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GLA OPEN PROJECT SYSTEM (GLA-OPS) 

USER GUIDE FOR SMALL PROJECTS AND 

EQUIPMENT FUND APPLICATION  
 

This document is a user guide for the GLA Open Project System for the Small Projects and 

Equipment Fund application (GLA-OPS). 

 

This user guide covers the following topics: 

 

1. Registering on GLA-OPS ..................................................................................................... 4 

1.1 Register Organisation ............................................................................................ 5 

1.2 Register User ............................................................................................................ 5 

1.3 Reset your Password .............................................................................................. 6 

2. Managing Organisations and Users ................................................................................. 8 

2.1 Update Organisation Details ................................................................................ 9 

2.2 Approve new users and remove inactive users ............................................. 11 

2.3 Manage User Roles ............................................................................................... 13 
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2.5 Create a Partnership Record ............................................................................... 15 

3. Bidding ................................................................................................................................. 19 

3.2 Create a Project ..................................................................................................... 19 

3.3 Project Overview ................................................................................................... 21 

3.4 Block 1 – Funding Eligibility ............................................................................... 22 

4.2 Submit a Project .................................................................................................... 31 

5. Glossary of key terms ........................................................................................................ 33 

 

Providers using GLA-OPS should also refer to the guidance video on the GLA-OPS webpage. 

 

https://www.london.gov.uk/what-we-do/housing-and-land/gla-open-project-system-gla-ops
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This user guide will be updated from time to time. Please contact 

skillscapital@london.gov.uk with any additional queries in the first instance. 

mailto:skillscapital@london.gov.uk
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1 
REGISTERING ON  

GLA-OPS 



 
V.2  5 

 

 

This guidance document is for education providers who wish to apply for 

funding from the Small Projects and Equipment Fund.  

 

1. Registering on GLA-OPS 

 

To use GLA-OPS you must register your organisation and its users. You should have 

received your organisation’s individual ID number.  You can login at 

https://ops.london.gov.uk 

 

1.1 Register Organisation 

 

To register, complete the Small Projects and Equipment Fund GLA-OPS Organisation 

Administrator Form on the Apply for Small Projects and Equipment Funding GLA webpage 

and email it to skillscapital@london.gov.uk.  The deadline to register is 2pm on 26 

September 2017. All organisations wishing to apply to the fund must register. 

 

The deadline for all applications is 2pm on 2 October 2017. 

 

Please ensure your form is completed fully to avoid delays. Your primary contact should be 

the person you would like the GLA to contact with any system or programme notifications; 

normally the Organisation Administrators (see section 2 of this guide - Managing 

Organisations and Users for definitions of the user roles). 

 

The GLA-OPS team will review your application and email the Organisation Administrators 

to confirm that your organisation has been registered on GLA-OPS and to provide you with 

your GLA-OPS organisation code.  

 

The named Organisation Administrators will then be invited to register as users on GLA-

OPS, and should follow the steps below. The GLA-OPS team will approve the user 

registration for these two Organisation Administrators, and these two users will then be able 

to approve other users for the organisation.  

 

1.2 Register User 

 

To register as a user go to the GLA-OPS login screen  

https://ops.london.gov.uk/
https://www.london.gov.uk/what-we-do/apply-small-projects-and-equipment-funding
https://www.london.gov.uk/what-we-do/apply-small-projects-and-equipment-funding
https://www.london.gov.uk/what-we-do/apply-small-projects-and-equipment-funding
mailto:skillscapital@london.gov.uk
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https://ops.london.gov.uk  

 

 

Click on 

 

 
 

 

 

Complete the details on the registration screen and click 

 

 

 

1.3 Reset your Password 

 

If you have forgotten your password, on the login page click on  

 

  
 

You will then be directed to the reset password screen. Enter your email address and click 

on  

 

 
 

https://ops.london.gov.uk/
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You will receive an email with a link to reset your password. Follow the details on this 

screen to reset your password and then return to the login screen. 
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2 
MANAGING 

ORGANISATIONS 

AND USERS 
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2. Managing Organisations and Users 

 

2.1 Update Organisation Details 

You should update GLA-OPS if there are changes to your organisation such as: 

• Address; 

• Chief Executive name or contact details; 

• Primary contact name or contact details; 

  

To update your organisation’s details, go to the  

 

  

 

Click on  

 

 

 

and you will see a table listing all the organisations linked to your user registration1.  

 

 

 

Click on the relevant ORG. NAME from the table and you will be directed to the 

‘Organisations’ screen. 

                                                 
1 If you require GLA-OPS access for more than one organisation, you will be able to access GLA-OPS for multiple 

organisations using just one email and password login.  

 

menu, 
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Click   

 

  

 

to update the details. You will be directed to the ‘Edit an organisation’ screen.  

 

 

 

To keep the changes, you have made, click   

 

 

 

If there are changes to your organisation name or organisation code, please speak to your 

GLA Officer who will advise you how to change these details.  
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2.2 Approve new users and remove inactive users 

 

The GLA will only approve the initial two Organisation Administrators. Once these 

Organisation Administrators are approved, it is their responsibility to approve any additional 

users and to assign their roles.  

 

The Organisation Administrators should invite other users in the organisation to register to 

use GLA-OPS. Email users this link: https://ops.london.gov.uk/#/registration and give them 

your GLA-OPS organisation code as they will need this to register. 

 

To approve users, Organisation Administrators should go to 

 

and click on  

 

You will see a table listing all the organisations linked to your user registration: 

 

 

Click on the relevant ORG. NAME.  

 

Under ‘Registrations’ you will see all the approved and pending user registrations for that 

organisation. You can filter by pending, approved or show all.  

 

https://ops.london.gov.uk/#/registration
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To approve a user’s registration, select the appropriate user and click   

 

  

 

The new user now has access to GLA-OPS and by default is assigned the Project Editor role 

(roles are defined in section 2.3 below). 

 

To remove an inactive user, for example someone who has left the organisation, click on 

 

 

 

You will see a warning message asking if you are sure that you want to remove and delete 

the user. If deleted, the user will remain registered on GLA-OPS but will no longer be linked 

to that organisation.  

 

  



 
V.2  13 

 

2.3 Manage User Roles 

 

There are two types of GLA-OPS users: 

 

i. Organisation Administrators 

 

There should be a minimum of two Organisation Administrators per organisation. 

 

Organisation Administrators are responsible for: 

• updating organisation details on a regular basis; 

• approving new users and removing inactive users; 

• changing user roles; 

• creating partnerships (if relevant). 

 

ii. Project Editors 

 

Project Editors are responsible for inputting, submitting and processing projects on GLA-

OPS. 

 

The Organisation Administrator user role also includes the Project Editor permissions. When 

a user is approved, they are assigned the Project Editor role as default. The Organisation 

Administrator can then change an individual’s user role to Organisation Administrator by 

following the steps set out in 2.2 above to view the ‘Registrations’ page and change the 

user role in the drop down menu. 
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2.4 Request Access on behalf of another Organisation 

 

Users can access GLA-OPS as an Organisation Administrator or Project Editor for multiple 

organisations using the same email and password login. This option is available to both 

Organisation Administrators and Project Editors. 

 

Once you have been approved as a user for one organisation, go to   

 

 

 

click on 

 

 

 

and click  

 

 

 

This will take you to the ‘Send a request to another organisation’ page: 

 

 

 

Enter the second organisation’s GLA-OPS organisation code and click  

 

 

 

If the second organisation is not registered on GLA-OPS, that organisation should complete 

the registration form to be allocated a GLA-OPS code. 

 

https://www.london.gov.uk/what-we-do/housing-and-land/apply-funding-using-gla-open-project-system-gla-ops
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Once a request has been sent, the Organisation Administrator for the second organisation 

will review the request. If you are also the first Organisation Administrator for this second 

organisation, contact OPS@london.gov.uk who will review your request. 

 

2.5 Create a Consortium or Partnership Record  

 

To deliver projects as part of a consortium or in partnership2 with one or more 

organisations, you must create a consortium or partnership record in GLA-OPS.  

Please speak to your Organisation Administrator if you require a consortium or partnership 

to be set up.  

To create the consortium or partnership record, Organisation Administrators should go to  

 

  

 

and select 

 

 

 

If you are a lead provider for a partnership, you will see a table listing any partnerships 

which have already been created and linked to your provider and this funding programme.  

 

If this is the first time your organisation has created a partnership, this table will be hidden.  

 

To create a new partnership, click    

 

 

 

You will then be asked to provide basic information about your partnership.  

 

                                                 
 

mailto:OPS@london.gov.uk
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You will first need to select the programme for which the partnership is being created 

(Small Projects and Equipment Fund) 

 

You can only create one partnership per programme and once created, you will no longer 

be able to submit projects as a single entity under this funding programme. Please note 

however, that the GLA is currently reviewing this policy and it may change. Please contact 

your GLA Officer for further information.   

 

Next, select if you want to create a consortium or partnership and enter a name for your 

partnership. 

 

In naming your partnership, please ensure your name is unique to the organisations you will 

be working with, for example, please avoid using solely the programme name.  

 

If you are an Organisation Administrator for more than one organisation, you will need to 

select the lead organisation for the partnership you are creating. If you only work for one 

organisation, this field will be pre-filled.  

 

Lastly, you will need to list all the developing organisations you will be working with to 

deliver projects under this programme.   

 

NOTE - a developing organisation must be registered on GLA-OPS before it can be added 

to your partnership. If your developing organisations are not yet registered on GLA-OPS 

(and therefore do not have a GLA-OPS organisation code), please follow the steps in section 

1.1 of this guide. 
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To add a developing organisation, you will need to input each organisation’s GLA-OPS 

organisation code and click  

 

  

The organisation will then be added to your partnership.  

 

Once you have added all your developing organisations, click  

 

 

 

Your partnership has now been created and you are ready to create projects.  
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3 
BIDDING 

 

Skills for Londoners: Small 

Projects and Equipment Fund 
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3. Bidding 

 

This chapter provides guidance to providers on how to input bids into GLA-OPS for the 

Skills for Londoners: Small Projects and Equipment Fund 

 

Please read the Skills for Londoners: Small Projects and Equipment Fund Application 

Guidance before submitting bids into GLA-OPS. Consult skillscapital@london.gov.uk 

should you have any further questions. 

 

The bidding timetable is as follows: 

 

Milestone Date 

Publication of funding guidance 17th August 2017 

OPS opens for bid submissions 
6th September 2017 

(opens at 1pm) 

OPS closes for bid submissions 
2nd October 2017 (closes 

at 2pm) 

Assessment 
October – November 

2017 

Announcement of allocations December 2017 

Partners in contract 
December 2017 – Jan 

2018 

 

3.1 The Funding Guidance contains full details on the available funding.  

 

To submit a bid for funding, you must first create a project.   

 

3.2 Create a Project 

Go to 

 

and click on   

 

then click on  

https://www.london.gov.uk/what-we-do/apply-small-projects-and-equipment-funding
https://www.london.gov.uk/sites/default/files/small_projects_and_equipment_fund_guidance_v2_0.pdf
https://www.london.gov.uk/sites/default/files/small_projects_and_equipment_fund_guidance_v2_0.pdf
mailto:skillscapital@london.gov.uk
https://www.london.gov.uk/sites/default/files/small_projects_and_equipment_fund_guidance_v2_0.pdf
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The ‘Enter project details’ screen will be displayed: 

 

Enter the project title, which should be unique to the project.  

Select the programme and the type of project you want to create (in this instance this is 

“Small Projects and Equipment Fund” for both) then click on 

 

This will generate a unique Project ID.  

NOTE– If you wish to apply as a partnership, an Organisation Administrator user will first 

need to create a partnership record. See section 2 - Managing Organisations and Users of 

this guide for more information.  

Once you have created your project you will be directed to the ‘Project Overview’ screen. 
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3.3 Project Overview 

 

There are nine blocks to complete. You must complete Block 1: Funding Eligibility in order 

to proceed with your application. All other blocks can be completed in any order. Click on 

each block to access it and complete all sections before submitting your funding bid.  

NOTE - on every block you will need to click   at the top right of the screen in 

order to input or amend information. 

Click   to save the information you have entered and return to the ‘Project 

Overview’ screen.  

Optional questions are flagged and all the others are mandatory. You may save a project at 

any time and return to it later. If a mandatory field has not been completed, the system will 

allow you to continue but you will not be able to submit a project until all the blocks show 

as   
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3.4 Block 1 – Funding Eligibility  

 

You must confirm that your project is eligible for funding in order to proceed with the 

application. To be eligible your organisation must be:  

-A Further Education college or approved training organisation that is on the Register of 

Approved Training Providers and / or Register of Apprenticeship Training Providers  

AND 

In receipt of funding from the Education and Skills Funding Agency (ESFA) to deliver 

education and training in 2017/18 and/or expects to hold a contract in future years 

Please click on the relevant nature of tenure applicable to the site of works.  

3.5 Block 2: Project Details  
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The project’s title can be edited here if required.  

 

Enter a brief project description of no more than 1000 characters. This is mandatory and 

must be completed. Your project will not be valid without this field completed. 

Enter the address of the project and confirm the main contact and email address. (Please 

note that when you enter the organisation’s name this will auto populate the main contact 

name and email address with your details. If you are creating the project on somebody 

else’s behalf please ensure to update these details accordingly).  

Enter a planning reference number if it is relevant.  

Click  to return to the ‘Project Overview’ screen. 

3.6 Block 3: Further Eligibility Details 
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Complete the first text box. If your application is for a small project you are required to 

complete the second text box. If your application is equipment only, please input ‘N/A’ into 

the second text box in order to proceed.  

You must confirm that your project is state aid compliant in order to proceed with the 

application.  

Select a planning status from the drop down list. If your project/equipment does not 

require a planning application please select ‘not required’ from the drop down list. 

3.7 Block 4: Strategic Fit with Priorities 

 

Please complete both text boxes and please ensure that you carefully read the Small 

Projects and Equipment Fund Application guidance and the Skills for Londoners Capital 

https://www.london.gov.uk/sites/default/files/small_projects_and_equipment_fund_guidance_v2_0.pdf
https://www.london.gov.uk/sites/default/files/small_projects_and_equipment_fund_guidance_v2_0.pdf
https://www.london.gov.uk/sites/default/files/sfl_capital_fund_prospectus_2017.pdf
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Fund Prospectus, where you will find detailed information on the fund’s priorities and the 

wider benefits of ‘Making Better Places, Empowering London’s People and Growing 

Prosperity’. 

Remember to click  to save your answers and continue to the next block. 

 

3.8 Block 5: Cost and Expenditure Details  

 

 

 

 

Please enter the project’s/equipment costs in the first box followed by selecting from the 

drop down list what is the basis for the cost you have given.  

Please then complete the same for the project’s fees. If your application is for equipment 

only, you may not incur such fees. If this is the case please input £0 for fees and in the 

following box select ‘Not Applicable’.  

Please then input the total project cost followed by the total amount that you are 

requesting from the Small Projects and Equipment Fund. Applicants can request from 

£25,000 up to £250,000. 

The funding requested ratio should be input as a percentage and is the amount being 

requested from the Small Projects and Equipment fund as a percentage of the total cost. 

E.g. if the total cost of the project is £400,000 and you are requesting £100,000 the funding 

requested ratio is 25%. 

 

https://www.london.gov.uk/sites/default/files/sfl_capital_fund_prospectus_2017.pdf


 
V.2  26 

 

Match funding              

            

            

            

       

 

 

As specified in the Small Projects and Equipment fund guidance on page 5 applicants can 

request from £25,000 up to £250,000. Applicants must demonstrate an ability to provide 1:1 

match funding to grant (meaning for every £1 grant requested an additional £1 should be 

invested from other sources) 

Please input from whom you have secured match funding and what kind of funding this is, 

e.g. loan, grant funding etc. 

Please upload evidence of your match funding. The format for evidence should be signed 

letters of support on organisational headed paper specifying that match funding has been 

agreed and the amount.  

If match funding has not yet been secured, please specify what stage match funding 

discussions are at and with which organisations, in the match funding source textbox.  

If assets are being disposed of to raise match funding please explain and attach evidence of 

valuation. 

 

Small Projects and Equipment funding is strictly capital only funding. 

 

 

https://www.london.gov.uk/sites/default/files/small_projects_and_equipment_fund_guidance_v2_0.pdf
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You must confirm by clicking ‘yes’ that your request is for capital only funding. You will not 

be able to proceed otherwise.  

Please then describe the options analyses undertaken in developing this project/equipment 

proposal. Please refer to page 6 of the Small Projects and Equipment Fund application 

guidance and page for information on why an options analysis is requested. 

 3.9 Block 6: Finance and quality details 

 

Please complete both text boxes. If your organisation does not undergo Ofsted 

inspections/reports please specify in the second text box.  

3.10 Block 7: Outputs  

 

 

 

As specified on page 8 of the Small Projects and Equipment fund application guidance a 

strong emphasis is placed on assessing and measuring the impact and benefits of 

https://www.london.gov.uk/sites/default/files/small_projects_and_equipment_fund_guidance_v2_0.pdf
https://www.london.gov.uk/sites/default/files/small_projects_and_equipment_fund_guidance_v2_0.pdf
https://www.london.gov.uk/sites/default/files/small_projects_and_equipment_fund_guidance_v2_0.pdf


 
V.2  28 

 

investments. Applicants will need to identify the outputs and benefits that their project 

and/or equipment purchase will deliver.  

In the table provided please add outputs by completing all fields and choosing the relevant 

selections from the drop down lists. The last column must specify a numerical output. E.g. if 

the output is ‘jobs created’ there must be a number allocated to this output e.g. 5 jobs 

created. 

Outputs should be completed for three years and will be included in the grant agreement 

should the applicant be successful.   To complete years 2 and 3 please click on the drop-

down button and select the financial year i.e. 2018-19 from the list of. 

3.11 Block 8: Risks and Project issues  

 

 

 

Add an overall project risk rating and an explanation of this risk(s). 

 

3.12 Block 9: Milestones  
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Please input a date for when each of the five specified milestones will be completed using a 

dd/mm/yyyy format. The status column will show whether the date is actual or forecast 

based on whether the date is in the past or the future. 
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4 
Submitting your 

application  
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4.1 Once you have completed all sections in all blocks and clicked  on all 

blocks you should return to the ‘Project Overview’ screen. This screen should now show 

for all blocks. If any blocks are showing up as incomplete you will 

need to revisit these blocks and ensure that all text boxes, tables, drop down lists etc. have 

been completed. Where dates are required, please ensure that you have input dates in the 

correct format (dd/mm/yyyy).  

4.2 Submit a Project 

Click  to submit your funding bid. 

Once bidding has closed you will not be able to make changes to your project until the 

GLA has made a funding decision. To withdraw or amend a project to make changes before 

the bidding deadline of 2nd October 2017 (at 2pm), click  . Once you have 

made the changes, remember to click   

You will see that the status of your application changes from ‘draft’ to ‘submitted’ so please 

be sure to check this once you have clicked submit project. 
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5. Glossary of key terms 

All definitions in this Glossary are for the purposes of the Skills for Londoners: Small Projects 

and Equipment Fund 2017. 

 

The definitions below are to assist with data entry only and do not supersede or take 

precedence over terms defined in existing funding contracts.  For legal definitions, providers 

should to refer to those documents.  

 

 Term Definition 

BREEAM Building Research Establishment Environmental Assessment 

Method. 

An established method of assessing, rating and certifying 

sustainability of buildings. 

Capital only funding Funding for buying land, buildings, equipment, all of which will 

contribute to providing a service. This fund excludes revenue 

funding (overheads, running costs, salaries etc). 

Funding requested ratio This is expressed as a percentage. To calculate the funding 

request ratio, divide the total being requested from the Small 

Projects Fund by the total project/equipment cost and multiply 

by 100. 

Match funding  A way of maximising your investment by seeking funding from 

other organisations to grow your funding amount. Match 

funding can be monetary or in kind support such as free 

consultancy to support the project. 

Organisation Administrator A GLA-OPS user responsible for updating the organisation 

details, approving and maintaining new and existing users and 

creating consortiums and partnerships (if relevant). The 

Organisation Administrator uses the Organisation menu in GLA-

OPS. There should be a minimum of two Organisation 

Administrators per Organisation.    



 

 Term Definition 

Outputs Results achieved directly as result of investment, e.g. new jobs 

created, learners supported etc. Outputs should be tangible 

and measurable. 

Partner Any external organisation working with the lead organisation. 

Partnership A housing partnership such as a parent company with one or 

more subsidiary organisations within its control. A partnership 

is different to a consortium; please see above for this definition.  

Project Editor A GLA-OPS user responsible for inputting and processing 

projects (including submitting). 

State Aid  State aid is any advantage granted by public authorities 

through state resources on a selective basis to any 

organisations that could potentially distort competition and 

trade in the European Union (EU) 

Tenure The terms upon which a unit is sold or let and occupied.  

Total Costs The total cost of delivering the project/equipment  

User A person who is authorised to use the GLA-OPS system. 

 


