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The Client Portal enables external parties to engage in Palladium’s business processes.

• External parties must register a user account through the client portal to be able to 

apply for funding opportunities.

• Link to the client portal: https://palladium-cp.enquire.cloud/login

1. Select register to 
create a user account. 
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Applicants must register a user account 

that captures their basic personal details 

which will enable them to login securely. 

2. Fill out all the basic information and 

select get started. 
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The registration of a user account includes agreeing to Palladium’s standard terms and 

conditions for usage of the grants management system.

3. Click “OK” after you are finished reading 

the Palladium Terms and Conditions



29/06/2023© Palladium - 7 -

After completing the registration process for a user account, all new user accounts will be 
directed to this page and asked to fill in additional information to complete the user profile. 

4. Fill out all the additional 

information, click 

acknowledgement 

response, then hit save. 
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Once a user account has been registered, you will need to register an account 
based on the intended use.

Business Account: Anyone looking to apply for a funding opportunity with Palladium 

needs to register a business account. 

Palladium Account: Palladium approved external consultants or accessors will need to 

register a Palladium account. DO NOT create this account unless instructed by Palladium
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1. Click Register to create a business 

account for those looking to apply for a 

funding opportunity with Palladium.
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2. Fill out all the requested information about the business or organization.

**As a reminder, a UEI number is required**

Organization registering a business account does not need a UEI number. However, any 
organization that wishes to apply for a funding opportunity with Palladium will need to obtain a 
UEI number by going to www.SAM.gov. 
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Please note that when registering a business account, the applicant will be asked to 

complete information about an Accountable Officer’s Contact Details

• The Accountable Officer will be a key contact person and in charge of a business account, all applications, and 

any submission made in the client portal associated with the business account. In addition to this, This staff 

member has accountability for the account and ensuring that all members of the account adhere to acceptable 

use policies. 

DO NOT forget to check this box to assign 

the role of Accountable Officer 
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Note: the person registering a business account will be assigned a key contact for the business account 

(the role of key contact can be reassigned). However, the person created the account does not have to 

be an accountable offer. 

Key Contact

This is who will receive any notifications sent by the Grantor Organization. There can only be one key 

contact per organization. All Client Reporting and Project Update Request notifications will be sent to the 

key contact.

Accountable Officer

This is normally the signatory for your organization, being the person who has overall accountability for the 

applications and reports submitted by your organization. This is a contact record for reference purpose only.
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3. After completing all the required fields, please check the acknowledgement response 
box and click save.
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Once a business account is created, the applicant will be directed to the client portal's main page. 
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Anyone that needs to create a Palladium Account will be instructed to do so by Palladium. DO 

NOT create this account unless you receive instructions from Palladium to do so.

Click Register to create a 

Palladium account.  
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Once the Palladium account has been created, the approved external consultants or assessor will be directed to this 

page. Any tasks assigned to the consultant or assessor will be listed on the left-hand side under “Upcoming Activities.” 

A pending assignment  
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The homepage of the client portal provides access to all the key features for applicant to look for funding 

opportunities available at Palladium as well as complete the entire cycle of the grant's application.
Account Management

Workflow Tasks Published Funding 

Opportunities

Draft/submitted applications and 

other submissions.

Published Funding Opportunities 
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Account Management allows the applicant to manage their account details and switch between 
accounts if they are a member of more than one business account. 

Click here and an option to switch 

accounts or create another 

business account will pop up.
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Click on Account Details to access business 

account information that needs

modification.

Click on an edit button to modify any information 

for the business account. 
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Click on the Contacts tab.  

Click on Create Contact

Fill out contact information and DO 

NOT forget to mark Send invitation. 

Click Save after filling out all 

the information.

The contacts tab will allow the business account administrator (Accountable Officer) to create a user 
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Note: Invitation Status for contact can be revoked. 

Organizations can also modify or update a key contact for a Business Account under the Contacts tab

Contacts that are linked to the business account will be 

listed under the contacts tab. If the contact isn’t listed, 

the person can be invited to join the account. 

Click here to revoke 

invitation status.
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To change the Organization's key contact:

Click on the 3 dots menu of the 

person you wish to make a key 

contact person then Select “Make Key 

Contact” 
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There are two ways that the applicant can view and apply for funding opportunities through the 

homepage of the client portal: 

Click on Funding Opportunities to 

view all publicly published funding 

opportunities.

Published funding opportunities 

can also be viewed here. 
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Click “view details” to look at 
funding opportunity details.  

By clicking on the Published Funding Opportunities tab, applicants can view all funding opportunities 
made publicly available by Palladium
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**Please note: all external parties (those without a business account) can also view any public RFA (Request for 
Applications) by following the URL of the published funding opportunity that may been published or shared on 
any websites, social media platforms, or any other traditional media channels.

The URL will take any potential applicant directly to the 

information page on a specific funding opportunity. 

It includes key information about the opportunity 

including a copy of the RFA document.

Anyone interesting in applying for any funding 

opportunity will need to register a business account via 

the client portal before they can apply for a funding 

opportunity.

Information page about a 
Funding Opportunity 

A copy of the RFA document and any 
required templates or documents



29/06/2023© Palladium

Applying for a 
Funding 
opportunity 

- 32 -



29/06/2023© Palladium - 33 -

Regardless of the path the applicant takes to get to the funding opportunity page, once there, please 
select apply to begin the application process for a funding opportunity. 

Click Apply to start an application 

for a funding opportunity.  
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During the application process, there will 
be a series of questions that applicants 
will be asked to fill in based on the type 
of funding opportunity. 

These questions will be different based 
on the type of RFA – a two stage 
approach (includes an initial concept 
note stage followed by the full 
application) or a one stage approach 
(takes you directly to a full application).

Overview of the application when applying for a funding opportunity
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This section will provide the scope and details of the funding opportunity. Please take the time to 
carefully review this section and refer the RFA for specific requirements around eligibility.  
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This section will focus on contact information and standard eligibility criteria. All the fields in this section are MANDATORY. 
Please take the time to ensure that your organization meet all the standard eligibility criteria before starting the application. 
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Please provide a short summary of your eligibility, and more detail may be added in your submission. Supporting documentation
regarding your eligibility should be added into the “Document Upload” section of this submission, as instructed by the RFA.

If the Eligibility Requirement is blank or says, “Not Applicable,” please select “Not Applicable” as your response and insert “N/A” into 
the “Summary of your Eligibility” text box.

Eligibility requirement

Please select either: “yes” or “no” based on whether your organization meet the eligibility 
requirement. 

Provide a summary of the organization’s 
eligibility 

Eligibility requirement is blank, so 
select “not applicable” here 

Insert “N/A” here
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In this section, applicants will be asked to provide an overview of the proposed activity , brief summary of the 
application, and information about the organization. 

Please provide the proposed application a name which 
accurately describes the activity to be undertaken here. 

Select a country of implementation

Please describe the proposed activities and 
the intended outcome(s).  

Provide the organization’s mission and the 
relation to this specific funding opportunity. 

Select the anticipated length of the 
project
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Applicants will be asked to explain the challenges that their organizations are facing and how this funding can 
help the organization overcome this. Please note the characters limit in this section. 



29/06/2023© Palladium

Proposed Activity

- 41 -

This section focuses on understanding the beneficiary impact and implementation’s strategy. 

Please provide a description on who will be benefitting from the 
proposed activity and the intended impact. 

Please provide a description on the implementation strategy of the proposed 
activity, including information on leaderships and staff. 
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Applicant will be asked to provide detail description of the organization’s past experiences and the 
outcome of past projects in this section. 
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Select a grant currency

Applicant will be asked to provide a high-level overview of the total funding budget required to implement 
the proposed activity, including any co-funding, cost-sharing, or leveraged funding (if applicable) 

**The applicant can also upload the excel sheet of the budget in this section**
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Please carefully review the RFA and attach all required documents in this section. Please note any file above 
the file size limit (50MB/document) and documents with special characters can’t be uploaded. 
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Please mark “acknowledgement response” and select “submit” at the bottom when finished. 

Please mark “acknowledge response” 

Select “submit” when finished
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This section will provide the scope and details of the funding opportunity. Please take the time to 
carefully review this section and refer the RFA for specific requirements around eligibility.  
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This section will focus on contact information and standard eligibility criteria. All the fields in this section 
are MANDATORY. Please take the time to ensure that your organization meet all the standard eligibility 
criteria before starting the application. 
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Please provide a short summary of your eligibility, and more detail may be added in your submission. Supporting documentation
regarding your eligibility should be added into the “Document Upload” section of this submission, as instructed by the RFA.

If the Eligibility Requirement is blank or says, “Not Applicable,” please select “Not Applicable” as your response and insert “N/A” 
into the “Summary of your Eligibility” text box.

Eligibility requirement

Please select either: “yes” or “no” based on whether your organization meet the eligibility 
requirement. 

Provide a summary of the organization’s eligibility 

Eligibility requirement is 
blank, so select “not 
applicable” here 

Insert “N/A” here
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In this section, applicants will be asked to provide an overview of the proposed activity , brief 
summary of the application, and information about the organization. 

Please provide the proposed application a 
name which accurately describes the 
activity to be undertaken here. 

Select a country of 
implementation

Please describe the proposed activities 
and the intended outcome(s).  

Provide the organization’s 
mission and the relation to this 
specific funding opportunity. 

Select the anticipated length of the project
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In this section, applicants will be asked to upload all required documents (listed in the RFA). Please 
carefully read the RFA and submit all the mandatory documents here.

Note: document with special character and has file size larger than 50mb can’t be uploaded. 

**The applicant can also upload the excel sheet of the budget in this section**
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Select a grant currency

Applicant will be asked to provide a high-level overview of the total funding budget required to implement 
the proposed activity, including any co-funding, cost-sharing, or leveraged funding (if applicable) 

Click “add row” to input 
budget information. 

Click on the arrow to navigate 
between funding tabs
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Please carefully review the RFA about milestones. If the RFA require organization to propose 
milestones, please complete the milestone table below by clicking “add proposed payment 
milestones” 

Click here to add milestones
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Applicants will be asked to inset a MINIMUM of 3 references in this section. 

Click here to add a 
refence information 
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Please mark “acknowledgement response” and select “submit” at the bottom when finished. 

Please mark “acknowledge response” 

Select “submit” when finished
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Throughout the grant’s life cycle, applicants will be asked to complete a variety of workflow tasks. Applicants (or 
later, Grantees) will be notified via email when there is a task awaiting their attention

Applicant will receive email notification 

when there is a request from Palladium.

Applicant can login to the Client Portal 

to complete the request.
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The requested workflow will be located on the left-hand side of the homepage in the client portal. 

Applicants can locate all workflow requests 

on their homepage under the Upcoming 

Activities section in the client portal. 

Click start to complete the workflow. 
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When starting a workflow, the applicant will be directed to the application form. Tasks will be completed 
in the same manner as the original application. 

Complete the task.

Download a copy of the 

submitted application.

Save and Submit options.

Navigate the application.
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The workflow application will also include a comments pane where Palladium staff and the applicant can 
provide side-bar comments, such as writing additional instructions or clarifications of tasks. 

Comments relating to a specific field/section 

can be added throughout the application.

General comments can 

also be added here.

Clicking the #filter will take the applicant to 

the fields and reveal all the comments. 
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