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Accessing the Applicant Dashboard 

 

1. To access the Applicant Dashboard, enter into the Grant homepage first. 

 To open the site, enter https://hmct-nz.baanalyser.com/start in the address bar located at the 
top of your web browser. We will be using ‘Chrome’ for this guide. 

 

 
 
 

 
 
 

2. Click “Login” located at the top and enter in your ‘Email’ and ‘Password’. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

Important Note:  

If this is your first-time logging in and you did not set up a password in the initial email, please click 
‘Forgot Password’ and follow the instructions emailed to you.

   

Enter your email 

and follow the 

instructions to reset 

your password. 

 

1. 

1.

1. 
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Accountability Reports 

When a grant has been received and used for its purposes the applicant/users can view the details of 
the grant and click through this link to go to the accountability report required of them to fill in. 

1. Click “Accountability Reports” in the Applicant Dashboard to access your accountability report. 

2. Click on the “App No” that relates to your application to complete Accountability Report, to 

open the report.  

 

 

 

 

 

 

 

 

 

3. Read the information presented and click start at the bottom of the page to procced to step 1 

 

Details of 

applicant 

organisation; 

purpose/reason 

for grant and 

amount 

granted. 

Automatically 

populated by 

system. 
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Completing Accountability Report – Step 1 Organisation Details 

 

This page shows details of the Applicant Organisation and details of the project/activity of the Grant. 

These include the: 

• Applicant Organisation Name and Type 

• Description of the Grant 

• Start and End Dates of the Project/Activity 

• Location of the Project/Activity 

• Details of Project/Activity 

Make sure the details are correct; if not, you can amend them in the field boxes. 

1. Click “Next Step” to proceed to the next page of the form once you have completed the step. 
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Step 2 Project Completion 

 
This page asks about the project/activity progress. 

Please state the: 

1. Whether the project has been fully completed, if no funds were spent it means the project did 
not go ahead, resulting in the funds being refunded. 
 

2. Date of when the project/activity was completed. 
 

 
3. If only partially completed, provide details of why it is partially completed and the date it will be 

completed. 
 

4. Click ‘Next Step’ to proceed to the next page of the form once you have completed the step. 
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Step 3 Goals and Objectives for the Grant 

 
This page asks to for a brief explanation for: 
 
1. Answer the questions related to the goals and objectives for the grant. 

2. Click “Next Step” to proceed to the next page of the form once you have completed the step. 

  

1 
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Step 4 Document Upload Information 

 
This page’s main purpose is to clarify which documents need to be uploaded in the next step (step 5) 

1. Read the information and complete the necessary checklists. 

2. Click “Next Step” to proceed to the next page of the form once you have completed the step. 
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Step 5 – Upload Copies of Proof of Expenditure 

 
In this step, you are to simply upload the appropriate documents. For example, for the invoices 

document upload, you would upload a copy of the invoice.  

 
1. Upload the appropriate documents 

2. Click “next step” to progress to the next page.  

 

 

 
 

Make sure all the 

necessary 

documents are 

uploaded and 

named correctly 

as stated in the 

questions. 

 

 

Click to upload document(s). 
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Step 6 – Funding Details 

 
This page is where you provide the funding details to undertake the project/activity of the Grant. 
 
1. Entering costs of Project/Activity: 

• Complete the populated costs in the grid. 

• If you have had an authorised change of suppliers or additional items, add these to the rows 
with the associated costs. 

• Make sure you have the correct supporting documentation for each. 

2. Click “Next Step” to proceed to the next page of the form once you have completed the step. 

 
 
 
 
 
 

Total figures for 

amount 

Approved, Funds 

Spent and Refund 

due found here. 
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Step 7 Declaration 

 
This page is the Declaration to confirm: 

• Consent to Audit 

• Compliance with Privacy Act 
 
1.  Read the information and tick the check box to certify the information provided by you in this 

Accountability Report is true and correct. 
2. Enter in your name and position in the Organisation. 
3. Click “Save” to complete and save the Accountability Report form. 
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Completing Accountability Report 

 

After clicking “Save” in Step 7, you will see the page below. 

To the left there are two options you can click on: 

1. “Modify Report” – click on this if you need to go back and amend some changes in the 
Accountability Report that you just filled in. 

2. “Download PDF” – click on this to download a PDF document of the Accountability Report. 

3. If you are satisfied with the Accountability Report you have completed and ensured that all the 
details have been filled in correctly, click on “Submit Report” at the bottom of the page. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

End of Guide 
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