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Introduction

Applications for ”la Caixa” Foundation's Child Survival Call will be submitted through the

following website: convocatorias.fundacionlacaixa.org

The purpose of this handbook is to explain how the call application platform works and serve as

a guide during the process of submitting a proposal.

For any questions or clarifications, please contact ”la Caixa” Foundation's Child Survival

Programme at childsurvival@contact.fundacionlacaixa.org

What to know before starting

e You have to register in the application as a manager.

e You have to accredit your organization or office. Even if any of your company's details, such
as name, tax ID or address, are already registered, you must provide any details that are not
shown and are mandatory and request the accreditation. The form is organized in six
different tabs. Each block has a text field that, in some cases, is supplemented with closed
fields, tables or the option to attach documents.

The main steps for submitting applications are as follows:

e |f the manager and/or entity has a valid accreditation:

o

@)
@)

o If the

Select the call. An automatic eligibility process will be carried out. If any of the
requirements of the call is not satisfied, you will not be able to start the application
and the system will specify the reason.

Fill in the form.
Process it.

manager and/or organization is registering for the first time, or has updated

documentation, the accreditation process will be initiated:

o

(0]

Register the manager and organization.
Select the call.
Fill in the form.

When you click on "Process", if the accreditation process is complete, an automatic eli-
gibility process will be carried out. If any of the requirements of the call is not satisfied,
you will not be able to process the application and the system will specify the reason.
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2.

Registration of the organization's manager

To submit an application for "la Caixa" Foundation's Child Survival Call, a manager has to be
accredited for the organization.

Please note that once the manager's information is registered, you will have to wait for your data
to be validated, during which time you will not be able to start the process of registering the
company or fill in the form for the project you wish to submit. This process may take up to 3
business days.

How to register the manager

e Go to convocatorias.fundacionlacaixa.org
e Select the language by clicking on the icon &) at the top right.
e If you do not have a password to log into the application, press the "Register" button:

"la Caixa" Foundation's Grants online

system

This i5 "la Calxa” Foundation's platform for the submission and evaluation of
proposals. Please, find all the information about the "la Caixa”™ Foundation's

calls on our

Contact us

i you are experiencing any issue when using our platform or have questions about
Forgot Password? our grant processes, please contact at

Leam more about our New to the System?
Legal notice and Terms of Use Register

Cookies
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e The "Registration options" screen will appear. To register as the organization's manager, click on
"Organization Manager":

Registration Options

Organization Manager

Researcher or CSO

Artist or Collective of artists

Teacher

e On the "Organization Manager Questionnaire" screen, select the first option: Projects
related to social inclusion, the fight against child poverty, disability services, job creation,
dependency and ageing, interculturality, art for social improvement or training.

Organization Manager Questionnaire
* Please indicate the scope of the projects that your organization is going to submit

q Projects related to social inclusion, the fight against child poverty, attention to disability, dependency and aging, interculturality, art for social
mprovement or ‘.'Rll":r‘.(]

Research and innovation projects in Life Sciences or Social Sciences

e Accept the privacy policy:

Privacy policies

By clickng Aczent | confin

Personal Data Policy

Data Controfler
Fun .

Type of Personal Data that will be processad (hereinafter, Personal Datal:
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e You will then be asked for information on the parent organization you represent.

e You can enter the name or NIF/Identification number and the application will show any
matches. If your organization is on the list, click on its name and it will be shown in the box.

Main Organization Information

Name Of Organization

e |If the organization you represent is not registered, click on the link shown in the text: "If you
cannot find your organization, please click here to register it". You will be asked for the

registration information on that same screen. All four fields are mandatory (*).
Main Organization Information

* Name Of Organization
Country

* Fiscal ID type

e You have to specify if you are registering as the manager of a territorial delegation or not.

* Are you registering under a Delegation?

If the organization you ref

ith a single headquarter

s, without territorial delegations, indicate "No
If the organization you represent is the

main structure of your organization, indicate "No'
Indicate "Yes® only if the entity for

parent organization, that have an autc

ou will be the manag

torial delegation: offices or organized structures, dependent on &

Yes

O No

You will then see the fields you have to fill in as the organization's representative. Those
marked with an asterisk (*) are mandatory.

Communications language preference

Prefix
Name
Surname 1
Surname 2 (if applicable)

1D Type

Email
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e Finally, you can agree to receive information on the activities of "la Caixa" Foundation, and
then press "Submit"

Subscribe to our newsletier,

“la Caixa” Banking Foundation ("la Cama” Foundation) will process your personal data in order o send you communications -including by electronic means- or
5 of the entity and that be adapied to your profile, and to comply with fis legal obliga The Per Data Pr document indicates

NOW YOU Can exercise your -'J'1'-.  access, rectification, erasure, restric ticin, portabdl by and objection

eive Information on activities of “la Cala

e Once you click the "Submit" button, the following message will appear:

Registration

Thank you for registering in Grants “la Caixa” Foundation system

You should receive an email soon with an activation link, where you will be able to set your password to access the system. If you do not receive the
email in the following minutes or you experience any problem with the registration, please contact your Program Office

e When the registration is complete, you will receive an email informing you that your
registration as the "Organization's Manager" is complete. Check your email and click on the
activation link to set your password.

Dear Dr. Carragher,

We are pleased to inform you that your request to register as an Organisation Representative has been completed. Please find below a link to activate your account:

Activarion Lik

‘When using this link. vou will be asked to set your password. This bas to be 8 characters in length minimum and mwust include different types of characters (upper case and lower case letters
numbers and special characters),

After logging into the system. you will be required to complete some information about vourself and the organization to be able to fully use the system. For this, you will need to modify
your organization and personal profile in Grants "la Caixa” Foundation system,

If you have any question, please refer to our privacy and terms of use policies.

‘Welcome to Grants "la Caixa" Foundation,

e When entering the password, the system will redirect you to a new screen so that you can
upload your accreditation document (template available on the platform). You will also
receive an email informing you of the password change.

Account Activation

Mew Password
Confirm Password

Password must have at least B characters
Minirnum of: 1 Upper Case, 1 Lower Case, 1 Digit, 1 Symbol

Palicy

Child Survival

2026



APPLICATION HANDBOOK
CHILD SURVIVAL CALL
2026

e When you log in with your username, the following screen will appear:

I
Welcome

Step 1: Upload theaccreditation document to your profile (1)

Step 2: The “la Caixa" Foundation will review your accreditation document and all the mandatory information to approve your account as the

Organization's Manager. Please note that you will not be able to modify any of your organization's details (including the organization's profile)
until your personal account is confirmed. The process may take up to 3 business days

If you have any questions, please contact the Programme Office

e If you are registering as the manager of a territorial delegation and you previously indicated

the parent company, if it was in the system, you can check if your delegation is registered in
the application.

v Delegation

* Are you registering under a Delegation?

If the organization you repressnt is Bn organization with a

adquartess, without territorial delegations, indicate "o’

If the organization you represent is the headguarters or the main structure of your organization, indicate *No

Indicate "Yes" andy If the entity for which you will be the manager i a territorial delegation: offices or organized structures, dependent on & parent organization, thet have an autonomous functioning both functional and
organic

@ Yes
O Ne

e If your delegation is not registered, you must register it by clicking on "New delegation

register" and entering the requested information in the fields. When you finish, press the
"Save" button.

* Select your delegation

If your Delegation is not available, please register a new one using the link below.

e A screen will open for you to enter the information on your delegation.
Delegation information

o Structure the delegation name using the following format Name of your organization - Delegation of (Municipallty, Province, etc )

* Name Of Organization
Conectal

Delegation name

-]
la

* Country
Spain

Autonomous Region

* Postcode
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e In the "Documents" section, you have to upload the accreditation document and your
personal identification. Download the document from the link, complete it with the required
information and upload it (remember that this document must be signed by a legal
representative of the organization). You can also upload an image, which will be located in
your profile.

* Aczrediston Document

Th docemant must A T Az

STittng IS reeon. plaste v

[ BT
. B
Unss Rowor ation

Bownined T

Copy of Pasaport or |0 Documaemt
Flease coicad » cony of pour ID cand or Pasaport using te upiosd option

By amacnng your 10 el oF PRARRSM you Snpheiidy Buniate 1 Caias” Bamiing Fundtes 15 e Til S2uMet 0 18 Duipoiel of Grmre W sigement

e After saving, go to the main page,

Home @ ﬂ ‘0

where you will see the following message:

Welcome |

Step 2: The "la Caixa" Foundation will review your accreditation document and all the mandatory information to approve your account as the
Organization's Manager. Please note that you will not be able to modify any of your organization's details (including the organization's profile)
until your personal account is confirmed. The process may take up to 3 business days

If you have any questions, please contact the Programme Office
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3.

Accreditation of the organization

IMPORTANT: The process of accrediting an organization can only be initiated once the
registration of its manager has been approved.

When registering the manager, if the organization is not registered, the manager will have to
enter the legal name, country of residence and tax ID number of the organization, or the
equivalent identification number in the case of non-Spanish entities. This information will be
used to link the organization to the manager, although the process of accrediting the
organization is not yet complete.

How to accredit the organization

e The organization's manager has to log into convocatorias.fundacionlacaixa.org, by entering the
email address and password he/she used to register.

"la Caixa" Foundation's Grants online
system

This is "la Caixa" Foundation's platform for the submission and evaluation of
proposals. Please, find all the information about the la Caixa” Foundation's

calls on our

Contact us

If you are experencing any issue when using our platform or have questions
5 )
Forgot Password? our grant processes, please contact at L
Leam more about our New to the System?

Legal notice and Terms of Use Register

Cookles

e The screen reminding the manager that the organization is not yet accredited will appear and
will show a link to access the organization's profile and complete the details. The manager
can also access the organization's profile by clicking on the circle at the top right showing
the manager's initial.
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By clicking on the link, the manager will access the different tabs that will let him/her provide
the information to accredit the organization: General information, Contact information, Ad-
ditional information, Documentation and Governance Body.

o 2 ati el nomiore oficiol de s ntidas s 2 | Cortificado de Registro ©

Name Of Organcation

v Geographic Data

..............

Complete the required information in each field and attach the necessary docu-
ments:

- Document with the organization’s tax number
- Registration of the organization in the corresponding registry
- Articles of association

- Organization’s bylaws

Documents related to the delegation if it is NOT recognized in the organization’s bylaws and
it is NOT registered as a delegation in the corresponding RegistryThe delegation must be
explicitly recognized in the bylaws of the parent organization or provide:

- Documentation accrediting recognition, signed by a legal representative of the parent
organization;

- Declaration of autonomous operation with respect to the parent organization, explai-
ning its own structure and governing body, signed by an executive officer of the delegation;

- Declaration of the existence of a budget separate and distinct from the parent organi-
zation, signed by an executive officer of the delegation;

- Declaration of a minimum of 1 year of operation as a delegation.
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In the "Governance Body" tab, click on the "Edit Table" and then use the + button to add the
members that make it up and enter their details. In the "Type" field, the manager can indicate
whether any of the members represent an entity. Once the members of the governing body
have been introduced, click "Save" and then "Close".

MOMEY LAUMDERING PREVENTION
Iovermung body table
i
Update Table
Crrverrng beody e Surname | Surname 2 it apphicabie D type o Position
Chorweerriinig Racety Mame Surname 1 Surname T if appiacabis 0 by [ ] Position

Governing body Name Sumame 1

Once the information on the four tabs is filled in, to start the validation process, click on the
button

Send for Approval

The accredited manager/user will receive an email informing him/her of the validation of the
accreditation of the organization, or of the request to correct the information or the attached
documents.

IMPORTANT: The manager can start and process the application without having the
accreditation validated, but the evaluation process cannot be initiated if the accreditation
is not validated. The manager will receive confirmation or a request to correct the
organization's accreditation. In the latter case, correct it immediately and request the
accreditation again. The full accreditation process must be carried out and validated as soon
as possible.
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Updated documentation on the organization

e If the organization is already accredited but a relevant aspect has changed, the
corresponding documentation will have to be updated or added. To do this, the manager has

to access the organization's profile.

Bienvenid@ James Carragher

» Dashboard

App!.—cations ﬁ\cnons mOpm Calls 8%31 Profile

My Organization
=2, s
Fo——

e Once inside, press the button "Restart Accreditation™:

GINTRAL INFORMATION

o % Ul ol nombore hicial e U entidad, segun consta en el Certificado de Registro. £ caso de

* Status

* Fiscal 1D hype

v Geographic Data
* Country.
Province Region hoiwrs

Location:  Parplons

Changes applsed

Child Survival
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e Since this action will result in the organization's accreditation changing from "Accre-
dited" to "Pending accreditation", you will receive the following message:

e If you click on "YES", the documentation can be changed.

Alert

Jjpdate your Organization's Governing body, please note that this action is NOT

e In the "Changes applied" field, specify the documents added to speed up the process.

v Geographic Data

Akveomon regon reciad Eoesl Ga Meyearts -

Location details

[ T o]

e At the end, click the "Save" button and then "Send for Approval". The following mes-
sage will be shown:

Alert

s documentation will be sent for review. Are you sure you wish to continue?

YES NO

e Click "YES" to finish updating the documentation.
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4.

Submitting the application

We recommend that you carefully read the eligibility criteria that are shown in the conditions of
the call before starting the process.

If your organization is already accredited and does not meet some of the eligibility requirements
set out in the conditions, you will not be able to start the project presentation.

How to apply for a project

After entering the email address and password you used to register, you will see the following
panel:

e Applications; Status of registered applications:

Bienvenid@ James Carragher

> Dashboard

Apphcatlons Ac\lons

My Organization
Dﬁ(ﬂgamzahon Profile
e Actions; Actions to be carried out in relation to the active applications:

Project Acceptance

EN] Legal Reviews

0

Legal Reviews

All Legal Reviews

¥ Post Award

0

Justificaciones
Todas las ustficaciones
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e Open Calls; Open calls for applications to which you can submit an application:

(T]) open calls

] Call Norme £ Subrmisalon Start Dale ¢ Subminsion End Date 2
m BF Fundscio la Caics” Seniores 21032023 13.00 27/04/2023 0100

2 m Comunitat Valenciana 2023 14022023 1200 130472023 1700

3 m Principado de Asturias 2023 14/00/2023 1200 12/04/2023 1700

4 Regén de Murcis 2023 140072023 12:00 120472023 1700

e To start an application, you have to identify which call you wish to enter from the list of "Open
Calls", which shows the name of the call, the start date and the deadline for processing the
applications. Press the button:

Go to Call

e The next screen will show the details of the call and any related documents ( Conditions of the
call, this Manual for the calls application and the FAQs document). To start your application,
press:

Apply
WorkdPrograss 7023

= Call Details

Codl Locabarmuiee = E

el

o Next, you will go to the first of five tabs that you must complete in order to process the grant
application:

W2 3000080 >

CERALL D12 SN0 PRl S IFCEMATIR

w Applhcston Details

T,
i, s
* Pasgaasl T
= Basic details of the actual project
[
i ]
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e The "Save draft" and "Continue" buttons located at the bottom of the screen will be available
during the application process. "Save draft" will save the data and update the information ente-
red; use the "Continue" button to get confirmation that the required fields are filled in and the
details are correct. It will look like this:

WP23-00003 >

e

GENERAL DATA AND PROPOSAL INFORMATION

mn
il

v Application Details

Appiication Dutads

Call Name: Work4Frograss

Application Number! WP23-00003

* Propassl Tale: €

Project Leader: Mickay Mouse

Host Organization: ansvaras

v Basic details of the actual project
EXT >

o=

e Once all the fields in the tab are filled in, the "Continue" button will be enabled so you can open
the remaining tabs on the form. When you click on it, the following message will be shown:

Alert
If you wish to continue with your application form, please note that current
information in this form will no longer be editable. Are you sure you want to
continue?
YES NO

e Clicking "YES" will open the rest of the application tabs and you can start the process of submi-
tting your project.

e The form is displayed using the following tabs:

- General data and proposal information

Requesting Entity

Partner entities

- Proposal

Budget

Call documentation
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We recommend following the order of the fields throughout the form, completing the fields in
each tab before going to the next one, but you can browse through the tabs and sections using
the top and right menus.

To avoid losing data, we recommend pressing "Save draft" before exiting the application and
"Validate" throughout the process to make sure you can submit the application by the deadline.

WP23-00003 b I (]

{ REQUESTING ENTITY AT

fii
5

~ General details

General details

Hame of the institution

anavaras

Type of entity

Year established
2015
Registration/ VAT number

Couintry where registered

€ BACK NEXTS

[ pr e — Bvalidae | 8 wishdraw |

e Once all the fields in the different tabs of the form are complete, you can process the
application.
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S.

Processing the application

Once the data requested in each of the tabs is filled in:

e Click the "Save draft" button to avoid losing the information.

o Click the "Validate" button to see all the fields that need to be filled in or any errors that
need to be corrected.

e To view the full application, you can click on "Application summary".

e Once you complete the form, you have to click the "Process application" option to register
the application in the system. This must be done by 5 p.m. (CET) on the last day of the period
for submitting applications for the call.

e Once the application is processed, the organization's manager will receive a confirmation
email with a file (PDF format) of the project submitted.

Communication of the decision

e From that moment on, the project evaluation process will begin. Within the period establi-
shed in the conditions of the call, the decision will be communicated to the organization
(by email via the application).

e Before the decision, only for pre-screened projects (by email through the application), addi-
tional documentation will be requested that managers will have to upload to the application.
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Texts and buttons

Editing texts

You can copy text from the "Word" application to most text fields in the application. However, it
is important to check that the format, letters and special symbols are not converted or lost in the
text fields after copying and pasting them.

Each text field on the form shows a limit of characters remaining (with spaces) for the text that
can be used to describe the information being requested:

500 caracteres restantes

Main buttons

The meaning of the main buttons and icons in the application is described below:

Home Go to homepage.

@ Select language of the platform. The application form is only available in Spanish
or English.

a Privacy Policy: legal terms and conditions applicable to the registration and use of

”|la Caixa” Foundation's application for calls.

‘ Notifications: where you will receive notifications from the system.

My account: lets you see the personal profile, the organization's profile, change
the password or log out.

> Lets you hide the instructions shown in the side menu on the right of the screen.

E = List view: show a list of documents in grid format or list format.

Skip to function: this option lets you go to the different sections of the tab
you are in. To hide it, press the list icon.

Save Draft As the form is filled in, you need to save the draft to avoid losing the information
you have entered.

= JUMPTO

Once the process of filling in all the necessary information is complete, you will

B Validate see which fields have been left empty but that are mandatory. Also those that have
a format error. They will be shown in the list at the top of the screen. Clicking on
them will take you to the incorrect or empty field.
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Submit application for evaluation.

Shown in the information windows of a list (an activity, for example) or table, and
lets you delete it.

It appears on any tab of the application, letting you delete it completely.

OoOBnn

Lets you upload the requested documents, either by pressing the upload button

or by dragging the file from the location on your computer to the document box.
Once uploaded, a blue tab next to the document lets you download it to see its
content. It also gives you the option to delete it.

<] Restart Accreditation

If your organization is accredited, if you need to edit any of the documents on your
accredited organization, except for the Governing body.

Add an entry to reply to a field in the form. This action opens a window in which to
enter the information requested. Once complete, at the bottom of the window you
have to press the "Save draft" button to record the information. When leaving the
window, the information is shown in list form below the form field.

In a window, it can be expanded to full screen or closed. If you close the window
without saving the information, it will be lost.

In fields where the information is shown in list form, it opens the window correspon-
ding to one of the entries in that list.

Lets you reopen the fields on the form and edit them, provided it is in the "draft"
status (before processing).

& Application Summary

Lets you download and print the content of the application. Once the application is
processed, the application automatically sends an email to the organization's
manager with the project attached in a PDF file.

B Modify the initial information of the application

Lets you edit the selections that have been marked in the first tab of the form and
that define certain fields in the rest of the form.

Open Table

Lets you open a table to fill it in.

*

All the information requested in the fields and documents of each section
must be filled in.
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