Help Guide for Applicants

B SmartyGrants

Software & data science for revolutionary grantmakers

SmartyGrants provides an easy way for grant seekers to complete their application form online. This guide will explain the essential steps you
need to take to complete and submit your form.

Some of the features of SmartyGrants are:
e You can save your progress and return to complete your application at a later time or date;
e Your application is stored online, therefore there is nothing for you to save to your own computer, and;

e You can be certain that a grantmaker has received your application when you submit it.

l“ SmartyFile

Store it; Shore it; Use it

This feature is relevant to Australia and New Zealand applicants only.

In addition, you have the option to create a SmartyFile profile for your organisation.

SmartyFile allows organisations to collaborate with team members, pre-fill information into forms and manage, view, search and sort
submissions across multiple funders in one spot.

To learn more go to applicanthelp.smartygrants.com.au/smartyfile

Download a PDF copy of this guide here.
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Step 1 - View and Navigate the application form
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View the Form When you first access SmartyGrants you will be directed to the Grantmaker's (funders) applicant homepage.
Here you will see all of the rounds that the Grantmaker has either currently available or upcoming.

—
City of Clive

Current Rounds

Small Grant Applications 2022

Submissions are now open.
Submissions close 5:00PM 16 December 2022 (AEDT).
Find out more about Small Grant Applications 2022

Upcoming Rounds

A Greener Future - 2023

Submissions for the A Greener Future - Sustainability Applications 2023 will open at 23 January 2023 (AEDT).
Submissions close 5:00PM 24 March 2023 (AEDT)
Find out more.

Clicking on the round's link will take you to the application form. You have the following options: Start a
submission, Preview the form or Download preview form (provides a PDF version).

- -
Small Grant Applications 2022
Starta Preview . Download
submission N the form preview form
ibr being accepted. Submissions close at 5:00PM 16 December 2022 (AEDT).

Small Grant Applications 2022

Fill Out This is a preview of the Small Grants Application 2022 form. When
Now you're ready to apply, click Fill Out Now to begin.

R

1. Contact Details

2. Project Information Before you Begin...

3. Budget Welcome to the Sesame Council online grant application service, powered by SmartyGrants.

4 Miestones You may begin anywhere in this application form. Please ensure you save as you go.

Note: You can't fill out the form while in preview mode. In order to complete the form you need to complete Step 2.

Navigate You can navigate through the application form either by clicking on buttons above the form to move between
individual pages.

& Provious Page Savoand Closo NextPags >

You can also use the navigation panel to jump to a specific page.

Form Navigation

1. Contact Details

2. Project Information
3. Budget

4. Milestones

5. Declaration

Review and Submit

Step 2 - Apply and register



Apply When you are ready to start your application, simply click on the Fill Out Now or Start a submission button

Small Grant Applications 2022

Fill Out | This is a preview of the Small Grants Application 2022 form. When
Now you're ready to apply, click Fill Out Now to begin.

Close

Login and
Register Login or Register

Afree account is required to make an online submission.

Registration gives you secure access to your forms, allowing you to save your progress and resume later.

In order to make an online submission you will need to register as a user (this is a free user account).
Registration gives you secure access to your forms, allowing you to save your progress and resume later.

Once you have registered an account, you will use the same username and password for any additional applications
you may create in the future by any grantmaker using SmartyGrants to manage their funding.

@® Handy Tip!
A handy tip is to take note of the web link (URL) / pathway you are using for your application. Each
grantmaker has a unigue link for their site. You might even like to "Bookmark" the link or add the link as a
"Favourite" within your interet browser. This can be particularly helpful if you intend on creating multiple
applications across multiple grantmakers.

For New Accounts

Registration

Please register as a new user. If you already have a SmartyGrants or SmartyFile login, you can log in here.

‘Your Name:

Organisation:
Optonal

Email Address:

Confirm Email:
Ro-onter

Your password must:
« include at least 8 characters
+ include uppercase letters

+ include lowercase letters.
« include a non-alphanumeric character i.e., a symbol)

Password:

Confirm Password:

If you do not have an account you will need to provide your details and create a password. Click on Register.
Once you have clicked Register an activation email will be sent to the registered email address.
Your will find an email from 'service@smartygrants.com.au', click on the link to activate your account.

If you do not receive an email, please check your SPAM email folder.

For Existing Accounts

Email:

[yourname@example.com |

Password:

Forgotten your password?

By clicking Log In you agree to Our Community's
Privacy Policy and Terms of Use.




Simply fill in your login details and you will be directed to the Grantmaker's available rounds page.

Have you forgotten your password? Click on the 'Forgotten your password?' link. This will ask you to insert your
username (email address), following which an email with a reset password link will be sent. Click on the link and you
will be prompted to set a new password.

“ SmartyFile

Store it; Shcre it; Use it

SmartyFile is an additional tool for grant seekers. Once registered with SmartyGrants, you can create a SmartyFile

profile for your organisation.

A

SmartyFile profile allows you to:
Login to SmartyFile and any sites powered by SmartyGrants.
Collaborate with other team members on SmartyGrants submissions.
Set up multiple team members as users for your organisation with different access levels.
Automatically pre-fill your organisational and contact information into SmartyGrants forms.

Manage, view, search and sort submissions across multiple funders in one spot.

Go to app.smartyfile.com.au and use your SmartyGrants user detalls to login.

*Please note that an ABN/NZBN is required to create an organisation profile.

For help and further information on SmartyFile please go to applicanthelp.smartygrants.com.au/smartyfile

Step 3 - Fill out the application form

Save Progress

It is highly recommended that you click Save Progress every 10 to 15 minutes when you are filing out a form. The
form will also automatically save when you move from one page to the next.

& Previous Page Save and Close NextPage —

When you are logged in, there is a limit to the time of your ‘session’ duration. For example, if you leave your
computer idle for a length of time without saving your work, and then retum, the session duration may have ended

(or been timed-out).

Logout timer: 20 Minutes

What activities will reset the logout timer after you are logged in?
¢ Navigating between pages of the form

e Saving

What happens if the timer expires (reaches 0)?

You will be shown a login option again. If you successfully enter your login details you will be returned to the page
you were viewing.

Please note: If you were filling out a form, we attempt to retain any changes you have made, so you can continue
working on the form after you log back in. To avoid losing your work we recommend that you Save Progress
regularly.


https://smartygrants.com.au/
https://app.smartyfile.com.au/
https://applicanthelp.smartygrants.com.au/smartyfile

Elements of the
page

Fill in the form

Attaching files

The following elements can be found on the application form.

Page Buttons

Using these buttons allows you to navigate between the different pages of a form. You can also Save your progress,
or Save and Close your form, in order to retumn to it at a later time or date.

Note: Your application form is saved every time you navigate between pages.

Navigation Panel
You can quickly jump to various pages in the form using the form navigation panel.

Form Navigation

1. Contact Details

2. Project Information
3. Budget

4. Milestones

5. Declaration

Review and Submit

Form Questions/Fields
Provide responses to the form questions/fields.

Current Rounds Page

At any time you can return to the grant round homepage by clicking on the 'Current Rounds' link/button on the
top right hand side of the page.

Small Grant Applications 2022 — SG0001

You can now complete the application form by providing the required responses.

If you are a member of an organisation that has a SmartyFile profile, you will be prompted with the question: On
whose behalf are you making this submisson”? This gives you the option to select a SmartyFile organisation you are
a member of, or the option of on behalf of an individual or Other, for example, a partner or group that may not have a
SmartyFile profile. You can then complete the form.

If you are completing the form on behalf of an organisation that has a SmartyFile profile, you will have the option to
pre-fill the organisation contact information and bank details, when clicking into a pre-fillable field. If you have logged
into SmartyFile and completed your ‘My Profile” detalils, they will also be available for pre-fill.

If you are not a member of a SmartyFile organisation your are brought to page 1 of the form and can begin.

Applicant
O Indiidual ® Organisation €43

) &7

If you are attaching files, you need to allow for sufficient times for the file to be uploaded to the page. You should not
navigate to another page until the file has been successfully attached, otherwise the file upload will be cancelled.

Please Note: There is a maximum file limit of 25 megabytes. However, it is strongly recommended you try to keep
fles under 5 megabytes.


https://app.smartyfile.com.au/

For a full list of supported file types click here.

To attach a file you will be given a 'Choose files' option or a 'Browse..." option (dependent on the browser you are
using). Click on either of these options, select the file you wish to attach.

Financial Statement

Aitach a file: [ Choose files | No file chosen

Financial Statement
Attach a file: Browse... | No files selected.

The file will begin to upload, when the upload is complete a link to the uploaded file will be available, along with the
option to remove the file.
Note: ensure that your file is named clearly.

Financial Statement
Atach a file: | Browse... | No files selected

Filename 2022-2023 Financial Statement.docx Remove
File size 1.6 kB

Save and Close If at any stage you wish to save your application and close it you can do so by clicking Save and Close.

& Previous Page | Save and Close | NextPage —

You can retumn to your application at any time prior to the closing date of the grant round and continue your
application, simply by logging back into your account per Step 2.

Once you log back in you can click on "My Submissions" - here you will find a listing of all applications you have
pegun to fill in and all that are completed.

p————— ==

Step 4 - Review and Submit

Review, addressing When you have completed the last page of the application form you can click Review and Submit in the
issues and Submit navigation panel.

Form Navigation

1. Contact Details

2. Project Information
3. Budget

4. Milestones

5. Declaration

Review and Submit



https://applicanthelp.smartygrants.com.au/applicant-faq's/#ApplicantFAQ's-Q:WhatfiletypescanIuploadintomyapplicationoracquittalforms?

This will allow you to Review the full application before confirming you would like to Submit. Any items that need to

be addressed, for example a required field that has been missed, will be highlighted in red, and you can navigate to
the relevant page to make any edits.

l Some changes to your application are required before it can be submitied. Check the highlighted items
and fix them before the application is submitted.

Applicant Admin Contact Primary Email
daisyexample.com
Must be an email address.

This response is not a valid email address.
|Go to page

You also have the option to download a PDF of the form to save or print.
*Note, when you Submit, you will receive a confirmation of submission email with a PDF of the submitted form

attached. You can also log back into SmartyGrants at any time and view your completed application. This will
appear under the My Submissions tab.

Review Form

Your form has not been submitted yet. Please review and correct any errors you find.
Click the when you's

‘This form must be submitted before 16 December 2022, 5:00pm Australian Eastern Daylight Time.

=
Form Navigation Contact Detalls

1. Contact Details

2 Froectiromaten

3. Budget

Welcome to the Sesame Council online grant application service, powered by

Important!

/A Once your form has been submitted, you are unable to make any changes. If you do require

changes to be made, you will need to contact the funder directly and enquire as to whether they can re-
open your form.

When you have reviewed your form and ready to submit, click Submit.

Step 5 - Confirmation

Confirmation of You will receive a confirmation message on screen that your application has been submitted and the funder has
Submission received your application. You will also receive a confirmation email with a PDF copy of your submission attached
(excluding file uploads - however, file names will still be shown for reference).

Thank you, your submission has been received.
Submission Number: SG0001

A copy of your submission has been sent to your email address. You can also return and log in to this site at any time to view or
download your submission. If you have any questions please contact us directly.

Optional - Submitting multiple applications

Start another Depending on the Grantmaker, you may be able to submit multiple submissions in the same grant round.
submission
To start another submission, you must return to the Current Rounds page, click on the Current Rounds
link/button in the top right hand cormer.

You will then be notified that you have already made a submission and be given the option to View Your
Submission, Start New Submission, Preview the form or Download preview form. Click on Start New
Submission o0 begin a new submission.



Small Grant Applications 2022

You have already made a submission. Click the View your submission icon to review what you subitted.

View Your S StartNew Preview = Download
N\ submission Submission N\ the form preview form

‘Submissions are now being accepted. Submissions close at B%QPM 16 December 2022 (AEDT).

Multiple Submissions  To view and access all of your submissions, you will need to be logged into your account on the grantmaker's
funding site and then click on My Submissions. Alternatively, you can log into app.smartyfile.com.au if you wish
o view or manage submissions across multiple grantmakers, in one place.

Logged in: e S s ———

Current Rounds

You can then choose which application you wish to access/continue, by clicking on the appropriate submission
link or by clicking on the drop down arrow (note, any additional form the funder requires you to complete will be
accessed the same way).

PRSTOR, . ........ | ... | ==

My Submissions

TIPS —— -

(Oured by Daisy Duks (ma) Oue 200pm, 31 Dec 2022 (AEDT)

Optional - Viewing / Saving / Printing applications

If you wish to save a copy or print your submission you will need to download a PDF version. There are a couple of ways to access the option
to download a PDF.

Forms in progress Simply click on Review and Submit in the form navigation panel. You wil then see a Download PDF button at
the top of the form.

Start by clicking on the Review and Submit link at the bottom of the navigation box.

Form Navigation

1. Contact Details

2. Project Information
3. Budget

4. Milestones

5. Declaration

Review and Submit

Forms submitted Once submitted, you will receive a confirmation of submission email with a PDF copy of your form attached.
Alteratively, you can login to the grantmaker's funding site and access the form under My Submissions (where
you can also search and sort submissions). Click on the relevant submission link, then click on the PDF icon if you
wish to download a copy. This includes finding any additional forms the Grantmaker may ask you to complete.

Logged in: Daisy Duke (daisy@exemple.com) UACTEUTEEIEN NEFYONE Current Rounds

My Submissions Undato Dot

Curent  Archived

Sortby Due Date I Search

MC00004 - Library After Dark *_ Inprogress =
Winter 2023

Ouned by Daisy Duke (me) Duo 2:00pm, 31 Dec 2022 (AEDT)

Community Grans 2023 @

“ SmartyFile

Store it; Share it; Use it

Note: If you wish to access submissions across multiple funders or share/collaborate with team members, you can
login to app.smartyfile.com.au. If you do not already have an organisation profile, you can create one and add team


https://app.smartyfile.com.au/
https://app.smartyfile.com.au/

Accessing additional
application
information

Accessing acquittals
or subsequent
forms

members. Click on My Submissions once logged in. For further information and help on functions available visit
applicanthelp.smartygrants.com.au/smartyfile

Information about an application can be viewed by clicking on the application ID number from the My Submissions
page.

This will show a pop-up with additional information. See an example below:

Application No.-ENV20006 *

Project Title  Reimag: Owner Abby Agpiicant (me)

Educ

Round

Shared with Applicant Reteach Emiro

Submitted 410pm, 06 Jun 2018

Total amount requested: $500.000.00

a0 o 3 e 10
— R

Last pdated on 2160m, 12 Sep 2023

¢ PDF - clicking this icon will download a PDF copy of the application.

¢ Stage - this may appear on certain applications where the grant funder wishes to communicate which stage
your application has reached within their process (e.g. assessment stage, approved etc.)

e Forms - all forms linked to the application will be listed here, starting with the application form.

Grant funders may add additional forms to your inftial grant application form, such as acquittals or milestone reports.
To view additional forms, you can either:

1. Select the small blue down arrow and then click on the name of the form you wish to access:

ENV20006 - Reimagine © Submitted, next form available =
R
A Greener Future-Sustainabilty Grants Total amount re quested: $500,
‘Sustainability Grants ‘Submitted 4:10pm, 06 Jun 2018 (AEST) © Submitted
‘Acquittal Environmental © Not Started

2. Click on the application ID to view a pop up with additional information about the application. Then click on the
relevant form name there:

Application No.-ENV20006

Owner ‘Abby Applicant (me)

S o -
-

e
premep———.

o roquested: $500,000.00

Lestopebtnd o 125 09 A 2023

Lastupdatedon 2160m, 12 Sep 2023

Optional - Request a Variation

Request a Variation

Certain applicants will have the option to request a variation form. If this is applicable to you, please select the down
arrow on the right hand side of your submission:


https://applicanthelp.smartygrants.com.au/smartyfile

OPENO0O0001 - Community project @ Submitted =

Owned by Abbie

As Submitted 12:30pm, 16 Nov 2023 (AEDT)
{!\“’!' Applicant
NS

COVERNENT Always Open Total amount requested: §

Then select Start a Variation request:
OPENO00001 - Community project © Submitted =

Owned by Abbie

24 Submitted 12:30pm, 16 Nov 2023 (AEDT)
. v .
(__.‘_’_) Applicant

Total amount requested: $10,000.00 —~

GWE“““E““! Always Open

Application Form Submitted 12:30pm, 16 Nov 2023(AEDT) @ Submitted

I Start a Variation request ] -

This will create a Variation request form for you to fill out and submit. The funder will then process your variation.

Optional - Update your account details or password

To update your name or change your password, head to the My Submissions page and click on Update My
Details

Update details

oy ] M

My Submissions

Change your email
address

Sortby Due Date RN Search
Advanced search

Edit Details

Your account Your password
Changes will be visible next time you log in.  Your password must:
Name: « include at least 8 characters

" + include uppercase lefters
Daisy Duke » include lowercase letters

o + include non-alphabetical characters
Organisation: + include numbers
« include a non-alphanumeric character
(i.e., a symbol)
Email address:
daisy@example.com Old password:
1f you need to change your email address,
contact service@smartygrants.com.au New password:
—
Confirm new password:

To change the email address associated with your account you will need to email service@smartygrants.com.au.
We will need any request to change an email address to be sent from the originally registered email

address.

Optional - Change owner of a submission

Update owner/user
of a submission

If you want access to update who the owner/user is of submissions you will need a SmartyFile organisation profile. If

you are an individual and not part of an organisation, you can contact the funder directly to request the change.

“ SmartyFile

Store it; Share it; Use it

If you do not already have an organisation profile, you can create one and add team members by heading to
app.smartyfile.com.au. Once you have added team members to your organisation profile (or your organisation’s
Administrator has), you may have access to change the owner on a submission. Navigate to My Submissions
and click on the hamburger icon on the relevant submission, you will see a Change owner option. This will then

give you a list of team members of your organisation that you can assign the submission to.


mailto:service@smartygrants.com.au
https://app.smartyfile.com.au/

® Submitted =

3| Archive

Share

Change owner

For further information and help on functions available visit applicanthelp.smartygrants.com.au/smartyfile

Optional - Share a submission

Share a submission If you want access to share submissions you will need a SmartyFile organisation profile.

I“ SmartyFile

Store it; Share it; Use it

If you do not already have an organisation profile, you can create one and add team members by heading to
app.smartyfile.com.au . Once you have added team members to your organisation profile (or your organisation’s
Administrator has), you may have access to share the submission with team members who have been given the
appropriate permission within your SmartyFile organsation. Navigate to My Submissions and click on the
hamburger icon on the relevant submission, you will see a Share option. This will then give you a list of team
members of your organisation that you can share the submission with,

® Submitted =

| Archive

Share

Change owner

For further information and help on functions available visit applicanthelp.smartygrants.com.au/smartyfile

Optional - Delete & Archive Submissions

Delete You have the ability to delete submissions with an ‘In progress’ status that you may have started in error.

This can be done when logged in to the funder’s applicant site or through SmartyFile (app.smartyfile.com.au) .
Once logged in via either site, click on My Submissions, and click on the hamburger icon on the relevant
submission.


https://applicanthelp.smartygrants.com.au/smartyfile
https://app.smartyfile.com.au/
https://applicanthelp.smartygrants.com.au/smartyfile
https://app.smartyfile.com.au/

Archive/Unarchive

Click on the Delete option.
Important!

The submission will be permanently deleted, you can't undo deletion. If you wish to proceed click on the red
Delete button.

INn progress

L Archive

Delete

Share

Change owner

Delete Submission

Are you sure you want to delete Application No.
SG00038?7
The application will be permanently deleted. You can't

undo this action.

You can archive a submission that you no longer want to see on the default (current) view tab. You may want to
do this for any past submissions that are completed and have no further action required (such as reporting
back to the funder). Note that archived submissions can always be reactivated to the current tab if needed.

This can be done when logged in to the funder’s applicant site or through SmartyFile (app.smartyfile.com.au) .
Once logged in via either site, click on My Submissions, and click on the hamburger icon on the relevant
submission.

Click on the ‘Archive’ option:

@ Submitted =
0 Archive

i Assign to org

To Unarchive, click on the ‘Archived’ tab under my submissions. Click on the hamburger icon next to the
relevant submission and select ‘Unarchive’.

My Submissions Updato Dotals

Sort by Due Date B J Search

Advanced search

$G1700002 - Safe Street Kitchen Our Community Pty Ltd ° SHM.‘E@
‘Owned by Daisy Duke (me) Submitied 11:41am, ¢ Unarchive

‘Small Grants 2021 Total amount requested: $10,000.00 ~

Showing 1 submission


https://app.smartyfile.com.au/

FAQ's

For a full list of frequently asked questions please visit applicanthelp.smartygrants.com.au/applicant-fag's .


https://applicanthelp.smartygrants.com.au/applicant-faq%27s/

