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INTRODUCTION 

This guide has been prepared to explain the steps that potential applicants should follow when 
submitting an application to the Business and Human Rights (BHR) Grant Programme through the 
online application system. The online application system reflects the structure of the application 
form and related annexes published on the official programme webpage: 
 https://www.undp.org/turkiye/bhr-grant-programme 

Applicants are strongly advised to carefully review the Application Guidelines and all annexes 
before accessing the system. Within the system, each section of the application form includes a 
character limit. These limits are displayed both in the online application interface (at the bottom 
right corner of each text field) and in Annex 1: Application Form. As a reference, 4,000 characters 
correspond approximately to one full page of text. When preparing your project document in 
Word, it is recommended to monitor the total character count (including spaces) and then 
transfer the content into the system accordingly. The online application system user guide 
consists of five main sections, as outlined below: 

A.User Registration 

This step includes the procedures for creating a user account. In order to submit an application, 
an individual user must first register in the system. 

B. Institution Account Registration 

This step covers the creation of an Institution account. After registering as an individual user, 
applicants must create an Institution account. This step must be completed only by eligible lead 
applicants (civil society organizations). Information regarding partners will be entered later in the 
application form.  

C. Project Application Form and Uploading Annexes 

This step includes entering the project application form (Annex 1) and uploading all required 
supporting documents into the system. At this stage, the Application Form of the BHR Grant 
Programme is integrated into the system. Applicants must enter all required information under 
each section, taking into account the character limits. In addition, mandatory annexes (Annex 2 
to Annex 7) must be uploaded at the end of the application form.  

D. Submission of the Application 

This step includes the final review and submission of the project through the system. 

E. Important Notes 
This section includes information on password reset, secure logout, saving progress while filling 
out the form, and general system interface guidance. 

In addition, relevant buttons and fields are marked with red boxes in the visuals.  

For any questions regarding the Call for Proposals, applicants may contact UNDP via: 
bhr.tr@undp.org  

Important notes in the application system are presented in red boxes. 

https://www.undp.org/turkiye/bhr-grant-programme
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For updates, clarifications, and announcements, applicants are advised to regularly follow the 
official webpage: https://www.undp.org/turkiye/bhr-grant-programme  

A. USER REGISTRATION 

1. First, access the online application system by clicking the link available on the official 
programme webpage: https://undptur-cp.enquire.cloud/login 

2. In order to log in to the system, you will first be required to register. You can start the 
registration process by clicking on the “Register” button shown on the screen. 

 

3. After clicking on “Register”, a registration form will appear on your screen. This screen 
will start the registration process of the real person. Once registered the next step will take you 
to the legal person registration stage 

 

 

https://www.undp.org/turkiye/bhr-grant-programme
https://undptur-cp.enquire.cloud/login
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When creating your password, it must meet the following requirements. Otherwise, the system 
will not accept your password and registration cannot be completed: 

• At least one uppercase letter  
• At least one lowercase letter  
• At least one numeric character  
• Must be between 10 and 50 characters in length  
• Must not include your email address  
• Must not contain invalid special characters  
• Must not be easily guessable, weak, or commonly used 

4. To activate your account, you must complete the verification process sent to your email 
address by the system. For this step, click on the “Verify your e-mail address” link included in the 
email you received 

Verification Screen Shot 

 

 

 

5. After verifying your email address and completing the account registration process, you 
can log in to the system by using your registered email address and password. To do so, click on 
the “LOGIN” section on the same page and enter your credentials. 
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6. You will now be recognized by the system as a registered user. On the “Your User Profile 
(Kullanıcı Profili)” page that appears, you are required to complete all requested information. 
Your name, surname, email address, and phone number will be automatically filled in. You 
must complete the remaining fields manually. Finally, click the “Save” button to proceed and 
“cancel” to revert back and cancel the process.  

 

7. As you are now registered in the system as a user, you are required to create an institution 
account for the Civil Society Organization that will act as the applicant. Please select the 
“business account” to proceed further by clicking the “register”. 
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B. INSTITUTION ACCOUNT REGISTRATION 

8. On the page that opens, click on the “Register” button highlighted in red in the 
screenshot below to proceed with the institution account registration (business account 
registration). Other key sections displayed in English in the interface are also shown with their 
Turkish equivalents in the screenshot for reference. 

 

9. When you click on the “Register” button, the registration page will open, and all required 
information must be completed; in the “Place of Registration” field, you should select the 
province where your Civil Society Organization is officially registered, and you must also choose 
the appropriate legal status of your organization from the available options before saving. 
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10. After entering all required information on the page, you can complete the organization 
registration by clicking the “Save” button located at the bottom right. If any mandatory fields are 
left incomplete, the system will display a warning message indicating the missing information 
under “Errors in this form”. For example, fields such as Institution Name, email address, phone 
number, and address are required and must be filled in. The information entered on this page will 
be automatically transferred to the “Applicant” section of your application form. 

 

 

 

 

 

11. After completing the institutions account registration, the system will automatically 
redirect you to the “Home” page. On the Home page, click on the “Apply” button highlighted in 
red to proceed to the application stage for the Business and Human Rights (BHR) Grant 
Programme. 

 

Important Note: If your organization does not have a landline phone number, you may enter a mobile phone 
number in this field 
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C. THE PROJECT APPLICATION FORM AND UPLOADING ANNEXES 

12. Once you click the Apply button system will automatically take you to the project 
application form. The first page you will see is the instruction page. Please read them carefully 
before proceeding to the application form.  The navigation bar on the top in red frame shows the 
main tabs of the application form. 1. Project summary corresponds to the Section-1 of the offline 
application form (Annex-1). By clicking on the tabs you can navigate within the application form. 
By clicking the mini arrow button in green frame will move the navigation bar to the left-hand side 
as seen in the second picture. 

  

 

13. At the top of the screen, you will see the “Save” and “Submit” buttons. You may click 
“Save” at any time to store your progress and click “Submit” to finalize and submit your 
application. For further details, please refer to Section E. Important Notes 
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1. PROJECT SUMMARY 

This section corresponds to Section 1 of Annex 1: Application Form in Word format and 
includes fundamental information regarding your application.  

 

 

In this section you will enter: 

Project Title: Enter the name of your project. 

Lot Number Applied: Select one of the three available lots. For detailed rules regarding lots and 
financial allocations, please refer to the Application Guidelines. 

Relevant Sustainable Development Goal (SDG): Select up to three (3) SDGs relevant to your 
project by ticking the appropriate boxes. 

Name of the Applicant: The name of your Civil Society Organization will be automatically 
populated based on the institution registration. 

Name of Partner(s): The names of partners should be entered here briefly. Detailed partner 
information must be provided in the  3. Partners section. 

Location(s) of the Project: Enter the province and district where the project will be implemented 
by clicking the “Add Location” button.  District information must be entered manually, while the 
province should be selected from the list provided. After entering the required information, you 
can click the “Save” button to add the province and district, or click “Cancel” to discard the 
entry. 
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Project Duration: 
Enter the duration in months using numbers only. The duration must be 6–12 months in line with 
the BHR Grant Programme requirements.  

Estimated Project Budget: 
Enter the amount in USD (numbers only). The budget must comply with the lot thresholds 
defined in the BHR Application Guidelines: 

• Lot 1: 80,001 – 140,000 USD  

• Lot 2: 60,000 – 80,000 USD  

• Lot 3: 60,000 – 80,000 USD  

Objectives of the Action, Target Groups, Final Beneficiaries, Expected Outputs, and Main 
Activities: 

 
These sections should include a summary of the detailed project description provided under 
the main Project Description section. Each field has a character limit indicated at the bottom 
right of the text box, which must be respected. 
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2. APPLICANT  

This section corresponds to Sections 2.1,2.2 and 2.3 of  Offline Application Form Annex 1: It 
includes information about the applicant, contact person, and organizational experience. The 
fields displayed in the light blue box are automatically populated with the information entered 
during the Institution Account Registration step and are transferred to this page by the system 

Below the automatically populated information, there are fields where additional details about 
the applicant must be entered. The contact person’s information should be added by clicking the 
“Add Record” button indicated in the red box in the screenshot 
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After entering all the required information, click the “Save” button shown in the red box to save 
the entry.  

 

Information on the 2.2. Applicant’s Experience must also be entered by clicking the “Add” 
button shown in the red box.  

 

In the window that opens, you should provide details on the organization’s main activities, 
mission and vision, years of operation, project management experience, number of permanent 
staff, and number of members. 
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Another required section on the applicant page is the 2.3. Project Experience of the Applicant. 
This section is used to assess whether the applicant has sufficient experience in managing and 
implementing projects related to the subject of the grant. To proceed, click the “Add” button 
shown in the red box in the screenshot below. 

 

 

 

In the window that opens, if the project is related to the priority areas of the BHR Grant 
Programme, the checkbox “Project related to the Grant Programme” should be selected; if it 
is not related, this box should not be selected. In this section, you should provide information 
only on the applicant’s relevant grant projects implemented within the last 5 years (maximum 10 
projects) and other projects carried out within the last 5 years (maximum 10 projects). After 
entering all required information, click the “Save” button shown in the red box to save the entry. 
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3. PARTNER(S) 

This section corresponds to Sections 3.1 and 3.2 of Annex 1: Application Form in the offline 
format. In this section, you must enter detailed information about the partner(s) involved in your 
project proposal. 

 

 

To enter partner information, click on the “Add Record” button indicated in the red box. After 
clicking “Add Record”, a new window will open as shown in the screenshot below. 

 

 

 

In the window that opens, first enter the name of the partner organization. Then, select the 
appropriate legal status/entity type of the partner from the available options by scrolling through 
the list and choosing the correct one. Next, provide the partner’s postal address, phone number, 
and website (if available). After that, enter the details of the authorized contact person for the 
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partner, including name, position/title, phone number, and email address. Once all required 
information has been entered, click the “Save” button shown in the red box to save the entry. Add 
each partner one by one following the same steps above. 

 

Another required section on this page is the 3.2. Project Experience of the Partner(s). This 
section is used to assess whether each partner has sufficient experience in managing and 
implementing projects related to the subject of the grant, and it must be completed for each 
partner. To proceed, click the “Add” button shown in the red box in the screenshot below. 

 

 

 

In the window that opens, first enter the name of the partner organization. Then, if the project 
implemented by the partner is related to the priority areas of the BHR Grant Programme, select 
the checkbox “Project related to the Grant Programme”; if it is not related, this box should not 
be selected. In this section, you should provide information only on the partner’s relevant grant 
projects implemented within the last 5 years (maximum 10 projects) and other projects carried 
out within the last 5 years (maximum 10 projects). After entering all required information, click 
the “Save” button shown in the red box to save the entry. 
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4.  PROJECT DESCRIPTION  

This section corresponds to the 4.1 to 4.7 of the Annex-1 of the Guidelines (offline application 
form). In this section, you are required to provide information on the project objective, 
background and relevance, activities, risks, programme and action level indicators and 
sustainability approach. These informations should be entered as plain text in the relevant fields 
on the page. Each section has a predefined character limit, which must be respected. The 
system does not allow entries that exceed these limits. The character limits are indicated both in 
the application form and within the system interface. For example, the character limit for the 
overall objective (e.g. 500 characters) is shown in the red box in the screenshot below. 

 

 

 

 

 

 



 

17 
 

Within the Project Description section, there are 3  sub-sections with a different input method 
which are 4.3.2. Programme Level indicators, 4.3.3. Action Specific indicators and “4.6 
Risks”.  

4.3.2. Programme Level indicators 

Please carefully review the guidelines provided in the system and add the indicators one by one 
accordingly.  To enter Programme Level indicators into the system, you must click on the “Add 
Indicator” button shown in the red box in the screenshot below. 

After selecting each indicator, enter the baseline and target values on a, including the relevant 
indicative dates. You should also provide a target description clearly linking the indicator to the 
corresponding outputs and activities of the project. Once all required fields are completed, click 
“Save” to record the indicator. The system will then automatically aggregate the target values 
and will be seen on the screen as a list. Please see the section 2.5.1. of grant programme the 
application guideline for the number of mandatory indicators to be entered to the system.  
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4.3.3. Action Specific indicators  

All applicants are recommended to use the indicator framework explained in the Application 
Guidelines section 2.5.1. and enter the above section 4.3.2. If you intend to use additional 
indicators, Please add them to this section.   

To enter Action Specific indicators into the system, you must click on the “Add Record” button 
shown in the red box in the screenshot below.  

 

 

Once clicked, the screen below will appear. Please add as many action specific indicators as 
needed similar to the programme level indicators. Please click the “save”  button shown with 
red box below to register the indicator. Once the indicator is entered the registered indicators 
will be shown as a list.  

 

“4.6 Risks”.  

To enter project-related risks into the system, you must click on the “Add Record” button shown 
in the red box in the screenshot below. Please click the “save”  button shown with red box below 
to register the risk entry. Once the risk is entered the registered risks will be shown as a list.  
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“5 Checklists” 

This section is composed of questions that will prevent you from making mistakes that might lead 
to elimination of your application.  

For the first part, you need to tick the boxes. You cannot submit an application unless you click 
on all boxes.  Please carefully analyse all questions and compare the information in your 
application.    

 

The second part covers questions on eligibility of the Applicant, its Partner and Project. You need 
to select yes to confirm your eligibility. You cannot submit an application unless you select yes 
for all questions. Please carefully analyse all questions.    

 

File Uploads 

Once you finish controlling yourself, you need to upload additional documents needed for the 
application. Please pay attention to order of documents while uploading. That means, you have 
to name your logical framework document as Annex 2 – Logical Framework and upload as Annex 
2. You should follow a similar strategy for Annex 3- Budget for the Action, Annex 4- Activity Plan 
and Annex 5- Applicant Statement. Please also name other documents you will upload parallel 
to their content.  
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These documents are the minimum requirements. You need to upload others if needed.  

  

While uploading a file to the system, The dark blue "Upload" heading will change to grey 
"uploading". At this stage, you should wait for the process to complete. The upload time may vary 
depending on the file size. When the process is complete, the "uploading" text will change back 
to "upload" and it will be ready for a new upload. 

 

D. Submission 

D. 1 Applicant's Acknowledgement 

Once you finish uploads, you are ready for submission. To submit, you have to acknowledge that 
you abide by some fundamental principles.  
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Once you click on the box, you will see the text once again. You need to press “Ok”.  

 

 

 

 

To submit, you need to press “Submit” in the top part of the screen.  

 

 

IMPORTANT NOTE: No changes can be made to the project application form 
or its attachments after this stage. Please submit your project after 

completing your final checks. 

 

The system will automatically create an “unofficial” copy of the project application form for 
review purposes and send a copy to your registered email address. 

 

 

 

 

 



 

23 
 

E. Important Notes  

 

E.1. PASSWORD RESET 

 

If you forget your password, click on the “Forgotten Your Password?” link shown in the red box 
below to reset your password. 

 

 

 

Once you enter your e-mail and press “RESET PASSWORD”, you will face this screen: 
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Once you click on the link, in the inbox of your e-mail address, you will receive this e-mail:  
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Kindly pay attention to the requirements for defining the password. After setting your new 
password on this screen, you will receive the notification "Your password has been successfully 
updated" on the following page. Finally, you will be redirected to the login page via the "RETURN 
TO LOGIN" link. 
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E. 2. SAVING THE APPLICATION BEFORE SUBMISSION 

During the Application Form Completion Stage, you can save the information you have entered 
up to the time you finish the application form as a draft by pressing the "SAVE" button in the 
navigation bar. Pressing the save button does not mean that you have submitted the application. 
If you log out of the system, you can continue filling out your application from the last section you 
saved.  

 

 

E.3. REMINDERS AND WARNINGS GIVEN DURING THE FINAL INSPECTION 

The application form must be completed at least once before being submitted through the 
system. If one or more of these headings are not filled out when attempting to submit a project 
through the system, the empty headings are highlighted in red. After filling out these sections and 
headings, you can complete your application by making your final checks. 

In the example below, the "Name of Partners" and "Project Duration" sections in the project 
summary section are not filled in, therefore they are shown in red at the top of the section, and 
the relevant heading is also marked in red in the menu on the left. 

Also, there are deficiencies in the Project Summary section, so it is shown in red in the left 
section. 

 

E. 4. SECURE LOG-OUT FROM THE SYSTEM 

 

 

E.5. UPDATING USER PROFILE INFORMATION 

To update your system user account information, click on the user icon in the upper right corner 
and then click on the "User Profile" box. 
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Clicking this box will open the page shown in the screenshot below, where you can review all the 
information. On this page, from top to bottom, you can update your registered email address 
using the boxes on the right: 

"Update Email" (update your email address) 

"Update Primary Phone" (update your phone number) 

"Update" (under the Address heading) 

You can update your address information using the "Update" button. 

 

 

E. 6. Published Rounds Page 

On top-left of the page, besides home button, you will see “Published Rounds” button as well.  
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This button will lead you to published calls.  

Since there is currently one open call in the system, you need to click on the BHR 
application form.  CESGP on the left is related with another, closed, the call dated 2024. 
It is closed for applications Therefore, please select the one on the right. 

 

 

 

 

We wish you good luck with your application.  

BHR Programme Management Team  

 

 

Disclaimer:  

This document is prepared for information purposes only. In case of conflict, English version of 
the Grant Application Guidelines shall prevail.  


