealth Helpdesk via helpdesk@vichealth.vic.gov.au or on (03) 9667 1380.
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