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How do I register in the NCC Adsigno Portal?

From https://ncc-cnc.smartsimple.ca, click on the “Register” button.

https://ncc-cnc.smartsimple.ca/


How do I register? 

• To register, you must be affiliated with an Organization. 
Select your Organization type from the list of choices.

• If your organization is already registered in the system, 
you can search by organization name. As you start 
typing a name, our database will suggest a match, then 
click on the name. 

• If you cannot find your Organization using those search 
functions, you can add your Organization details by 
clicking on the link in instruction.

• Input your Organization information - if you know the 
number of employees at your Organization, please add 
it.

• Add in the requested individual contact information 
(your information).

• Check off the reCAPTCHA and SUBMIT the registration.

• You will receive an email to finalize your registration. 
Follow those steps to be able to log in and view the Call 
for Proposals.



How do I find out about available funding 
opportunities?

• After registering, your home 
screen will have a section 
“Available NCC Funding 
Opportunities”.

• Click on the Funding 
Opportunities box to access the 
current funding opportunities.

• Click on the “Apply Now” button 
next to the Funding Opportunity 
of interest

• TIP: Times listed are in ET.



• The first step is to complete an 
eligibility screening.

• Once the three questions are 
submitted and eligibility 
successful, you can access to 
the LOI Application.

• Click the “LOI Application” tab 
to access and complete the 
application questions.

How do I access an LOI application?



How do I fill out the LOI application?

• Complete the application fields by 
following the corresponding 
instructions.

• TIP: You can click on the “LOI 
Summary” Button to access a copy 
of the LOI application to assist with 
offline drafting.

• Only LOIs completed in the 
Adsigno Portal will be accepted.

• TIP: You can use the “Jump To” 
menu on the right-hand side to 
navigate to different sections of the 
application.



Can I return to my application* draft at later times? 

• Yes, you can log in and continue working on your application.

• BUT the Portal The Portal DOES NOT autosave.

• Make sure to click on the SAVE DRAFT button to save updates to your application.

• The next time you login, you can access your draft LOI under the “Stage 1 – Letter of 
Intent (LOI)* ”.

* LOI Application, or Project Proposal, or Administrative 

Review as appropriate



I identified Collaborators in the Partner Organization 
table; can they access the application*? 

• No, collaborators identified in the Partner Organizations table do not have access 
to your application.

• You can invite a collaborator to the application to have edit-capable access 
using the “Signatory” tab in the left-hand menu.

o Follow the instructions in the “How do I add an Authorized Signatory to my 
application?” slide and invite them as a “Project Team Member” to view and 
edit the application.

* LOI Application, or Project Proposal, as appropriate



I’m a Project Lead and am ready to submit my 
application*. What do I do? 

• Once the application is ready for submission, the Project Lead must fully fill out 
the "Application Submission" section and click “Submit to Signatory”.

• Notice of the application submission will be sent to your identified Authorized 
Signatory for review, possible revision, and submission.

* LOI Application, or Project Proposal, as appropriate



What happens once I submit?

• Once your application is submitted, it will move 
to “Pending Signatory” status until your 
identified Authorized Signatory (AS) reviews it.

• The AS can request revisions to the application.

• The AS will submit your application on behalf of 
the Organization application.

o The status will move to Under Review.



How can I access the Project Proposal application?

• Should your LOI be successful in Stage 1, 
you will receive an email inviting you to 
submit a Project Proposal application.

• When you login to the Adsigno Portal, 
click on the “In Progress” box under the 
“Stage 2 – Project Proposal” section.

• Click on the “Open” button next to your 
Application ID number.

• Once in the application, click the 
“Project Proposal” tab to access and 
complete the application questions.

• TIP: You can click on the “Application 
Summary” button to access a copy of 
the Project Proposal to help with offline 
writing.



What is an Authorized Signatory? 

• An Authorized Signatory is an individual who holds responsibility to submit the 
application on behalf of the Organization that the Project Lead is affiliated with 
and has the authority legally bind the Organization to financial and contractual 
decisions. 

• In a post-secondary environment or Research Centre, this may be someone 
holding that specific responsibility in the Research Office. 

• In a Not-for-Profit and Private Industry, this may be someone from the finance 
team or a member of the Executive team. 

• Authorized Signatories are required to submit Stage 1 – Letter of Intent 
Application and Stage 2 – Project Proposal Application. 

• Stage 3 Administrative Review will require consents and confirmation from the 
Authorized Signatory, however the Stage 3 application must be submitted by 
the project lead. 



How do I add an Authorized Signatory to my 
application?

• Click on the “Signatory” Tab on the left-hand menu. 
• Use the + button to add the contact details of the Authorized Signatory 

individual. 

• Click “Invite” and the Adsigno Portal will email them a link to the 

application.  

• This action must be done for each application in the system.



I’ve been invited as an Authorized Signatory. What 
do I do? 

• Accept the invitation sent via email to become the Authorized Signatory.

• Register yourself (by Organization type) in the Adsigno Portal https://ncc-
cnc.smartsimple.ca.

o Follow the instructions presented in this document.

• After registering and entering the Portal, your home screen will show a section: “Stage 1 
Letter of Intent” or “Stage 2 – Project Proposal” depending on which stage your 
application is in. 

o The submission will be in the "Pending Signatory" box.

https://ncc-cnc.smartsimple.ca/
https://ncc-cnc.smartsimple.ca/


I’m an Authorized Signatory and am ready to submit 
the application*. What do I do?

• Once you are viewing the submission, you 

have the option to send revision remarks 

back to the Project Lead by writing in the 

Revisions textbox and using the "Request 

Revisions" button.

• If no revisions are needed or revisions are 

complete, you as Authorized Signatory, 
must complete the Organization Submission 

section and click the “Submit" button to 

submit the application to the NCC on 

behalf of your Organization.

*LOI Application, or Project Proposal, as appropriate

^”Accept LOI” / “Accept Application”



For Reporting: What is a Finance Representative? 

• A Finance Representative is an individual designated by the organization who 
holds responsibility to submit the quarterly financial reports on behalf of the 
Organization. 

• Contact details for the Finance Representative must be added if the application 
is awarded, by following the same steps for adding an Authorized Signatory. 

• The Finance Representative will receive reminders by email on reports and must 
submit financial reports in the portal.

• The Finance Representative will be contacted for receipts and further questions 
on expense claims.
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