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PG Stage 1 February 2020 
Partner Invitation Process: How to Accept Invitation as a Partner 

 
1. The contact person for your organization receives an automated email when invited by the 
project director to participate: 
 
 
Subject: Invitation to participate on an application 
 
This is an automated E-mail message. Please do not reply. 
You have been invited to participate on an application to be submitted to the Social Sciences and Humanities 
Research Council (SSHRC) - Partnership Grants 
 

Applicant Information 
 Applicant: [Name Project Director] 
 E-mail: [Email Project Director] 
 Funding Opportunity: Partnership Grants – Stage 1 
 Application deadline date (ET): 17/02/20 8:00 PM 
 
Click here to accept or decline the invitation to participate on an application. 
If the link does not work, you can copy and paste the following address into your browser: 
[system generated link] 
 
The link above is the only way to access this form. DO NOT DELETE this E-mail. 
We suggest you bookmark this link. 
 
 
 
2. Click on hyperlink (red arrow) to complete the Partner Organization form. 
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3. Once in the Partner Organization form, consult the Instructions: 
 

 
 
 
The Modules to complete can be found on the left side: Partner Information, Letter of Support, and 
Submit. 
 

 
 
4. Complete the Partner Organization Information Module: 
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Fill out all the required information, click Save and then click Verify Page.  
If needed, correct the errors and Save until the Verify Page returns no error message. 
 
5. Complete the Letter of Support Module: 
 
Consult the Instructions for what to include in the Letter of Support.  
 
Follow the on-screen instructions (in yellow below) to format the Letter of Support. 
Click Browse to search for the PDF file and click Attach to attach it to the Module. 
 

 
 
6. Under the Submit Module, click on the hyperlink to verify the whole form: 
 

 
 
After clicking on the hyperlink above, if a message with errors appears, go to the Modules 
containing the errors and correct them. Save each Module, until each Verify Page test passes 
without errors.  
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Return to Submit Module and click again on the hyperlink verify your form. 
 
When the verify your form returns no more errors, you arrive on this page: 
 

 
 
Before submitting the form, you can Preview the form to ensure everything is correct. 
 
7. Submit the form 
 

 
 
Once you Submit the form, this message will be displayed: 

 
 
 
 
 
 
 
 

 
 
Changes can be made at a later time, but no changes will be integrated into the application after 
the Project Director submits the application to SSHRC. 
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If the Project Director removes you from the application, you will receive the following automated 
email: 
 
Subject: Invitation to participate has been cancelled 
 
This is an automated E-mail message. Please do not reply. 
 
You have been invited and have accepted to participate on a "Partnership Grants – Stage 1" application. 
[Project Director name] has removed you from the form. 
 
You are no longer required to participate on this application. This invitation has been removed from your 
Portfolio and from our database. 
 
For additional information, contact [Project Director name] at [Project Director email]. 
 

 


