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Introduction

Borrower portal

A borrower portal has been developed for Culture Recovery Fund borrowers to allow for the submission of regular
information to DCMS and Arts Council England, which includes information required under the information
provisions in borrowers’ Repayable Finance Agreements.

This borrower portal will allow for the straight-forward submission of information by borrowers.

Purpose of guidance
This guidance is to provide borrowers with comprehensive instructions and support to use the borrower portal. This
document is designed to show how to undertake the submissions borrowers will be required to complete.

This document includes detailed demonstration videos, alongside written guidance and screenshots.

Please note that this document contains screenshots of the borrower portal with supporting narrative.
Over time, evolution of the borrower portal functionality may result in slightly different views than those
presented, however the steps in this guide will remain consistent with completing the relevant activity.

If you have any questions, please email the CRF team: crf.repayablefinance @artscouncil.org.uk
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Accessing the portal and uploading data

-‘ Link to video guidance — Accessing borrower portal and uploading data

The portal can be accessed via https:/manage-culture-loan.dcms.gov.uk

At least one user from your organisation will need access to the portal. If no one from your organisation
has a login to the portal, or if you have any issues accessing the portal, contact us at
crf.repayablefinance @artscouncil.org.uk.

Logging into the portal 5 GOV.UK Arts Council England
* Log in to the borrower portal using your username e s il
and passwo rd. Welcome to the Arts Council England Culture Recovery

Fund Repayable Finance Portal
¢ You will be taken to the home screen
(shown on the right).

Hello. [

You are logged into the Arts Council England Culture Recovery Fund (CRF) Repayable Finance portal. This is where
you submit your Monitoring Reports for\ 8

L ThiS Screen Wi” ShOW a ”St Of monitoring repOI'tS, Go to your Monitoring Report records.
including whether they are due, overdue, not due Ahasemissomshelon s sutanpe:
. Monitoring Report Due From Due By Status
orincomp lete. PR-00004866 1/5/2024 1/6/2024 Incomplete
° YO u ca n a I SO See Wh e n re po rts a re due from (t h e ::: z(a):ts;rlt: lrrs?:;atizs;:ti\or;sb(:l):wnf:il England CRF Loans team requesting changes to your organisation’s details
date from which you can start completing reports)
a n d th e d Ue by d ate (th e d ate by Wh iCh re po I’tS Should you require any support please email crf.repayablefinance@artscouncil.org.uk

should be submitted).
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Opening a monitoring report

¢ To open a monitoring report to begin completing it, Arts Council England
click on the blue monitoring report reference number
(begins PR-0000), which will take you to the next
screen shown on the right.

Before you can submit this report all of the following sections must be completed ) Messages 34)

Note that once you have completed a section you will still be able to edit it

e The overview screen for a monitoring report will

Section Status

display a list of webforms and sections for borrowers Required Documents otstarted
to complete, and their respective statuses e o
(Not started, Incomplete, Completed). il i o
. . L L
e Under the Select a Section dropdown list, select the e ——
webform or required documents to work on and click oo J T

on the Edit Section green button.
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Uploading documents

¢ On the overview screen for a monitoring report, select Required Documents from the drop-down menu,
followed by Edit Section in green.

¢ The next page will be displayed with a list of required and s,
optional documents to upload (shown on the right). i
e Select a document from the type list and click on the green - -
’ ’ - REQUIRED DOCUMENTS
upload’ box. For example, the Finance template. &
e Click on ‘upload file’, then select your completed finance e S —— i
te m p I ate . Finance Yomplate Required: not yet uploaded

KYC Consent Forms. Optional: not yet uploaded

Other Documents ‘Optional: not yet uploaded

Select a decument

e oo I - B 0 e

The finance template will have been sent to you by T
email for you to complete. e Comtfoms | R
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A dialogue box will open, telling you how many

records will be created during the upload process.

If there are any errors in the spreadsheet, a
dialogue box will tell you which cells contain
errors. This generally refers to formatting, so
please do not overwrite formulae in any cells.

If there are any errors, please correct the
spreadsheet and try the upload again.

In the dialogue box, click ‘start upload’.

Once uploaded, the status of the finance template
on the screen will change to ‘file uploaded’
(shown on the right).

Home  Montoring hepirts  Massages
[P —
PRO0004790
[t

< Back

SENDING MESSAGES VIATHE PORTAL

REQUIRED DOCUMENTS

As part of your submission you are requested 1o provide the following documents

Document

Annual Accounts
Finance Template
KYC Consent Forms

Other Documents I "
>

Select adocument
type

Status

One or more file uploaded
File uploaded

Optional: not yet uploaded

Optional: not yet uploaded

B B3

HELP AND SUPPORT

[ Fellefeniessasd

) mesage i

Ownar [

ot NS 30004,

Pt NS M4,

o Fetheees  MWOUXM,
L Beeees.  WOUX0M

BiEE T

-

Repeat the steps above to upload all required documents and any optional documents you wish to include.

Only the finance template will include checking for errors when uploading.

Once all documents have been uploaded, click on the green ‘next’ button:
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¢ On the next screen, click on the green ‘complete’ -
button. R— —
¢ You will then be returned to the monitoring report - P
overview screen, and next to ‘required documents’ PR mE R RTINS
As e of your requested d
the status should now say ‘complete’. ot vorm
Finance Template File uploaded
ounsnl - B - 3 0 e =
- e
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Completing webforms

¢ On the overview screen for a monitoring

report, select a webform to complete from 0 i
the drop-down menu, followed by Edit W —
Section in green. For example, Financial Before you can submit this report all of the following sections must be completed. ) messages 34)

Note that once you have completed a section you will still be able to edit it

declarations.

Section Status ot
e This will take you to a number of questions s e
. Your Organisation Complete R
to respond through, working through the Finscil Docarations Notstarted
screens. Once you have answered all the e ooz s
guestions on a screen, click ‘next’ to move to ot scton [ o |
the next screen. ol R 0 e -
Your Organisation
Resotastens e e———

As you work through the screens, you can click on ‘save and exit’ if you need to come back to the report
at a later time.

¢ Once all questions have been answered in a webform, a summary of your responses will be displayed for you
to check and edit if needed.

¢ Once the webform is complete, click on ‘submit’. This will take you back to the monitoring report overview screen.
The status of the webform you have completed should now say ‘complete’.

¢ Repeat the steps above until all webforms have been completed.
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Submitting monitoring reports

¢ On the monitoring report overview screen, once all e .
sections have been completed, click on ‘submit”. B s st

olowM Vvt

¢ A final confirmation message will show prior to

Your Monitoring Report details ) g 0
information being submitted. Click on ‘submit’ on

1fyou reed to contact us in the future please reference the unique number as shown below.

this screen.
e A confirmation message will appear to show that ;g::)m:::%:i:%
the report has been submitted (shown on the right): submitted

Your reference is PR-00004790

s BT o

Tide Qwner Aot Maded S
. M Pnthenes.  WOVNM,. WG
B e woom. wo

B e s
-

e The completed submission can be accessed by clicking on the Monitoring Reports link at the top of the home
screen, followed by Submitted / Completed Monitoring Reports, which shows reports that have been submitted.
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Sending messages via the portal

.. Link to video guidance: Sending and responding to messages

Sending a message about a
monitoring report

e From the home screen, click on the
monitoring report you would like to send a
message about. You can do this via the links
directly on the home screen, or by clicking
on ‘monitoring reports’ at the top of the i —
screen and selecting a report from one of the B S
sections there (due, submitted/completed, EE—
future). e

SE Sample fle for wodate () ats

¢ Click on ‘send message’ on the top right of
the screen. A dialogue box will open. Enter
your message you wish to send to your loan
agent (Arts Council England), and click on
the green ‘send’ button.You can also upload
files to your message before you send it, if
necessary.

¢ A confirmation message will then appear, with a message reference number.
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Reading and replying to messages

¢ You will receive an email notification advising you that a message has been sent to you.
e Log in to the borrower portal, and click on ‘messages’ at the top of the screen.

¢ This will take you to a list of messages.

Click on the message reference number -
for the message you wish to read. You can ey
also access the message by clicking into -

Test Response from Portal

the monitoring report is relates to. The list
of messages in on the right-hand of the
screen. SUA—

Uploas Faes. Or arop fhes.

¢ |f you wish to respond to the message,

SE Sample fhe for update (2) s Remowe

please type your reply into the ‘response’ e e
. SE Sample fle for update (3) xis Remaree

box in the centre of the screen.You can also

upload files via this screen if necessary. [—

e Click on the green ‘send’ button to send the message to your loan agent.
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Requesting a change to contact information

@ Lnkto Vifieo _ Welcome to the Arts Council England Culture Recovery
Bl oo Sendind Fund Repayable Finance Portal

and responding to

messages

e Log in to the borrower pHECL2

portal. On the home screen, Select the type of change request
click on the green ‘message’
button at the bottom of the Q Ll
screen. Q Update Contact
¢ Select the type of change O Update Organisation
request applicable to you
(New Contact, Update

Contact, or Update
Organisation).

e Click Next.

e Enter the details of the new contact / updated contact / updated organisation details as applicable.

¢ Click on the green ‘send’ button at the bottom of the screen.
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Help and support

If you need any help using the portal or have any queries regarding your loan, please contact us:

crf.repayablefinance @artscouncil.org.uk

Forgotten password

e Open the login page for the borrower portal, and click on ‘forgotten password’. This will open a new screen:

To reset your password, enter your username.

Username

Cancel ‘ Continue

¢ On the new screen, enter your username, then click ‘continue’.

¢ Aslong as you have entered a correct username, a new screen will open. Click ‘reset password'.
A confirmation message will appear to say that a password link has been sent to you by email.
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¢ You should receive an email from CRF Loan Portal, which contains a link to reset your password. If you have not
received the link within a few minutes (please also check spam folders), then click on ‘resend the email’ on the
confirmation screen.

e Click on the link in your email to reset your password. It will open a screen in your web browser, asking you to
create a new password, and setting out the parameters for doing so:

Change Your Password

Enter a new password for
uk_Ims_testing_queries@pwc.com. Make sure to

include at least:

(O 12characters
Also include at least 3 of the following:
) 1 uppercase letter
) 1lowercase letter
() 1 number

(O 1special character@

* New Password

L |

* Confirm New Password

| |

e Enter your new password, then click ‘change password’. This will then open the login screen for the borrower
portal, where you can login using your new password.
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