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Complete all appropriate fields 
Once you have reached the “Approvals and Signatures” section of your application, you will need to complete all 
applicable fields with your information. For example, as the applicant, you will need to fill out the name, title, email, and 
date fields in the “Applicant Signature” section. Note that the Senior Director of Operations and the Senior Leadership 
Team member will also need to provide their priority ranking. 

 

Export application 
Before you export your application, ensure you save your work by clicking the “Save Draft” button at the bottom of the 
page.  

Next, click on the “Application Summary” button to create a PDF version of your application. 
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Then, click on the save button to save a copy of your PDF application to your computer. 

 

Extract the signature page (Optional) 
Note: This step is optional, but it will reduce the number of pages added to the final PDF version of your submitted 
application.  

Open the PDF version of your application. Scroll to the signature page that you would like to sign and click on the green 
“organize pages” button.  
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Then, click “Extract” then “Extract” again to isolate the signature page.  

 

Stamp approval 
Click on the purple stamp button to bring up your stamp options. 
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Next, click “Stamp” then “Dynamic” then the “Approved” stamp.  

 
 
Apply the approved stamp to the appropriate signature field. 
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Then, save a copy of your signed PDF.  

 

Upload signature page to portal 
Once you have successfully obtained all required signatures, you may now upload it to the portal. Drag and drop or click 
the “browse files” button to upload the signature page to your application.  
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Save draft and submit 
Be sure to click the “Save Draft” button at the bottom of the page once your signature page has been uploaded. Once all 
the required signatures have been uploaded, you may click the “Submit” button to submit your application to the 
Foundation. 

Questions and Support  
For questions and further information about the grant portal, please contact Trish Flores-Worobec, granting officer with 
Covenant Foundation at patricia.flores@covenanthealth.ca.   

mailto:patricia.flores@covenanthealth.ca
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