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GETTING STARTED 
Before accessing the FCM Funding Portal, there are a few key steps and setup tips to be 
aware of: 

o You must receive an official invitation email from FCM, sent from PortalRegistration-
EnregistrementPortail@fcm.ca . This email contains a unique registration link required to 
activate your account. 

o  If you cannot find your invitation, please check your junk/spam/trash folders. 
o  If you haven’t received the invitation, contact us at gmfinfo@fcm.ca or1-877-417-

0550 or book a meeting via the Outreach Booking Page to request one. 
 

o Note: To help you as quickly as possible with any technical issues with re-registering, 
please reach out to portalregistration@fcm.ca as a first point of contact. For the Green 
Municipal Fund, if you were assigned to a GMF Project Officer and have an ongoing 
application, someone will then be in touch with next steps in the near future. For any users 
looking to start a new pre-application, please reach out to Contact us | Green Municipal 
Fund  to discuss your potential project.  

 
Information to Prepare: During registration, you may be asked to confirm your contact details 
and organizational affiliation.  If you are registering as a consultant, you may also be required 
to provide additional details about your client organization, such as its name, type, and main 
contact information 
 
o Browser Compatibility: For the best experience, use a modern browser such as: 

o Microsoft Edge (Versions 135.x or later) 
o Google Chrome (Versions 135.x or later) 
o Mozilla Firefox (Versions 137.x or later) 
o Safari (Versions 17.4 or later) 

Compatible operating systems include Windows 10 or later, and macOS 10.15 (Catalina) or 
later. 
 
o Device Recommendations: The portal is optimized for desktop use. While accessible on 

tablets and mobile devices, certain features (e.g., form validation, document uploads) 
work best on a full browser. 

 
• Account Setup Tip: If you encounter issues with your registration Link or cannot 

access the portal, refer to the FAQ section or contact us at 
portalregistration@fcm.ca. 

 

mailto:PortalRegistration-EnregistrementPortail@fcm.ca
mailto:PortalRegistration-EnregistrementPortail@fcm.ca
mailto:gmfinfo@fcm.ca
https://greenmunicipalfund.ca/contact-us
mailto:portalregistration@fcm.ca
https://greenmunicipalfund.ca/contact-us
https://greenmunicipalfund.ca/contact-us
mailto:portalregistration@fcm.ca
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HOW TO REGISTER 

1-New users: 
For Funding Applicants only (Green Municipal Fund) : if you are a new funding user or looking 
to start a new application, ensure you’ve connected with outreach staff as detailed in Contact 
us | Green Municipal Fund , once your information is validated, you will receive an invitation 
email to register. 

After receiving the invitation, follow the steps in the section –steps for all users-. 

2-Existing users: 
If you are an existing user, you will receive an automated invitation email from 
PortalRegistration-EnregistrementPortail@fcm.ca . 

After receiving the invitation, follow the steps in the section –steps for all users-. 

 

3-Steps for all users:  

Receive the invitation email 

O Sent by the FCM from PortalRegistration-EnregistrementPortail@fcm.ca with the 
subject line “FCM Portal Invitation / Invitation au portail FCM” 

O Didn’t receive your invitation email?  If you have not received your registration 
invitation, please contact us at portalregistration@fcm.ca 

 

 

 

 

 

 

 

 

https://greenmunicipalfund.ca/contact-us
https://greenmunicipalfund.ca/contact-us
mailto:PortalRegistration-EnregistrementPortail@fcm.ca
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Click the link in the email 

1O Action: Click the link labeled “Access here to redeem your invitation” to begin the 
registration process. This will take you directly to the FCM portal’s Redeem Invitation 
page Click “Register” (1) to proceed 

View Your Redeeming Code 

 You will be redirected to a new page displaying your unique redeeming code. 

O Click Proceed to portal sign-in page (1) 

O If you experience issues at this step, please contact portalregistration@fcm.ca.  

mailto:portalregistration@fcm.ca
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Create a New Account:  

You will be directed to the Sign in age, Click the small blue “Sign up now” link (1) 
located just below the large blue “Sign in” button to begin creating your account 

  

 

 

 

 

 

 

 

 

 

Enter User Details and Send Verification Code:  

On the User Details page Enter your 
email address in the first field, Click 
the “Send verification code” (1) 
button. You will receive a verification 
code in your inbox. 

As part of FCM’s commitment to 
secure access, the portal uses Two-
Factor Authentication (2FA). 

This means that after entering your 
password, you will be asked to verify 
your identity using a secondary 
method: a code sent to your email. 
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Verify Your Email: 

After clicking Send verification code, check your inbox for an email. The email will 
contain a 6-digit verification code (1). Copy the code (e.g., 445549) and return to the 
registration form to enter it in the verification field 

 

 

 

 

 

  

 

Complete Account Setup: 

Enter the verification code (1) you received by email into the appropriate field, Click 
Verify code (2). 

O If your code has expired or you didn’t receive one, click Send new code to request 
another. 
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Complete your account information:  

Once your email verified, fill in the remaining required fields: Create and confirm your 
new password, enter your Given Name and Surname, click on create (1). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Re-Verify Email:  

After clicking Create, you may be 
prompted to verify your email 
address again. Click Send 
verification code (1) to receive the 
code in your inbox. 
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Confirm your Email:  

Enter the code in the field that appears and click verify code (1) to complete the 
verification. 

 

 

 

 

 

 

 

 

 

 

 

 

Email Verified – Proceed:  

Once the verification is successful, you will see a message stating: “E-mail address 
verified. You can now continue.” (1)  Click the Continue (2) button to proceed 
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Accept Terms and Conditions:  

After email verification, you will be redirected to the Terms and Conditions page. 
Read the terms and privacy policy carefully. Check the box “I agree to these terms 
and conditions” (1), Click Continue (2) to complete registration and access the portal. 
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Verify and Update Information:  

Review and complete all required fields marked with a red asterisk (*), click the green 
Submit (1) button at the bottom of the page. 

 

Confirmation:  

After clicking Submit, a green confirmation message will appear at the top of the 
screen stating, “Submission completed successfully.” (1) 
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HOME PAGE 
Once you log in to the FCM Funding Portal, you will land on the Home page by default. 

This page serves as your main entry point and provides a summary of key actions. 

To return to the Home page at any time, click the FCM / Green Municipal Fund logo (1) 
located at the top-left corner of the screen. 

 

At the top right of the screen, you'll find the following tools: 

O Notifications (2): Displays system-generated alerts relevant to your submissions, reviews, 
or upcoming deadlines. This area helps you stay informed of updates that may require action. 

O Help (3): Opens the support section, where you can find guidance on applications, peer 
reviews, and portal navigation, along with contact information for assistance. 

O About Portal (4): Offers a general overview of the FCM Funding Portal, including its 
purpose, who it's for, and compliance with Government of Canada accessibility standards. 

O Language Selector (5) (English/Français): Allows you to switch between English and 
French user interfaces at any time. 

O Sign Out (6): Securely logs you out of your session when you're done using the portal. 
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Below the top navigation bar, you’ll find access to the main functional areas of the portal (1): 
Funding Opportunities, My Organizations, My Applications, My Reviews (if applicable), 
Membership in FCM, , Service Requests, My Profile.  

Each of these areas (applicable for funding) is explained in detail in the sections that follow. 
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MY PROFILE 
The My Profile section is in the right-hand navigation menu of the portal; it allows users to 
view and update their personal information associated with their portal account. It contains 
three tabs: 

Profile Information (1): 

This tab displays your contact details and organization information.  

First and Last Name, Preferred Language, Email Address, Organization Name, 
Optional fields include Job Title, Gender, and Business Phone. 
Action: After updating any field, click Submit to save changes. 
If you need to request a change to your email/username, a service request must be submitted 
(Instructions for submitting this request are provided in – service request section – later in 
this guide.) 
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My Reviewer Profile: 
This tab is only relevant to users assigned as external peer reviewers. 
If you are a reviewer, details such as reviewer credentials, assignment type, and areas of 
expertise will appear in this section. 
Note: Peer reviewers will receive a separate, dedicated portal guide tailored to their role. 

Associated Organizations 
This tab displays a list of projects or applications that the user is linked to, either through their 
organization or as an individual. It is divided into two sections: Project Participants, which 
shows organization-level roles, and Project Team Members, which highlights individual roles. 
Each entry provides key details such as the participating organization, the user's role, the 
submission they are linked to, and the associated application. This section helps users quickly 
identify how they are connected to active projects within the portal (view-only; auto-filled 
once roles are assigned). 
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SERVICE REQUEST 
The Service Requests page allows users to submit requests for administrative, membership, 
funding, or technical support directly within the portal. Each request is associated with a 
specific organization and is tracked through a unique request ID. 

These requests help streamline support for: 

O New user account creation 

O Profile updates 

O Membership-related issues 

O Funding-related questions 

O Technical/system problems 

O Any other support needs 

Requests are typically reviewed within 2 to 5 business days. You will receive email 
notifications when your request is received and when it is updated or completed. 

Step-by-Step: How to Submit a Service Request 

1. Access the Service 
Requests Page 

From the top menu bar, click on 
Service Requests. 

2. Select an 
“Organization” 

Use the Participating 
Organization dropdown to select 
the correct organization, 
especially if you're associated 
with multiple entities. 

3. Click “Create” 

On the right-hand side, click the 
green Create button to open the 
request form. 
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4. Fill Out the Request Form In the popup window: 

In the popup window: 

o Select a Request Reason (1) from 
the dropdown: New user account 
request, Update existing user profile, 
Membership, Funding, System 
Queries, Other 

o Provide clear details (2) of your 
request in the text field. Briefly 
describe what help you need (e.g., 
"Please update my email to, “Link me 
to [Organization Name]", or "Unable 
to access my application.) 

5. Submit request (3):  

6.View and Track 
Your Request: 

o Once submitted, your 
service request will 
appear in a table at the 
bottom of the page. 

o You can filter the list 
using the dropdown (1) 
to display either: New or 
In Progress Service 
Requests, or Completed 
Service Requests 

o For each request, the 
following details will be 
shown: Request ID, 
Request Reason, Status 
Reason, Request Date (2), Click the View (3) button next to a request to open 
and review its details at any time. 
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FUNDING OPPORTUNITIES 
The Funding Opportunities (1) page lets users explore available funding programs and 
submit new applications through a guided process. It provides full access to eligibility details, 
application links, and supporting materials. You can use this page to:  

Explore available funding programs. 

o Access application guides, criteria, and submission tools by clicking Details (2). 

o Start a new application by clicking Apply (3). 
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How to Explore Available Opportunities 

1. Navigate to Funding Opportunities from the main 
menu 

2. Choose your Participating Organization from the 
dropdown (1) 

o Important: This step ensures that any application a user begins is linked to the 
correct entity, Click Details (2) to see full program info 

o Note: There may be multiple pages of funding opportunities. Be sure to navigate 
through all pages to view the full list of available programs. 
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3. Access to resources: 

When you click Details on any funding opportunity, a new page will open with more 
information about that opportunity. From this page, you will also have access to two 
key resources: 

o A “Click here” (1) links that opens additional information about the opportunity in 
a new tab.  

o A “Click here” (2) links to open “application guide” in a new tab 

 

 

 

 

 

 

 

 

 

 

o These may include detailed criteria, templates, or examples 
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How to apply for funding: 

1. Click the Apply (1) button: 
next to the program you’re interested in, this opens a guided pre-application form 
specific to that program. 
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2. Select Your Project Type: Click the dropdown under 
Project Type (required) (1). 

o Select the applicable category from the list (e.g.: Feasibility Study, Pilot Project, 
Capital Project…); Choosing the correct project type at this stage is critical. An 
incorrect selection may result in delays 

o Click the green Validate and Save (2) button to continue to the next step. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. Complete your application  

Use the navigation menu on the left to complete each section of the application form. 
Depending on the funding offer you are applying to, the sections may vary slightly. 
The list below reflects a common structure, using the [Community Buildings Retrofit 
CBR] as an example: 
o Project Type 
o Applicant Information 
o Project Information 
o Environmental Benefits 
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o Required Documents 
o Declaration and Signature 
o Summary and Submission 
o Some sections may require you to upload supporting documents (e.g., PDFs, 

Word, or Excel files).  
 

 

At each step: 
o Fill in the required fields marked with a red asterisk (*), You will not be able to 

move to the next step unless these fields are completed. If you do not have an 
answer yet, you may enter a placeholder word or letter and return to update it 
later.  

o Include as much optional information as possible 
o Click Validate and Save (2) before clicking Next (3) to continue, you’ll be 

returned to the top of the same page after saving. 
o Reminder (1): A banner at the top of the screen will show how many days you 

have left to submit your application (“61 days remaining”). If the deadline passes, 
you will no longer be able to submit your application. Contact us using one of the 
previously mentioned methods if you need support or have missed the deadline. 

o Once all sections are completed and validated, you can return to the Summary 
and Submission tab to officially submit your application: 
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4. Review the checklist on the right 

o Ensure each section is marked COMPLETE (in green) 
o Any section marked INCOMPLETE (in red) must be revisited and validated 

 
5. Scroll to the Attestation section 

o Carefully read the agreement terms 
Check the box (1): 
o “I agree (required)” to confirm your organization authorizes submission and 

accepts FCM’s conditions 
Click Submit (2) (button appears for the Project Team Member with the role of 
Application Contact in the Project Team Members section once all sections are valid) 
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o Submission will only be enabled after all required fields are filled and validated  

MY APPLICATIONS PAGE 
The My Applications (1) page allows you to view and manage all funding applications 
associated with your organization (2)—whether they are new, in progress, or already 
submitted. From this page, you can also start a new application (3), filter by program, and 
track each application's progress, status, and submission deadlines 

You can also download your application at any stage, whether blank, partially completed, or 
finalized. Instructions on how to do this are provided further below under the “Download 
Document” option in the Collapsing Tiles and Program View section below. 

Collapsing Tiles and Program View (4) 

Applications are grouped under funding streams such as: 
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o Community Buildings Retrofit (CBR) 

o Community Efficiency Financing (CEF) 

Each program section is collapsible. Click the small arrow ▸ (1) to expand or collapse section. 
Inside each, you'll find tabs like: 
o Unsubmitted – applications that are in progress 
o Submitted – applications that have been completed and Submitted 
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Take action on Your Applications 
Once you expand a program tile (e.g., Community Buildings Retrofit or Community Efficiency 
Financing), a table will display all related applications. From this view, you can take specific 
actions for each listed application: 
 
O Edit (2) – Click to return to the form and continue 
filling out or modifying details before submission, The 
progress wheel visually shows how much of the 
application is complete 
 
O Download Document (3) – Save summary of the 
application as a document for review or offline use. 
 
O Delete (4) – Permanently remove an unsubmitted 
application if it’s no longer needed. 
 
Once submitted, an application becomes read-only for 
review purposes. 
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MY ORGANIZATIONS PAGE 
The My Organizations (1) page displays all organizations that a user is connected to—either 
directly as an internal staff member or as a consultant. This section serves as the entry point 
for managing applications linked to those organizations, this page allows you to easily toggle 
between them and manage applications separately under each.  

Access and Display 
After logging in, users will see a list of 
organizations they are affiliated with. 
Each organization is presented in a box 
with two action buttons: 

O Applications (2) – opens the list of 
applications submitted or in progress 
for the selected organization. 

O View (3) – displays the organization’s 
profile information including name, 
address, and contact details. 

Users will only see organizations they 
are officially linked to in FCM’s CRM 
system. Consultants must be registered 
and associated with an organization to 
access its information. To register, 
please contact gmfinfo@fcm.ca. 
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Viewing Organization Details 
Clicking View opens a profile page showing: 

o Legal organization name 

o Primary address 

o Contact information 

This view is typically read-only and serves for reference only. f you need to update any of this 
information, please contact us using the methods mentioned earlier (email, phone, or service 
request).  
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FAQ – GREEN MUNICIPAL FUND 
Q: How long will it take for me to receive my login information? 

A:  Once you’ve connect with the outreach team via Contact us | Green Municipal Fund, 
the Green Municipal Fund team will review your request within 72 hours. Once your 
contact record is created, you’ll receive a system-generated email. For technical support, 
please contact us a portalregistration@fcm.ca 

Q: I’m a consultant. What do I need to help my clients apply? 

A: Consultants must: 

o Have a contact record under their consulting firm 

o Be linked to the applicant organization as a consultant 

o Provide the applicant's legally incorporated name, and at least one representative’s 
full name, email, title, and phone number to allow a GMF representative to confirm 
their request to link you to their organization.  

Please note: 

o New non-municipal contacts or team members (such as consultants) can only be 
added at the request of the municipality.  

Q: Who can submit the application and complete the Declaration & Signature section? 

o Only lead applicant organization representatives can submit applications. 
o The Declaration & Signature section must be completed by a representative of the 

lead applicant organization. 

Q: Why can’t I submit my application? 

A: Make sure your application is 100% complete. 
The Summary tab highlights any missing or incorrect fields that must be addressed before 
submission. 

A common issue is selecting the incorrect Contact Role. Make sure the selected role is 
“Lead Municipality and Applicant”, as selecting only “Lead Municipality” may prevent 
submission. 

Q: Why can’t I see the 'Start Submit' button even though my application says 
complete? 

A: The Start Submit button only appears to the user assigned the Application Contact 
role. This must be a lead applicant organization representative, not a partner or 
consultant. 

Q: Why can’t I find the organization I want to add? 

https://greenmunicipalfund.ca/contact-us
mailto:portalregistration@fcm.ca
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A: It must first be created in GMF’s system. Contact gmfinfo@fcm.ca or 1-877-417-0550 
for support in adding new organizations. 

Q: Why can’t I find a contact to add as a project team member? 

A: If the person isn’t appearing in the dropdown, their contact record likely hasn’t been 
created. Please email gmfinfo@fcm.ca or 1-877-417-0550 to request support. 

Q: I’m seeing an error message. What should I do? 

A: To help you as quickly as possible with any technical issues with re-registering, please 
reach out to portalregistration@fcm.ca as a first point of contact.  

Q: How can I reset my password? 

A: Click Forgot password, then enter: 

o Your username (your email) 
o Your last name 
o Your email again 

Then follow the prompts to reset. To help you as quickly as possible with any technical 
issues with re-registering, please reach out to portalregistration@fcm.ca as a first 
point of contact.  

Q: How do I request an invitation to the funding portal? 
A: Contact gmfinfo@fcm.ca or book a meeting with an advisor using Contact us | Green 
Municipal Fund , an advisor will help validate your information and initiate your portal 
registration. 

Q: What should I double-check when starting a new application? 
A: To avoid issues later on, make sure to: 

• Select the correct organization when creating your pre-application 

• Choose the correct project type from the dropdown 

 

 

mailto:gmfinfo@fcm.ca
mailto:portalregistration@fcm.ca
mailto:portalregistration@fcm.ca
https://greenmunicipalfund.ca/contact-us
https://greenmunicipalfund.ca/contact-us
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