
How to upload signed 
contracts to the Grants Portal



Go to the Grants Portal via our homepage: www.jlc.london

http://www.jlc.london/


Alternatively, go to ‘Grants’ on the main menu and then click ‘Apply Online: Grants Portal’



Enter the e-mail address and password that you used when creating your account. Click ‘Login’.



This is your homepage. Click on the ‘Requirements’ tab.
‘Requirements’ are any tasks you need to complete for your application.

If you are unable to see the ‘Requirements’ button, try using Google Chrome:  https://www.google.com/intl/en_uk/chrome/

https://www.google.com/intl/en_uk/chrome/


Use the right-hand side menu to see your ‘New Requirements’.
‘New Requirements’ are tasks you have not worked on yet. 

Once you have started, it will become an ‘In Progress Requirement’.



If you have clicked on the requirement before, it will become an ‘In Progress Requirement’.
You can view your ‘In Progress Requirements’ by using the menu on the right-hand side of the page. 



Click on the relevant requirement name to submit your contract.



IMPORTANT
Before submitting a contract, please ensure you have checked the following:

❑ You have saved the Branding Contract and Grant Contract as two separate PDF  
documents.  Please ensure you scan both sides of the contract.

❑ The contracts have been saved as a PDF documents. 

❑ The trustee that has signed your Grant Contract is registered on the Charity 
Commission. The name on the contract should match exactly with the trustee’s name, 
as it is written on the Charity Commission website.

❑ Bank details on your Grant Contract must match the bank details on your Bank 
Statement

Please note: Both the Branding Contract and Signed Contract must be signed correctly and submitted, before we are 
able to process your grant payment. 



Once your contract is ready to be submitted, click ‘Choose file’.  



Navigate to where your contract is saved. 
Click on the name of the contract you need to upload and then click ‘Open’.

1.

2.



You will see the name of your saved contract appear. 
Click ‘Upload’.



Once your contract has been successfully uploaded, it will look like this. 
Then click ‘Review & Submit’.



After you have reviewed the upload, click ‘Submit’. Your signed contract will be sent to the Finance Team at John Lyon’s 
Charity, who will be in touch if there are any problems with your contract.


