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How to start an online Seasonal Sporting Application 

To start an online Seasonal Sporting Application, go to Latrobe City Council’s website at 

www.latrobe.vic.gov.au and select ‘CITY’ tab and then select ‘Facilities and Venues’  and select 

‘Sports’. 

 

 

 

 

 

http://www.latrobe.vic.gov.au/
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How to start an online Seasonal Sporting Application (continued) 

Select ‘Sporting Grounds, Reserves and Facilities’. 

 

Then select ‘Outdoor Sporting Facility Season Applications’ 
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How to start an online Seasonal Sporting Application (continued) 

The online system is the same system as the Community Grants Program (SmartyGrants). If you have 

previously registered for an online Community Grants application, click on the ‘login’ link and use 

the same login as you did for the Community Grants. If this is your first online application with 

Latrobe City Council click on the ‘register’ link.  
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Registering your club for first time using SmartyGrants 

If this is the first time your club has submitted an online application using SmartyGrants, you are 

required to first register your club.  

Complete the fields below under the heading ‘Register’.  

Make sure you record the email address here and your nominated password. It is advisable to use an 

email dedicated to your club, rather than a club member’s private email.  

If necessary you can easily create a hotmail email address exclusively for your club.  

The password is case sensitive and must be entered exactly the same way each time you login.  

Share this information with other club members and store the login details in a safe place as you will 

need to use these details each time you login.  
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Login for clubs that are already registered in SmartyGrants  

If your club has previously submitted a Community Grant application online, you can login by 

entering the email address that was used when the Community Grant application was created, then 

enter the password that was used at that time.  

The password is case sensitive and must be entered exactly as it was inputted initially.  

If unsure of the email address that was previously used, contact Denise Whittaker on 5128 5482.  

Note: the email login can be changed upon request.  

If you’ve forgotten your password, click on the ‘Forgotten your password’ link. 
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Forgotten your password?  

This screen will appear when you press the link ‘Forgotten your password’  

Enter your email address in the field below and then press the ‘Reset Password’ tab. 
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Forgotten your password? (continued)  

This screen will appear next advising that you have received an email.  

The email provides you with a link to change your password.  

Go to your email and open it.  

 

This example of the automated email you will receive.  

Click on the link in the email and follow the screen instructions. 
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Forgotten your password? (continued)  

Enter your new password in the two fields below and press the ‘Reset Password’ tab.  

Remember to keep a copy of your new password for when you next login.  

The password is case sensitive for example if you input Latrobe2015 as your password you must 

input it this way each time you login.  

Note: If you input latrobe2015 or Latrobe 2015 or add a space before or after the password the 

system will not let you in.  
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Forgotten your password? (continued)  

After you have reset your password, you will automatically be logged in. A screen like this will 

appear.  

To view any previous applications and forms click on the ‘My Submissions’ link.  

To start a new application, click on the ‘Start New Submission’ link at the top of the page.  

To log out, click on the ‘Log Out’ link at the top of the page. 
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My Submissions  

This is an example of what you should see after you have clicked the ‘My Submissions’ link if you 

have previously started an application or submitted an application.  

To update your name or the organisation name, click on the ‘Update my Details’ link  

On this example, there are two applications that have not been submitted, they are partly 

completed.  

If an application has been submitted by your club, it will have a green tick in the box. You can view 

and print all previous applications and forms from this screen by clicking on the name of the form. 

 



 

 
11 |  P a g e

 

 

 

The Application Form – Page 1  

This is an example of part of the first page of the Seasonal Sporting Allocation application form.  

We require certain information about your club so please answer each question accurately.  

All questions with a red * are compulsory fields. If you don’t complete all of the compulsory fields, 

you won’t be able to submit your application.  

If you skip a question and press ‘save progress’, the skipped question will be highlighted in pink. You 

will then need to go back to that question and input an answer.  

Note: when you press the ‘Save Progress’ tab you are automatically taken to the top of the page. If 

the page is complete, then press the ‘Next Page’ tab.  
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The Application Form – Page 2  

You are required to read the information on this page and agree/disagree to the terms and 

conditions. You are also required to download a copy of the Logo Permission Form by clicking on the 

link. Both sides of the Logo Permission Form need to be completed and returned to our 

Communications Team.  
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The Application Form – Page 3  

The Sporting Reserves and Pavilion Licence is located on the Latrobe City Council web page. The link 

will take you to the web page. You will then need to open the document and read it. Then you will 

need to declare whether you have read and understood the licence or not read the licence.  
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The Application Form – Page 4  

The last page of our online application form is the Declaration page.  
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Ensure you read and understand the declaration then complete your details at the bottom of the 

page.  

 

 

 

 

 

Submitting your Application  

Once you have completed all the pages of the Application Form you are now ready to ‘Submit’ your 

application. Press the ‘Save Progress’ tab to save everything you’ve entered.  
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The ‘Submit’ tab will not be available until all the questions with a red asterisks have been answered 

(the tab will be greyed out).  

If any of the required questions are not answered they will be highlighted in pink and a message will 

appear at the top of your screen advising that some changes are required.  

Scroll down through each page of your application and complete these questions.  

After pressing the ‘Submit’ tab you will receive a notification as shown on the example below. 

 

 

 

 

 

You will also receive a confirmation email with a copy of your application attached.  
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Log Out 

If you wish to go back into your online account to view your application, press the ‘My Submissions’ 

tab.  

To log out, press the ‘Log Out’ tab.  
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If you log back in to your account the submitted form should not have a green tick which indicates 

the application has been submitted.  

You can open the application to view it or print it.  

Example: 
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Printing your Application 

If you open the application and wish to print it from here, click on the ‘Download PDF’ tab and print 

as a PDF document.  

Press the ‘Log Out’ tab when you wish to exit the form.  

Example: 

 


