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Responsible Business,
Resilient Civil Society
Online Application System
User Manual

This guide has been prepared within the European Union funded “Responsible Business, Resilient Civil
Society Project” implemented by the United Nations Development Programme (UNDP) Tirkiye. The
content of this guide is the sole responsibility of UNDP Tiirkiye and does not necessatrily reflect the views
of the European Union.
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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:
bhrir@undp.org

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

Forgoties Your Passwocd?

Regeter for an Acosumt

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
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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:

e Atleastone uppercase letter

e Atleast one lowercase letter

e Atleast one numeric character

e Must be between 10 and 50 characters in length

e Mustnotinclude your email address

e Must not contain invalid special characters

e Mustnot 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

U[N]
D] P

Hello!

Your registration to the system is almost complete. To complete the
registration, you need to verify your e-mail via the link below.

Verify your email address

If you have not registered to the application portal, you can ignore this
message.

Thank you,

Programme Management Team

A Tactiv Innovation

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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Foegonien Yeur Passwara?

Negmter far an Acesust

6. You will now be recognized by the system as a registered user. On the “Your User Profile
(Kullanici 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.

Your User Profile

Kuffarmc) Profili

e e

e At

7. Asyou 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”.



Funded by
the European Union

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.

3

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.

Institution Accoant Registration / Kurum Hesaks Kayit

———— et v e

Important Note: If your organization does not have a landline phone humber, you may enter a mobile phone

number in this field

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.
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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 ref ion 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.

UIN|
D] P



UIN]
(DP

Funded by
the European Union

Location

Locesaryal of the prayece

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:
e Lot1:80,001-140,000 USD
e Lot2:60,000-280,000USD
e Lot3:60,000-280,000USD

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

2.Applicant

Ay zharge w odwnast. eteptems rardars or Wl et et be sotfied S0 UMD i i UMOS stadl wet b bl sespomaie i # i emabde 13 Sontact &% speicee

2.1.Contact Details of the Applicant

taswa:

ST 06 P AN e & Cortaet Pose

B e s

11

UIN]
(DP



@

et
<

Funded by
the European Union

After entering all the required information, click the “Save” button shown in the red box to save

the entry.
whavate s v Mgt w @ s CodTaas Wie

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

2.2.Applicant Experience

Thia informanion will B UEed 10 265005 wHether THe PERC0NT heve SUTTICIONT AN GLILI0 CYPENence Of MANAgNG ACD0OS IN THe S3Me S0 and Gf 3 compantic 520k 10 The 0na for which & gran © bang
T

Brofly SuscriBe purpose and Core SXtinhies Of M aopicarm Ot U MSsOn el O SRatoment &s sppioeyiate

Aggtourt s lemgt o progect rerwgeTwrt
Man scvvites | Tesson e Vs Aophcaes wagt of sperstee (yeurs| Wb of permanant staf! of the syt Numtiee of reamhurs 2 e sppbomt

e wees pean |

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.

2.2 Applicant Experience

Man #4omnd on wel e ) 0) Ziorss wiwihe Fa Xute o Aave 2afhomn as) Sulic o
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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.

oicant wither the Wart S ywan St prw 1oioted 10 the prosity a1oas of S Dusoess and arman Righne Grant Programme When growiing sfonmstion
% e Gram "VC-,\.I W b g of Pe 120w
1hat are ot 1000N0S 10 The pronty areos of e Begnood ond Humen Righea Gram Programme . When prowaing
P TN

For the prigecss sved tare. dener accepranca Nra aporoval docasmeres. mc. If avadibie st be anached 13 the mnd of the agpécatien furm The trtal urrter of gromcts setoved st not eessood 20

Trogct Raisted 0 e Gewew  Progwer Tite | Secter | Gosed Poarini of engimrwetation Pragec ctyectve anc

e ghatematee | o Torad Bndgem | Gwmet Answm Vot v in e prnfect
Flograsen Frrdny Onpans i e e e -t

2.3, Agplicant's Project Experience

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.

3 Partnens)

e o Ve P

1. Comtact dwtalic of S paroe i)

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.

« ol P Pt

3.1, Contact dutails of S partsesis)

)

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

14
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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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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 relevantfields
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.

4. PROJECT DESCRIPTION

4.1.1.0verall Objective of the Action

™ { abjecthe ge that

16
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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.

4.3.2 Programime Level Indicators

ndicator

ndicator*

Target Baseline

Target Description

0 /1000
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Indicator

Indicator*
{mtream the advancement of the BHR approach in their workplans/programmes, practict

. [IMP-01] IMP-01 Number of CSOs that mainstream the advancement of
Indicator ) . . ol
the BHR approach in their workplans/programmes, practices

Category Impact

Unit of

Number [Decimal]

— Target Baseline ‘

0/ 500
— Target Description ‘
0 /1000

Target
— Ocak 2027+

0 Number [Decimal]
— Subat 2027+

0 Number [Decimal]
— Mart 2027*

0 Number [Decimal]
— Nisan 2027*

0 Number [Decimal]
— Mawis 2027*

0 Number [Decimal]
— Hagziran 2027*

0

Cancel Save

»
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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.

4.1.3. Action - Specific Indicaton

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.

4.3.3. Aetian-Specilic Indicitars

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.

“4.6 Risks”.

L6 Risks

19
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4.6 Risks

“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.

€1, CHECKLAT FOR THE APPUCANT

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.

3. FLIGIMLITY CHECKLIS

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.

20
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These documents are the minimum requirements. You need to upload others if needed.

Additional Document and File Upload
Use tha foliowing buttons 10 wpioad sach of tha mandatory documant

o Annax 2 - Logicnl Framewook
« Annex 3 - Budget for the Action
o Annaxd - Activity Plan

o Annex 5 - Applicant’s Stalerment

Nerme

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.

Additional Document and File Upload

Use the following buttons to upload each of the mandatory document:

« Annex 2 - Logical Framework

« Annex 3 - Budget for the Action
« Annex4 - Activity Plan

« Annex 5- Applicant’s Statement

Name

Uploading Uploading Upleading

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.

21
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Applicant’s Acknowledgement

rut of the sxscat

Loy
Asnowecgreert

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

r/

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.

22
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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.

Return To Lagsn

Once you enter your e-mail and press “RESET PASSWORD?”, you will face this screen:

23
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We're just processing your reguest

Check your ermad for @ link 1o roset
your password

RETURN TO LOGIN

Once you click on the link, in the inbox of your e-mail address, you will receive this e-mail:
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LOGIN

Your password must meet these requirements: New Password
- At least 1 uppercase character
- At least 1 lowercase character
- At least 1 numeric character
- Bety 10 and 50 ch in length
- Cannot in your email addres:
- Cannot in invalid special ch Confirm New Password
- Must not be weak or common or compromised

UPDATE PASSWORD

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.

Your password has successfully

heen updated

25
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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.

) ' —i

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.

User profile

CQrmnuszaatioe wfamason
Hetgim Bigien

Ve

Update Emall
B I AN00.00M

3

CETAETe

Address

Aima ANCAZA

E. 6. Published Rounds Page

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

- Home Published Rounds
DIP
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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.
Itis closed for applications Therefore, please select the one on the right.

CESGP-Guidelines
TN TSN ORE TN N
You can find the guidelines and related annexes here.

Vaubdty Matarieh

UMD BB 2000 Frogramme - Cal! fir Apglcatons
The UNDE B4R 2006 Pragromime witl open 1of azfcations on

04 Moy 2026 wnd will hoso s 34 Auguss 2026 at 1700 (Jocal el

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.
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