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1

Getting Started
Defence Community Organisation – Supporting the Defence Community
T
he DCO exists to contribute to Defence capability by delivering family and personal support services, information and programs to families, members and local area commanders.  DCO currently delivers this contribution in part through the Family Support Funding Program (FSFP) used to assess and manage applications for funding of appropriate family support programs.

The Department of Defence is responsible for the administration of the FSFP and have developed a web-based system to allow you to undertake the following activities online:

· Register your Organisation’s Details
· Edit your Organisation’s Details

· Submit a FSFP Grant Request
· Add Grant Evaluation details

Before you begin, you will need:
· PC with Internet connectivity and a modern, JavaScript-compatible browser (i.e. Internet Explorer 6.0 or greater). 
· The FSFP Grants Request System is optimized for viewing at 1024 x 768 resolution with at least 256 colours.
· A basic understanding of how to use the Internet.

· A Department of Defence issued Username and Password.
How to Access the Grants Request System
To access the FSFP Grants Request System you:
1. Open Internet Explorer
2. Enter http://www.defence.gov.au/dco/  in the URL address at the top of the screen and press Enter.  The Defence Community Organisation page is displayed (see below)
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3. Scroll to the bottom of the page and select Family Support Funding Program (FSFP). 
4. The Family Support Funding Program page is displayed (see below).
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Whatis the Family Support Funding Program?

The Defence Farnily Support Funding Program, or FSFP, provides grants to incorporated groups of Sewvice families and comrmurity organisations for self help
projects that assist in overcorming the effects of mobility. The FSFF allacates appraximately §1 million in grant funds each financial year

Grant applications close on 30 April each year and funding is available early in the next financial year. Seeding grants are available throughout the year for new
projects subject to funds availabilty.

Full policy and eligibility detals are provided in the Family Support Funding Program Guidelines (Word, 93k).
Who can apply?

Any incorporated non proftt group can apply. As an exarngle, community aroups, Defence farmily support committees or voluntary associations with an appropriate
committee structure representing the interests of a significant nurmber of ADF farmilies can apply for an FSFP grant provided they meet the objectives and
quidelines of the program

Uses for FSFP Grants

Family Support Funding Program grants have, in past years, supported many new and innovative projects. There are no limits to the types of projects that can be
initiated by ADF families so long as they assist in reducing the eflects of mobility and meet the needs of the families

As an example, the following types of projects have been successfully funded in recent years

Establishment and operation of a neighbourhood hause, farily o commurity centre
Establishment and operating expenses for a local ADF families welcorming group, craft group, skills course or spause support group
Assistance with establishment/operational costs of a Defence family newsletter

The subsidy of a youth actity program for teenage dependants of sering mernbers

How do | apply?

Grant requests can be submitted anline via the ESFP Grarts Request Systern. Altematively you can cantact your local DCO Area Team for more information
regarding applying for a seeding grant

FSFP Review

DCO is curtently undertaking an evaluation on the effectiveness of the Prograrm to the ADF commurnity

If you would like to complete a questionnaire to assist DCO with the evaluation of the FSFP, or would like to make general comments about supporting local




5. Click on the FSFP Grants Request System link under the How do I Apply?  Heading.  The following dialogue box will be displayed.
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6. Click OK, the following Security Alert will be displayed.(see next page) 
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7. Click Yes, this will display the Defence Online Services Domain (DOSD) authentication page (see below)
[image: image5.png]Access Manager for e-business Login

Standard Authentication

o Usemame

o Password

Login





8. Enter your Username and Password 
NOTE: If you do not have a Username and Password, you will need to contact DCO Head Office or your nearest DCO Area Manager to request the provision of a Username and Password. If you have forgotten your password and/or you need to have your password reset, you will need to contact DOSD support. This should have been provided when you first obtained your Username and Password.

9. Select the Login button.
10. If your browser settings do not allow ‘pop-ups’ then an interim page will be displayed (see below).
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11. Click on the link ‘Grant Request System home page’ and this will display the FSFP Grant Request System Homepage if your login is successful (see below).
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Register your Organisation Details
If you have not previously accessed the FSFP Grant Request System you must first register your organisation’s details before you will be permitted to submit grant requests.  Once you have successfully registered your organisation details, you can use your Username and Password to access the FSFP Grants Request System at any time and submit Grant Requests.  To register your organisation details, you:

1. Perform the Login process as identified in Chapter 1.  As this is the first time that the FSFP Grant Request System has been accessed using your organisation’s Username and Password, the Organisation Registration Details page is displayed (See below).
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2. Complete all of the fields on the registration form.  Mandatory fields have a * next to them.  Some fields have dropdown lists from which you are required to select the most appropriate response. 
Note

As you move from field to field, help information is displayed at the bottom of each page to assist you in completing the form (see above).
3. Select Save.
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Warning!
If you select Cancel the organisation details will not be saved!

4. If the organisation registration is not valid, one or more of the error messages listed below will be displayed.
	Error Message
	Corrective Action Required

	Please correct the following issues: <Error Message>
	You must complete all mandatory fields before the organisation registration is valid and saved.

	An organisation named <Name> is already registered.
	Your organisation has previously been registered with the FSFP Grants Request System and you cannot register it again.  Please contact the appropriate person in your organisation to obtain the Username and Password. Alternatively, you may contact FIND on 1800 020 031 to have the Username and Password re-set.


5. When you have corrected any errors, once again select Save.
6. If your organisation details registration has been successful the FSFP Grant Request System Homepage is displayed (see below). 
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7. When your organisation is registered you can then login to the FSFP Grants Request System at any time and lodge your Grant Requests.
Edit Organisation Registration Details

To access and/or update your Organisation Registration Details you:

1. Login to the FSFP Grants Request System (see Chapter 1).

2. Click on Registration Details (see below)
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The Organisation Registration Details page is displayed.  This page displays the previously recorded registration details (see below).  
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3. Edit the desired information and click the Save button (see below).


4. Your organisation details will be recorded and the FSFP Grants Requests System Homepage is displayed (see below). 
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Note

You are advised to review/update your Organisation Registration Details each year before you submit any Grant Requests.

Once you have finished editing your registered organisation details you may perform another function by making a selection from the menu or logout by selecting the Logout link at the top of the page (see above)
Submit DCO Grant Requests
1. Login to the FSFP Grants Request System (see Chapter 1).

2. You can now record and submit Grant Requests by selecting ‘Grant Requests’ from the side menu.  The Grant Request page is then displayed (see below).
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3. Previously entered Grant Requests are recorded as DRAFT until they are submitted by you as FINAL (see above).  The system will allow any number of DRAFT Grant Requests at any one time.  The Grants Request page displays both DRAFT and FINAL Grant Requests.

4. To edit a DRAFT Grant Request, you must click on the desired record.  The Project details are then displayed. 

5. To record a new DRAFT Grant Request, you must enter the Title of the Project in the ‘Title of Project’ field and select the New Grant Request button (see below)
[image: image15.png]Create New Grant Request
To create anew Grant Request please enter the fitle of the Project

Title of Project [testd Request 3]




Some error messages you may encounter include:

	Error Message
	Corrective Action Required

	Value has invalid characters
	Special characters such as &, %, $, * and dashes (-) can’t be used in the ‘Title of Project’ field when creating a New Grant Request.

	Please enter a value
	Make sure that a ‘Title of Project’ has been entered when the New Grant Request button is clicked.


All Grant Requests contain three sections:  Project, Finance and Budget     (see below).
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6. You must complete all required fields for all three sections before you can ‘Finalise’ your Grant Request and change the status from DRAFT to FINAL.  

Note

You can save your Grant Request at any point in time by selecting any of the ‘Save’ options offered (ie, ‘Save’, ‘Save and Next’ and ‘Save and Back’) and it will automatically be saved as a DRAFT. You can edit your DRAFT Grant Request any number of times before you submit it as a FINAL. 

7. Select Project. The Project details page will be displayed (see below).
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8. Enter the Project details. 
9. Once you have entered the Project details, you can move to the next section by clicking on the Save and Next button (see below). Remember the left hand toolbar links do not save your work!!  Alternatively if you wish to save the request as a DRAFT and complete it at a later date click the Save button.
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Note

Certain fields must be entered before you can submit a FINAL Grant Request. You will be notified if any are incomplete when clicking on the “Finalise” button. However, values do not have to be present to save your Grant Request as a DRAFT.

10. Click on the Save and Next button. The Finance details page will be displayed (see below).
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11. If you have received a Grant last Financial Year, you must enter the details of this grant in the Last Year’s Grants section.  Click on the Add Last Year’s Grant button (see above).  The Last Year’s Grant page is displayed (see next page).
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12. Once you have entered the details of Last Year’s Grant, click Add (see above).  This will return you to the Finance details page with the details entered for last year’s grant displayed.  If you select Cancel, you are returned to the Finance details page without saving.  You should add multiple grants one at a time.
13. You can edit any grants added to the list by clicking on its row. (see below)
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14. If you click on the row the Last Year’s Grant page is displayed with the previously entered details   (see next page).  You can completely delete previously entered details by clicking Delete. (see next page).  The Finance details page will then be displayed with all details for the selected grant removed
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15. If you choose to edit the previous grant details, change the details displayed and click Update (see below).  This will return you to the Finance details page with the edited details displayed.  If you select Cancel, you are returned to the Finance details page without saving. 
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16. Once you have entered the Finance details, you can move to the next section by clicking on the Save and Next button (see below).  Alternatively, you can return to the previous section by clicking the Save and Back button.
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17. Clicking Save and Next will display the Budget details page. (see below).
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18. Enter the budget for the project.  You must enter the ‘Total’ cost of each budget item as well as identify the amount of ‘Contribution’ that your organisation is making towards the total cost of each budget item.  The balance represents the amount Requested to be funded by the grant and is automatically calculated.
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19. To enter Mileage costs, you must first enter the number of Kilometres travelled as part of this project (see above). The page will be refreshed to display the calculated ‘Total’ cost of this travel. Once again you can enter any ‘Contributions’ you have made towards the cost of this budget item.

Note

Boxes without a line boarder around them are field values that the computer calculates for you.  You cannot enter amounts in these fields.

20. To enter Administration Costs, you must first click on the Enter Administration Costs button.  The Administration Costs page is displayed (see below).
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21. Enter the desired administration ‘Total’ and ‘Contribution’ amounts, and click Save.

22. The sum total of the Administration Costs will be displayed on the Budget page (see below).
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23. To enter Goods & Services Purchases, you must first click on the Enter Goods/Services button (see above).  The Goods & Services Purchases page is displayed (see below).
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24. Enter the desired Goods & Services Purchases ‘Total’ and ‘Contribution’ amounts, and click Save. The sum total of the Goods & Services Purchases costs will be displayed on the Budget page (see below).
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25. Once you have completed all three sections of the Grant Request and you wish to submit a FINAL, click the Finalise button at the bottom of the Budget page. 
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26. If you have not completed all mandatory fields, the Finalise Grant Request page is displayed to highlight the fields that are missing or contain errors for each section (see below).  Until all errors are resolved, your Grant Request will not be FINAL.
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27. Use the Project, Finance and Budget tabs on the side menu to review your Grant Request and to correct any errors.  **Remember to save your work before moving to the next page!! ** 
28. When all errors are corrected, once again click the Finalise button.  The Finalise Grant Request page is displayed (see below).  Once you ‘Finalise’ a Grant Request you cannot edit it again! If you are sure you wish to ‘Finalise’ the Grant Request, click the Finalise and Print Grant Request button (see below).  Selecting Finalise and Print Grant Request will automatically submit an electronic copy of your Grant Request.
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29. An Application Checklist, Undertaking of Grantee (i.e. Conditions of Grant) and the FINAL Grant Request are displayed on the screen (this may take some time).  Click on Print This Grant Request to send the application to your printer.
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Note

You must provide a signed copy of your Grant Request to your DCO Area Manager who will coordinate local Military Command input and forward your request to the FSFP Manager.
30. Each FINAL Grant Request is allocated a unique Authentication Code (see below).  You must refer to this Authentication Code in all communication with your DCO Area Manager or with DCO Headquarters. 
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Add Grant Evaluation Details

All organisations are expected to complete the acquittal process for all grants where funds are provided. As part of the acquittal process Grant Evaluations must be performed for each grant request. This section details the means for electronically submitting a Grant Evaluation.

1. Login to the FSFP Grants Request System (see Chapter 1).

2. Select Evaluations from the side menu.  The Evaluations page is then displayed listing the grant requests that are required to have evaluations performed (see below).
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3. Evaluations can be amended as long as the Acquittal Status is set to ‘Not Acquitted’ (see above).  When the Acquittal Status is changed to ‘Acquitted’ no further amendments will be allowed.

4. To add an Evaluation for a Grant Request, click on the required Grant Request from the displayed list (see below). This will display the Evaluations page. (see next page) 
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5. Enter details for the displayed questions into each of the fields provided.  When all details have been entered and it is determined that the Grant Evaluation is complete, select ‘Yes’ from the ‘Evaluation Complete’ drop-down list and click the Save button. (see below).
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6. The Evaluations page will again be displayed. Once you have finished creating Grant Evaluations you may perform another function by making a selection from the menu or logout by selecting the Logout link at the top of the page.
Some error messages you may encounter include:

	Error Message
	Corrective Action Required

	‘Please correct the following issues:’

 with 
‘Please enter a value’ for each applicable field
	Details must be entered into this field before the record can be saved. Please enter the relevant details before clicking the Save button.

	The value contains either invalid characters or the number is too large
	Displayed when invalid data is entered into the date field. Use the calendar function provided to determine the date required


Note

You can save your Grant Evaluation at any point in time by selecting the Save button. You must select Save to record the details entered. If at any time you click the Cancel button, the function you are performing will not be saved 
Trouble Shooting Guide

Listed below are some of the problems you may experience from time to time.   The table below provides recommended corrective actions for these problems.
	Problem/Error
	Possible Cause
	Corrective Action

	Lost/Revoked Password 
	Password or has been lost or a number of unsuccessful attempts have been made to login.
	Contact your local DCO Area Manager, DCO Head Office or DOSD support staff and request that your password be renewed.

	Application appears to be running slow
	Internet traffic sometimes reduces response times and makes web applications run slower. 
	Consider working on your application outside of peak internet traffic periods (eg early morning, later afternoon).
Lodge your Grant Requests from a PC that has broadband connectivity.

	Changes have not saved.
	Application has been exited incorrectly or the left toolbar has been used for navigation.
	Ensure each page is saved before moving to another page and exit application using ‘Home’ or ‘Logout’ tabs.


If you need further assistance, contact FIND on 1800 020 031.
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