Canadian Heritage Funding Portal (CHFP) Account Instructions

If you applied online to the Canada Book Fund’s Publishing Support or Business Development through the CHFP previously, please do not create a new CHFP account! 
You already have an existing Applicant Profile, and can simply login to your existing CHFP account, and fill out the 2025-26 Publishing Support Application Form. You do not need to enter your organization’s information more than once on the portal which will save you time as a returning applicant.
· Accessing your CHFP account:
1. How did you sign in to the portal last year? Did you create a GC Key, or use a Sign-In Partner (your online banking credentials)?
2. Use the same sign in method as you did previously (if you used GC Key last year, use GC Key this year; if you used a Sign-In Partner last year, use a Sign-In Partner this year). 
3. If you used a GC Key and forgot your password, use the ‘forgot your username’ or ‘forgot your password’ options on the GCKey sign in page.
4. If you don’t have access to the email that was originally used to set up the Applicant Profile (for instance the person that applied last year is no longer with your organization) contact the Client Support Team at info@pch.gc.ca / 1-866-811-0055 to get access to the account. 
5. If you have any trouble logging in or finding your account, contact the Client Support Team at info@pch.gc.ca / 1-866-811-0055.

If you did NOT apply online to the Canada Book Fund’s Publishing Support or Business Development components previously and are applying through the CHFP for the first time, you will need to create a CHFP account. 

You will need to complete a two-step online application process (by filling out both the Applicant Profile, and the Business Development application form) and upload the required documents prior to the deadline.

There are two ways to sign into the Canadian Heritage Funding Portal: through a Sign-In Partner or with a GCKey. Both options are available on the portal for you to choose from:
· Sign-In Partners are companies and organizations (such as financial institutions) that have partnered with SecureKey Technologies to enable their customers to use their online credentials (e.g., card numbers or usernames and passwords for an existing Canadian bank account) to access Government of Canada services. Using a Sign-In Partner is convenient because you don’t have to remember a different user ID and password; you already know your login information because you likely use it on a regular basis.

· GCKey is a service that issues credentials (a username and password) for accessing government services online. This is a unique electronic credential that allows you to communicate securely with online-enabled government programs and services. GCKey is a good option if you don’t have a Sign-In Partner or prefer not to use one. 

If you require assistance, please contact info@pch.gc.ca or 1-866-811-0055 Monday to Friday from 7:30 a.m. to 6:30 p.m. (PST). 	Comment by Suzie Moreau: Bullet to remove


Additional Notes:
Sharing access to an organization’s Applicant Profile:
The person you would like to share with must first log into the portal with their own GCKey or secure Sign-In Partner and complete a User Profile.
To add collaborators to your organization’s Applicant Profile:
1. Log into your account. On the Home page, under the “Menu”, select “My Organizations”. 
1. Identify your organization’s Applicant profile in the table at the bottom of the page.
1. Under the “Actions” column, click on the graphic box with the arrow. 
1. Select the “Share” option from the dropdown actions that appear.
1. Click the “Add collaborator” button at the bottom of the page.

You must assign each collaborator either the role of administrator or contributor:
A user with a contributor role has partial access. They can create and edit funding applications.
A user with an administrator role has full access. They can create, edit, sign and submit applications, as well as make changes to the Applicant Profile.
Note: The user who creates an organization’s Applicant Profile, is automatically assigned the role of administrator for the organization.

Retrieving a draft application

1. Log in to your account. On the Home page, under the “Menu”, select “My Applications”.
1. Identify your Draft Application in the table at the bottom of the page.
1. Under the “Actions” column, click on the graphic box with the arrow.
1. Select the “Open” option from the dropdown actions that appear.

