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GC Key Account Creation  
Step Image 

 
1. Click on the “Sign in or create an 

account with the C@I Digital Pilot with 
GCKey” button. 

 
 

2. Click on the “Sign in or create an 
account with GCKey” button. 

 
 
3. Click on the “Sign Up” button if you are a 

new user and need to create your GCKey 
profile. 
 
If you are a returning user, enter your 
username and password, then click on 
“Sign in”. 
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4. Accept the Terms and Conditions of Use 

by clicking the “I accept” button. 

 
 

5. Create your unique username following 
the username checklist provided, then 
click on “Continue”. 

 
 

6. Create your password following the 
password checklist provided, then, click 
on “Continue”. 
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7. Create your recovery questions, answers 

and hints, then, click on “Continue”. 

 
 
8. Enter your optional account recovery 

email address in the provided field, 
confirm it by re-entering it again, then 
click on “Continue”. 

 
 
 
 
 
 
 
 
 
 
 
 
 

You’ll need to click “Continue” again at 
the “GCKey Sign Up Complete” page. 
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9. Enter the confirmation code received in 

the inbox of the provided email address, 
then, click on “Continue”. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

You’ll need to click on “Continue” again 
at the “Email Recovery Complete” page. 

 
 

 

 
 
10. You’ll be redirected to your GCKey 

homepage where you can manage your 
GCKey information’s, password, manage 
your email address and revoke your 
GCKey. 
 
Click on “Continue”.   

 
 
11. When accessing the 

Collaboration@International 
website again and attempting to 
sign in, you’ll be asked to register 
your external account by providing 
your email address and then 
clicking on “Continue”.  
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12. Validate the terms of use by 

accepting the agreement.   
To do so, read through it and click 
on the square provided confirming 
that you have read and agree to the 
terms of use.   
Then, click on the “I Accept” which 
will become clickable.  

 
 
13. Complete your user profile, then, 

click on “Save and complete”. 
 

Note: Ensure you complete your 
user profile before verifying your 
email. If an error occurs while 
verifying your email, please 
complete your user profile and re-
click the verification link sent to 
your email 

 
 
14. You’ll be asked to go in the provided 

email inbox again to confirm your 
email. 
Click on the link provided in the 
email to confirm it. 
 

 
 
 
 

 
Write the confirmation code 
provided in the field and click on 
“Verify Email Address”.   
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15. You’ll see your 

Collaboration@International 
homepage where you can: 
- Complete your organisation 

profile (required to submit an 
application in the system),  

- Manage your organization 
profile (once created) 

- Manager your user profile. 
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Organizational Profile Creation 
Step Image 

 
- When you are logged in on the 

Collaboration@International 
homepage, click on “complete your 
organization profile” link. 
 
 
 
Once completed, it can be updated 
from the “Manage your organization 
profile” link of the User and 
organization information section. 

 

 
 

- For the organization overview, you 
first need to identify if your 
organization is registered with any 
level of government.   
 
You can validate the name of the 
organization or group. For a 
registered organization, indicate the 
name as it appears on the proof of 
legal status document. 
 
 
Selecting “Yes” to the question on 
the registered organization will 
trigger the requirement to add: 
 
- the organization registration 

number as it appears of the proof 
of legal status document.   

 
 
 
 
- the registration date as well as 

indicating.   
 
 
 
 

 

 
 
 

 

 

https://compte-collaboration-account.international.canada.ca/en/
https://compte-collaboration-account.international.canada.ca/en/
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- the legislation under which your 
organization was registered.   

 
 
 
 
 
 
 

- uploading a copy of the proof of 
legal status document.  To do so 
you click on “Edit” and then fill the 
box called “Document upload”.   

 
 
 
 
Once in the “Document upload” box, 
you need to click on “Choose File” and 
select the file from your system.  Once 
selected you then need to indicate if this 
is an initial upload or an updated 
version, and describe the purpose or 
changes made.  
 
Then click on “Submit” 
 
 
 
 
 
If you need to modify any of the provided 
information once submitted, you can 
click back on “Edit” to do so.  

 

 

 

 

 
 

- For the Organization description, you 
need to provide a brief description of 
your organization.   

 
 

- Then, click on “Save and continue”.   
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- Then, for the Contact Information, 

you need to indicate the street 
address of the organization's main 
office.   

 

 
 

- You’ll need to indicate the city of the 
organization's main office. 

 
 

- Then, indicate the country of the 
organization's main office. 

 

 
 

- Validate your organization’s primary 
contact.  It can’t be changed yet at 
this point. 

 
 

 
- In the web and social media 

presence section, if available, 
provide your organization’s website 
address. 

 
 

- Then, if available, provide the web 
address for your organization’s social 
media account(s). To do so, click on 

“+ Add account” and fill the 
required field.   
 
 
Once filled, click on “Submit”. 
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- Then, click on “Save and continue”.   

  
 

- For the organization profile, you first 
need to select the organization type 
by selecting the description that best 
describes your organization.    

 

 
 

- For the women's right organization, 
you’ll need to indicate if your 
organization is a civil society 
organization active at the grassroots, 
national, regional or international 
level, with a primary focus on gender 
equality and women/girls’ rights 
advanced through a variety of 
activities, including advocacy and 
policy dialogue, awareness-raising, 
service provision, research, and 
networking? 

 
 

The information in this section is 
gathered for statistical purposes 
only. It will not affect funding 
application eligibility. 
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- For the human Rights/Inclusive 

Governance Organization, you’ll 
need to indicate if your organization 
is a civil society organization active 
at the grassroots, national, regional 
or international level that advocates 
for the promotion and protection of 
human rights, equitable access to a 
functioning justice system, 
enhanced participation in public life, 
and/or public services that work for 
everyone? 

 
The information in this section is 
gathered for statistical purposes only 
and will also not affect funding 
application eligibility. 

 

 
 
 

 

 
- Then, click on “Save and 

complete”.       
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Funding Application Submission 
- In the main page, click on “Apply for funding” 

 

The list will show the Missions, their associated countries, the deadline to submit the 
application, and a button to start the application, called “Start application”  

 
- Click on the appropriate “Start application” button.  

 
- Click on the “Start application” button 
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Application Interface 

The application window is comprised of a three-step process: the Project Overview, 
Documents, and Review and Submit as seen in the Menu, on the left side of the screen 

 

1. Project Overview 

1.1. Document Download 
 

Download the documents and save local copies. You will need to fill and upload them in the 
next step of the process 

 

- Download the documents by clicking each of the links listed on the page: 
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1.2. Application ID 
 

The application ID is auto filled and grayed out. You don’t need to write anything here. 

 

 
 

1.3. Project Title 
 

Provide a project name. Keep the name clear, concise, and reflective of the project's purpose. 
Avoid jargon and acronyms. Please note the character limit. 

 
- Type in your project name 

 

 
 

1.4. Project start and end dates 
 

Select the date from the calendar option for both the project’s start and the end date. 

 
- Click the calendar icon for the project start date 
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- Select a date from the calendar. Use the arrows to move across the months/years, if 
necessary. 

 
 

- Repeat the same process for the process end date 
 

1.5. Amount requested 
 

Write down the funding amount requested, in Canadian dollars. 

 
- Type in the funding request 

 

 
- Click the “Save and Continue” button at the bottom of the page 
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Once you click “Save and continue” the button turns into “Processing”.  

Please be patient while the page loads. Once the loading finishes, 
you will be directed to the next step in the process. You can verify this 
by observing that the “Project Overview” menu entry has turned green 
and has a check mark (✓) adjacent to it. 

 

REMEMBER: You can always go back to the “Project Overview” page, 
by clicking on the “Project Overview” menu item. 

 

2. Documents 
 

Please attach the required documents in the respective field, by selecting “Edit”. Please note 
that one document is required for each entry. 

 

- Attach documents, by clicking “Edit” 
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Once you click “Edit”, a new pop-up window opens. Note that “Name” is auto filled and grayed 
out. You can’t write in this field, so please make sure that you attach the document that 
corresponds to the “Name”. 

 
 

- Click on “Choose File” button 

 
 

- Select the appropriate file from your computer, and click open 

 
 

- Write the document version comment. If it is the initial upload, write “initial upload” 
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NOTE: If you have mistakenly uploaded the wrong file, or you have decided to update the file 
you have previously uploaded, you can do by either: 
 

i. Changing the file  

- Click “Change File” button (only visible after uploading a document)  

 
- Select the correct, or updated document from your computer, and click “Open” 
- Write in the “Document version comment” text box, describing the changes made  

 
 

ii. Deleting the file 

- Click “Delete” button (only visible after uploading a document) 

 
- Click “Choose File” and select the correct document from your computer, and click 

“Open”  
- Write the document version comment. Since this would technically be an initial upload, 

write “initial upload” 

 

- Click “Submit” and wait for the document to be uploaded. This will take you back to the 
document list 

 

 

- Repeat this process for each document 
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- Once you have uploaded all the required documents, click “Save and continue” at the 
bottom 

 

 

  

John Smith 

John Smith 

John Smith 

John Smith 

John Smith 

John Smith 

John Smith 
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3. Review and Submit 
 

REMINDER: Before you submit your application, please take a moment to use the section 
menu and navigate through your application to verify your content and review all the 
information you have provided.    

 You have an option to add further contact points to this proposal beside the person responsible 
who prepared it, you, to do so click on the “Import existing contact(s) or “+Add contact” to 
create a new one, follow the steps to do so on these links. 

 

 

Once completed:  

- Click the "Submit" button to finalize and send your application to Global Affairs Canada 

 
 

The system will ask you one last time if you are ready to submit your proposal, as, once 
submitted, you won’t be able to edit your answers.  

 

- If you’re ready to submit the application, click “Submit Application” 

 

 

The application process is complete. 

 

Thank you! 

 


