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1. 
Introduction 
 

Applications for the "la Caixa" Foundation's Grants for the Work4Progress Programme will be 
submitted through the following website: convocatorias.fundacionlacaixa.org 

The purpose of this manual is to explain the website, demonstrate its possibilities and serve as a guide 
during the process of submitting a proposal.  

For any questions or clarifications, please contact the "la Caixa" Foundation's Work4Progress 
Programme at work4progress@contact.fundacionlacaixa.org 

	

 

What to know before starting 
» You have to register in the application as a manager.	
» 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 structure of the form has been simplified by 
arranging the various information blocks into seven 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: 

» If the manager and/or entity has a valid accreditation: 
· 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. 

» If the manager and/or organization is registering for the first time, or has updated documentation, 
the accreditation process will be initiated: 

· 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 eligibility 

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 the "la Caixa" Foundation's Work4Progress Programme, 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 
» Go to convocatorias.fundacionlacaixa.org 

» Select the language by clicking on the icon at the top right. 
» If you do not have a password to log into the application, press the "Register" button: 
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» The "Registration options" screen will appear. To register  
as the organization's manager, click on "Organization Manager": 

  

 

 

 

 

» 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.  

	
» Accept the privacy policy:	
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» You will then be asked for information on the parent organization you represent. 
» 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.   

  
» 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 (*). 

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

 

  

https://pre.grants.lacaixa.org/s_csignup.jsp?token=XVtQHUUGYF5QShBQXxJVS1NYYkl1GXRg&ptoken=XVtQC1oGYF5QShdZXxJVS1NYYkl1GXRh&tid=14
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» You will then see the fields you have to fill in as the organization's representative. Those marked 
with an asterisk (*) are mandatory. 

 
» Finally, you can agree to receive information on the activities of the "la Caixa" Foundation, and 

then press "Submit".  

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

 
» 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.  
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» 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.	

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

 
» 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. 

 

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

	

» 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.  

 

» After saving, go to the main page, where you will see the following message:  
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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 
» The organization's manager has to log into convocatorias.fundacionlacaixa.org by entering the 

email address and password he/she used to register. 

	

» The following screen will appear, reminding the manager that the organization is not yet accredited 
and showing 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, Additional 
information, Documentation and Governance Body. 

 
» Complete the required information in each field and attach the necessary documents: 

· 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 Registry 

» The 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, explaining 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 organization, 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". 

 

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

 
» 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. 

 

 

 

 
  

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. 

IMPORTANT: 
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Updated documentation on the organization 
» 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. 

 

» Once inside, press the button "Restart Accreditation": 
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» Since this action will result in the organization's accreditation changing from "Accredited" to 
"Pending accreditation", you will receive the following message: 

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

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

 

» At the end, click the "Save" button and then "Send for Approval". The following message will be 
shown: 

 

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

» Applications;  
Status of registered  
applications: 

 

 

 

 

 
» Actions; Actions to be carried out  

in relation to the active applications: 
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» Open Calls; Open calls for applications to which you can submit an application: 

 

» 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:  

 

» The next screen will show the details of the call and any related documents (Conditions of the call 
and this Manual for the calls application), as well as eligibility criteria. To start your application, 
press 

 

» Next, you will go to the first of seven tabs that you must complete in order to process the grant 
application: 
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» 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 entered; 
use the "Continue" button to get confirmation that the required fields are filled in and the details 
are correct. It will look like this: 

 

» 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: 

 

» Clicking "YES" will open the rest of the application tabs and you can start the process of submitting 
your project. 

» The form is displayed using the following tabs: 

· General data and proposal information  
· Requesting Entity 
· Partner entities 
· Proposal 
· Budget 
· Call documentation 

 
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. 

  

https://dev.grants.lacaixa.org/Apps/app_editopportunity.jsp#cfdiv_1892591
https://dev.grants.lacaixa.org/Apps/app_editopportunity.jsp#cfdiv_1892591
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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. 

 

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

 

 

 

  

As indicated in the rules of this call, organizations that have open projects from the 
Work4Progress programme can submit a proposal in the call for Work4Progress 2024, 
provided that at least 80% of the funds granted have been implemented.  

To do so, they must have submitted the narrative report and financial pre-closing report, duly 
completed, as well as an audit of the funds implemented, through the calls application, and 
justify having spent an amount equivalent to at least 80% of the aid granted.  The report must 
be submitted before the call is closed on 30th August at 5 p.m. 

If this documentation is approved by the "la Caixa" Foundation, the application will go to the 
eligibility and evaluation phase (if eligible). 

If the organization does not submit this documentation or it is not approved by the "la Caixa" 
Foundation, the application will be deemed ineligible for the 2024 call.  

IMPORTANT NOTE: 
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5. 
Processing the application 
 

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

» Click the "Save draft" button to avoid losing the information. 
» Click the "Validate" button to see all the fields that need to be filled in or any errors that need to be 

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

» 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 
» From that moment on, the project evaluation process will begin. Within the period established in 

the conditions of the call, the decision will be communicated to the organization (by email via the 
application). 

» Before the decision, only for pre-screened projects (by email through the application), additional 
documentation will be requested that managers will have to upload to the application. If this 
applies to your organization, you will be sent a small manual to help you with this process. 
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6.  
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:  

 

	

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

 

 

 
Go to homepage. 

 Select language: Spanish, Catalan or English. 

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

 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. 

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

 

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

 
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. 
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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. 

 
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 
corresponding 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). 

 

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. 

 
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. 

 
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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work4progress@contact.fundacionlacaixa.org 
 
 
www.fundacionlacaixa.org 

FOR ENQUIRIES RELATED TO THIS CALL, 
PLEASE CONTACT: 

https://fundacionlacaixa.org/es/convocatorias-sociales

