How to Access the Indiana Arts Commission’s Online Grant System

1. Goto www.in.gov/arts

2. Under the Grants area on the left navigation, select “For Applicants” , “Grant & Program Guidelines”
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3. Once you’'ve selected “Grant & Program Guidelines”, you’ll see a list of every grant program the IAC
offers. Scroll down until you find the Individual Artist Program and click it for more information.

4. On the Individual Artist Program page, scroll down to the “How to Apply” header. Follow the instructions in
this area to link to the online system.
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5. Once you click the link to the online system, http://indiana.cgweb.org/ will open in a new window (Shown
below).

a. Grantees that are new to the system will click on “Click Here to create a new profile” on the
bottom of the welcome page. The profile will allow you to select a username and password
to use each time you log into the system and must be complete before you can move forward.
i. Note: Each user should create only ONE username and password.

b. Returning grantees will select “Login” and enter a username/password.
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Before starting the application or reporting process, be sure to visit www.in.gov/arts for complete program eligibility
requirements and guidelines.

If you are new to the IAC's Online Grant System, you will need to create a profile to access applications.
Project Modification

The following tips will assist you in navigating the grants system:
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# Select "Current Programs and Applications" to access an application.

# If your application requires artistic documentation, go to "Manage Work Samples” and upload your files. These
files will then be selected as part of your application.

* To preview your application, you will need the maost recent version of Adobe Acrobat Reader. This is a free
application available at the Adobe website - www.adobe.com.
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If you forget your username and password, you can enter your email address to have the information

emailed to you.

If you have problems logging in to the system or have any technical problems, contact April Blevins at

317-232-1278.
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8. Once you login to the online system, the left navigation will change (See below).

9. To access an application, click “Current Program and Applications”.

10. A list of all applications available will appear. Scroll down until you see the Individual Artist Program for
the fiscal year you wish to apply and click on the “Start Application” button.
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11. After you start the application, the link will change to say “Edit Application” and show your application
number.

a.

Applicants can log in and out of the system as often as they wish to work on the application.
Each time you enter the system, select “Edit Application” to get back into the application.

The “PDF” link is available to give you a preview of your application as a panelist will view it. Keep in
mind that applications must be completed and submitted online and the PDF is just for reference.
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12. When you select “Start Application” or “Edit Application”, the application will open and should appear
as it does below. The system will show a list of all application pages as active links and will allow you to
enter data online.

a.

As you work, remember to save using the “Save Work” button before moving to a new page,
logging out of the system, or walking away from your computer.

A PDF preview is available at the bottom of every page for your reference.

Each page also has “Next Section” and “Back Section” buttons that can be used to move through
the application pages.

If you need assistance or have a question about the online system, contact April Blevins
at 317-232-1278. If you have a content question, contact Susan Britsch at 317-232-1281.
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