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Good Morning Everyone,
 
Municipalities can now apply online for the following provincial funding programs administered by
the Department of Municipal Affairs:  Provincial Capital Assistance Program, Flood Risk Infrastructure
Investment Program, Municipal Innovation Program, Beautification and Streetscaping Program and
Community Works Program.
 
2021-22 Applications can be submitted through the provincial portal:
https://grants.novascotia.ca/irj/portal (please see attached user guide)
 
The deadline for applications is June 29, 2021.
 
Provincial Capital Assistance Program (PCAP)
 
The PCAP is available to help municipalities invest in high priority infrastructure projects and
prioritizes projects that will eliminate actual or potential environmental and health problems.  The
program will fund up to 50% of eligible project costs.  Eligible projects typically are related to water,
wastewater, stormwater, and solid waste management.
 
Additional program information and guidelines are available via the following link:
https://beta.novascotia.ca/apply-funding-support-high-priority-municipal-infrastructure-projects-
provincial-capital-assistance-program
 
If you any questions or require additional information about PCAP please email
PCAP@NovaScotia.ca.
 
Flood Risk Infrastructure Investment Program (FRIIP)
 
The FRIIP is available to help municipalities invest in infrastructure and studies which reduce flood
risks and community vulnerability. The program will fund up to 50% of eligible project costs.  Eligible
project types include river training and floodway improvements; floodwater containment and flood
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1 Introduction 
 


The Department of Municipal Affairs (DMA) implemented a Grants Management 
System (GMS) to deliver provincial and federal funding to its clients starting 2015-16 
fiscal year. Through a web portal, municipalities, villages and community organizations 
can submit applications, claims and related documents, as well as tracking status.  


This User Guide is developed by DMA. It is intended to provide our clients assistance to 
use GMS Portal, and to improve user experience.  
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2 GMS System Requirements 
 
2.1 Web Browser 
Microsoft Internet Explorer (IE) is the recommended web browser for GMS. For Windows 
10 user, please do NOT use Microsoft Edge. We recommend using the latest version of 
Internet Explorer (currently IE 11).  


 
2.2 Adobe Reader 
A recent version of Adobe Acrobat Reader must be installed on your PC (version 11 
and above).  


 
2.3 Computer Compatibility Settings and Troubleshooting  
The following are the computer compatibility system settings that you should verify prior 
to logging into GMS Portal.    


1. Launch Internet Explorer, click the Tools button on the Menu bar, and then click 
Compatibility View Settings to open the Compatibility View Setting window.  
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Please ensure the “Display intranet sites in Compatibility View” box is checked 
off as shown above. 


2. Enable the Adobe PDF browser add-on. Open Internet Explorer and choose the 
Tools button on the top menu bar.  Scroll down and click Manage Add-ons. Then 
click on the drop-down list to show All add-ons. Ensure Adobe Acrobat tools are 
enabled.  
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3. Open Internet Explorer, select Tools -> Internet Options -> Security -> Custom 
Level. Please make sure your ActiveX controls and plug-ins are enabled as 
follows: 
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4. Another tip for troubleshooting Adobe Plugin setting is to open Internet Explorer 
browser and select Tools -> Safety if you look on this list you will see ActiveX 
Filtering, please make sure this is not selected (i.e., check mark on left). If you see 
a check mark, just click on this setting to turn off.               


 


 
5. Don’t forget to check your Firewall setting!  


 
6. Sometimes you may need to restart computer and open the web page again as 


this will clear the computer memory and memory cache, which may help to 
resolve display issues.    







6 
 


3 Portal Login and Password Reset 
 


3.1 Portal Login 
The Portal to access Province of Nova Scotia Funding Programs can be found:  


https://grants.novascotia.ca/irj/portal 


 


 
 


 


Do not register as New User. All Municipalities and Villages have been registered in 
GMS.  Please contact your CAO or Clerk for user ID and password. Feel free to contact 
DMA for assistance if you need help.     


 


 


 


 


 


 



https://grants.novascotia.ca/irj/portal
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3.2 Password Reset 
If you forget your password, you may reset it on the Portal homepage. The steps to reset 
password are described in below: 


1. Click the link Password Reset. 
 


 
 
 


2. Provide Logon ID (i.e., your organization’s user ID).  
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3. Provide E-Mail (this email needs to match the email that is registered in GMS. If 
you don’t know which email address is set up for your organization, please 
contact DMA). Please also contact us if you require a change in your system 
email address. 
 


 
 


4. Click Submit button. 
 


5. You will receive the following confirmation message: 
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6. A temporary password will be sent to the E-Mail you have provided from IBM 
sapibm@ca.ibm.com  
 


7. Go back to the main login page https://grants.novascotia.ca/irj/portal, enter 
your User ID along with the temporary password you just received. 
 


8. You will be prompted to change your password the first time you log in. The old 
password is the temporary password that was just emailed to you. 
 


 
 


9. Type in a New Password that you choose, confirm the password, then click 
Change button and you are now ready to apply for grants.  
 


10. You may want to Save your organization’s user ID and password for future use.  
 


 
 
 
 
 
 
 
 
 
 
 
 



mailto:sapibm@ca.ibm.com

https://grants.novascotia.ca/irj/portal
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4 Apply for Grants 
 


4.1 Launch Application Form 
 


After you have successfully logged into the Portal, click the link to access Municipal 
Affairs programs: 


 


 


You will be provided with a list of the programs that are administered by DMA and are 
currently open for application. Please note that each program may have a different 
submission deadline. You should have received information from DMA regarding the 
program launch and submission timelines. If you have any questions, feel free to 
contact us.  
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To open program application form, click “Apply Online” button to open the application 
form. If you click “More Information” link in the center, a new tab will open to 
DMA’s application website. 


If you have any issue to open the application form, please refer to Section 1.3 in this 
User Guide for computer compatibility setting and troubleshooting. If you have tried all 
the steps and tips, and still have issues, please contact DMA for assistance. 


 


4.2 Work on Application Form 
 


4.2.1 Save Application 
 
GMS has a one-hour Time Out limit, so save regularly to prevent loss of data. You can 
locate the Save button (yellow) at the bottom left of the screen. 
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You can Save (or Save as) a copy of the application to the local drive by selecting the 
black disk icon at the top center of the screen. Please note, if you save a version offline, 
this version cannot be submitted online 
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4.2.2 Edit Saved Application 
 
To find your saved applications, select My Applications Tab at the top header, then 
click on the Application ID to open your application. You can also view your 
Application Status in this view.  
 


 
 
To Edit your application, click Edit button at top left of your form (paper and pen 
shaped icon). You can now make changes to your application.  
 


 
It is very important that once you save an application for a specific program, DO NOT 
create a new application for the exact same project.  
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4.2.3 Add Attachments 
 
Add Attachments button will only be available after the form is saved (between Save 
and Submit buttons). You can attach a file by clicking this button. There is a second 
Attachment button located at the bottom left of your screen, next to URL button. Any 
document you upload will be saved in GMS server and can be viewed by DMA along 
with your application form. 


 
4.2.4 Print Application 
 


You can click the black Printer icon at the top center of the screen to print a copy of 
the application. You can also find the Print button under the Internet Explorer header 
tab labelled File at the top left of your screen. 
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4.2.5 Submit Online Application 
 
Before you submit the application, make sure all mandatory fields (red asterisk) are filled 
in, documents have been attached and uploaded, and there is NO error information. 
GMS will provide error message at the top right corner of the screen (besides the printer 
icon) with details on how to correct. All errors need to be fixed before the application 
can be submitted.  
 
Once you are satisfied with your application, you may wish to save an offline version at 
this time. You can Submit your application by selecting the Submit button at the bottom 
left of the screen.  
 
If the form is successfully submitted, you will receive a success message (i.e., Request 
was submitted with number #######). Please record this number for your records. 
 


 
 
You can track your application status under the My Applications tab. If you need to 
make changes after the application form is submitted, you need to contact DMA for 
assistance.  
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4.3 Work on Claim Form 
 


For claim-based funding programs, after projects are approved by DMA, you can 
submit claims through GMS Portal.  


 


Step 1: Login to the GMS Portal using your organization’s user ID and password (refer to 
Section 3.1); 


Step 2: Once you log in, select My Claims Tab at the top header, then click ‘Submit a 
Claim’;  


 


Step 3: Choose the project that you want to submit claims for; 
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Step 4: Load the claim form; 


 


You can select either INTERIM CLAIM or FINAL CLAIM by checking off one box. The form 
will display the appropriate fields depending on your choice. You can have multiple 
interim claims but only ONE final claim.  


 


Step 5: Fill in the information you would like to report including all the mandatory fields 
(showing as *); 


For Interim Claim: 


Provincial claim number should be reported in order of the claim submissions, e.g., 1, 2, 
3, etc. 


Certification Section needs to be filled out and signed off.  


Claim details page needs to be filled out.  
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For Final Claim: 


Final claim is a reconciliation of cost and financing of the project. When filling out Final 
Claim form, you need to fill out all the mandatory and shaded fields as needed. Claim 
details do not have to be filled out for final claim.  
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Step 6: Save form regularly; 


 


 


Step 7: Add any attachment you need before submission. 


 


You can check the status of your claims under My Claims Tab.  
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Appendix 
List of provincial and federal funding programs administered by DMA through GMS 


 
Beautification and Streetscaping Program 
Building Canada Fund – MIC (Major Infrastructure Component) 
Building Canada Fund – SCF (Small Communities Fund) 
Community Works Program 
Dissolution Funding 
Emergency Services Provider Fund 
Farm Land Grant 
Federal Gas Tax 
Fire Protection Grant 
Fire School Grant 
Flood Risk Investment Infrastructure 
Grant in Lieu of Prov. Property Tax 
HST Offset - Municipalities 
Investing in Canada Infrastructure Fund (ICIP COVID 19 Resilience Infrastructure) 
Investing in Canada Infrastructure Fund (ICIP Green Adaption Resilience Disaster) 
Investing in Canada Infrastructure Fund (ICIP Green Climate Change Mitigation) 
Investing in Canada Infrastructure Fund (ICIP Green Environment Quality) 
Investing in Canada Infrastructure Fund (ICIP Public Transit) 
Investing in Canada Infrastructure Fund (ICIP Rural and North)  
Investing in Canada Infrastructure Fund (ICIP Social) 
Municipal Finance Capacity Grant 
Municipal Innovation Program 
National Disaster Mitigation Program 
Nova Scotia Power Grant in Lieu of Taxes 
Provincial Capital Assistance Program 
Villages HST Offset Program 
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intensity mitigation; study work including mapping to identify flood prone areas; and identification
of potential solutions to mitigate flood impacts.
 
Additional program information and guidelines are available via the following link:
https://beta.novascotia.ca/apply-funding-invest-infrastructure-protect-communities-flooding-flood-
risk-infrastructure-investment-program
 
If you any questions or require additional information about the FRIIP please email
FRIIP@NovaScotia.ca.
 
Municipal Innovation Program (MIP)
 
The Municipal Innovation Program is available to support innovative approaches to regional
municipal services, improvements to municipal capacity, promotion of effective intermunicipal
relations to support regional economic development, regional planning and intermunicipal
collaboration.
 
Additional program information and guidelines are available via the following link:
https://beta.novascotia.ca/apply-funding-support-innovative-approaches-regional-collaboration-
municipal-innovation-program
 
If you any questions or require additional information about the MIP please email
MIP.Info@NovaScotia.ca.
 
Beautification and Streetscaping Program (BSP)
 
The BSP will invest in projects that improve appearances with a specific focus on attracting tourists.
Projects can include landscaping, installing interpretive and entrance signs, enhancing lighting and
building public restrooms.
 
Additional program information and guidelines are available via the following link:
https://beta.novascotia.ca/apply-funding-develop-beautiful-areas-municipality-beautification-and-
streetscaping-program
 
If you any questions or require additional information about the Community Works Program please
email BSPinfo@NovaScotia.ca.
 
Community Works Program (CWP)
 
The CWP will enable summer students, as well as unemployed and other interested individuals to
work within their community and be afforded the opportunity to build capacity in their given field.
This incentivizes youth retention in the province, while also closing the experience gap and
increasing the youth employment rate.
 
Additional program information and guidelines are available via the following link:
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https://beta.novascotia.ca/apply-funding-invest-employment-opportunities-municipality-
community-works-program
 
If you any questions or require additional information about the Community Works Program please
email CommunityWorks@NovaScotia.ca.
 
~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~
Please note the following instructions to improve the online application experience:
 

1. DO NOT register as New User – all Municipal Units have been registered in GMS. Please
contact your CAO for user ID and password. If you cannot locate user ID or need password
reset, please contact DMA.

2. GMS application portal is only compatible with Internet Explorer (do not use Google
Chrome or Microsoft Edge browsers)

3. GMS system has a 1 hour ‘Time out’ limit, so save regularly to prevent loss of data.  You
can locate the Save button (yellow) at the bottom left of the screen.

4. ‘Add Attachments’ button will only be available after the form is saved (between Save and
Submit buttons).

5. You can Save a copy of the application to the local drive by selecting the black disk icon at
the top center of the screen.  Please note, if you save a version offline, this version
cannot be submitted online.

6. To find your saved applications, select My Applications Tab at the top header, then click
on the Application ID to open your application.  To Edit your application, click Edit button
at top left of your form (paper and pen icon).  You can also view you Application Status in
this view.

7. Complete all sections, and/or attach any additional items then SAVE again.  You may wish
to save an offline version at this time.

8. If error occurs, the system will provide error message at the top right corner of the screen
(besides the printer icon). Please check to make sure there is no error message before you
submit.

9. Submit your application by selecting the Submit button at the bottom left of the screen. 
You will receive a success message (i.e., Request was submitted with number #######.
Please record this number for your records).

10. If you have any questions or need help, feel free to contact DMA.
 
Regards,
 
Ahmad Shahwan
A/Manager of Infrastructure Programs
Department of Municipal Affairs
 

You are currently subscribed to amans as: ecanning@munargyle.com
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