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Section 1 — SmartyGrants

Introduction

| SmartyGrants

Software b data science for revolutionary grantmakers

SmaftyGrants 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:

You can save your progress and return to complete your application at a later
time or date;

Your application is stored online, therefore there is nothing for you to save to
your own computer, and;

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

Latrobe City Council’s Grant Information

You can access all of Latrobe City Council’s grant information via the Latrobe City
Council website - https://www.latrobe.vic.gov.au/CommunityGrants

Registering for SmartyGrants

To apply for funding, you must be registered in SmartyGrants. To register, follow the
below steps:

1.

Go to the following link - https://latrobe.smartygrants.com.au/applicant/login

2. Click on the register here button.

Register

If you haven't registered or started filling in a form

You will be asked to enter the following details:

e Your Name

¢ Organisation

e Email address

e Password

Once you have entered these details, click on register. You will be sent 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.

3|Page



Accessing Latrobe City Council’'s SmartyGrants

1. You can access Latrobe City Council’s SmartyGrants page via the following
link - https://latrobe.smartygrants.com.au/applicant/login

2. When you access SmartyGrants via the Latrobe City Council website you will
be directed to Latrobe City Council’s log in page.

3. Once on the log in page, enter your email address and password to log in.

Log In

Email:

ICa itlan_ponton@latrobe.vic.gov.au ‘

Password:

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

4. Once logged in, you will be taken to the following page:

-0gded i caiuall Foinon (LdiudilL Fonon@iduove.vic.gyov.du) vy Sut

Latrobe City Council
Current Rounds
2024/25 Biodiversity on Rural Land Grant
Submissions are now open

Submissions close 4:00PM 8 August 2024 (AEST)

Find out more about 2024/25 Biodiversity on Rural Land Grant

2024/25 DREAM Individual Support Grant

Submissions are now open
Submissions close mldnlgnt 30 June 2025 (AE
Find out more abou REAM Individual ¢ \ t Grant

2024/25 Participation Sponsorship

Submissions are now open
Submissions close 11 OOPM 30 June 2025 \ T)

Find out Im ticipa nsorshif
2024/25 Quick Response Grant - Round 1
Submissions are now open

Submissions close 4 OOPH 14 August 2024 (AEST)

Find out m uick Response Grant - Round 1

Weed Control Grant

Submissions are now open

Submissions close mldnlgnt 30 March 202:; (AEDT)
Find out more about Weed Control Gran

5. This page shows all the current grants that Latrobe City has open. Clicking on
the round's link will take you to the application form. You have the following
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options: Start a submission, Preview the form or Download preview
form (provides a PDF version).

Not logged in. m Current Rounds

Small Grant Applications 2022

Starta Preview =+ Download
submission AN the form preview form

Submissions are now 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.

irn
—

1. Contact Details

Before you Begin...

2. Project Information

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

4. Milestones . . . e e —~

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

6. If you would like to access an application you have already commenced, click
on the My Submissions button at the top of the page next to your email
address.

Logged in: Caitlan Ponton (Caitlan.Ponton@latrobe.vic.gov.g Out

7. Once you click on My Submissions you will be taken to a list of all the
submissions you have commenced or previously submitted.

8. To continue an application, click on the application ID number and continue
your application.

Fill out the Application Form

Save Progress

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

|
& Previous Page || Save and Close Next Page —
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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 return, 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.

Elements of the Page
The following elements can be found on the application form.

1. 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, to
return to it at a later time or date.
Note: Your application form is saved every time you navigate between pages.

[
& Previous Page Save and Close Next Page — ‘

2. 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

3. Form Questions/Fields
Provide responses to the form questions/fields.
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4. Current Rounds Page
At any time, you can return to the grant round homepage by clicking on
the 'Current Rounds' button on the top right-hand side of the page.

Logged in M${MJ;M Log Out
o I

Small Grant Applications 2022 — SG0001

Fill in the Form

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

Attaching Files

1. 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.

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

3. For a full list of supported file types click here.

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

5. 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
Attach a file: Browse... No files selected.

Filename 2022-2023 Financial Statement.docx Remove
File size 11.6 kB

Save and Close

1. If at any stage, you wish to save your application and close it you can do so
by clicking Save and Close.
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‘ & Previous Page I Save and Close Next Page —

2. You can return 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.

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

Logged in: Caitlan Ponton (Caitlan.Ponton@latrobe.vic.gov. Out

Review and Submit
Review, Addressing Issues and Submit

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

Form Navigation

1. Contact Details

2. Project Information

3. Budget

4. Milestones

5. Declaration /
Review and Submit |

2. This will allow you to Review the full application before confirming you would
like to Submit.

3. 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.

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

This response is not a valid email address.
Go to page
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4. You also have the option to download a PDF of the form to save or print.

5. 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 Submit button when you're ready to submit this form.
This form must be d before 16 D 2022, 5:00pm Australian Eastern Daylight Time.

& Previous Page ‘ Download PDF Save and Close

‘ Form Navigation Contact Details

1. Contact Details
2. Project Information Before you Begin...

3. Budget

Welcome to the Sesame Council online arant aoplication service. powered bv SmartvGrants.

Submit -

Important!

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.

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

Confirmation

Confirmation of Submission

1. You will receive a confirmation message on screen that your application has
been submitted and the funder has 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.

Current Rounds
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Start Another Submission

1. To view and access all your submissions, you will need to be logged into your
account on the grantmaker's funding site and then click on My Submissions.

2. Alternatively, you can log into app.smartyfile.com.au if you wish to view or
manage submissions across multiple grantmakers, in one place.

3. You can then choose which application you wish to access, 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).

My Submissions Jodate Detais

Sort by Due Date ¥ Y

Library After Dark Winter 2023 n progress =

Owned by Daisy Duke (me) Due 2:00pm, 31 Dec 2022 (AEDT)

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
1. Simply click on Review and Submit in the form navigation panel. You will

then see a Download PDF button at the top of the form.

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

1. Contact Details

2. Project Information
3. Budget

4. Milestones

5. Declaration

-

Review and Submit

Forms Submitted

1. Once submitted, you will receive a confirmation of submission email with a
PDF copy of your form attached.

2. Alternatively, 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.

My Submissions

Sort by Due Date :

MC00004 - Library After Dark

Winter 2023
Owned by Daisy Duke (me) Due 2:00pm, 31 Dec 2022 (AEDT)

mmunity Grants 2023

|“ SmartyFile

Storeit: 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 members. Click

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

Accessing Additional Application Information

1. Information about an application can be viewed by clicking on the application
ID number from the My Submissions page.
2. This will show a pop-up with additional information. See an example below:
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Application No.-ENV20006 *

Project Title Reimagine Environmental Owner Abby Applicant (me)
Education
Round A Greener Future - Sustainability
Grants 2020
Shared with Not shared Applicant Reteach Enviro
[ Stage Approved ]
— ® Submited

Submitted 4:10pm, 06 Jun 2018

Total amount requested: $500,000.00

Last updated on 11:26am, 09 Aug 2023 ~

Last updated on 2:16pm, 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.)

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

Accessing Acquittals or Subsequent Forms

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

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

ENV20006 - Reimagine © Submitted, next form availabl

Owned by Abby Applicant

A Greener Future - Sustainability Grants Total amount requested: $500,000.

2020

Sustainability Grants - Submitted 4:10pm, 06 Jun 2018 (AEST) © Submitted
Acquittal Environmental - © Not Started
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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 %
Project Title Reimagine Environmental Owner Abby Applicant (me)
Education
Round A Greener Future - Sustainability
Grants 2020
Shared with Not shared Applicant Reteach Enviro
Stage Approved
© Submitted

Submitted 4:10pm, 06 Jun 2018
I Total amount requested: $500,000.00

Last updated on 11:26am, 09 Aug 2023

(omnerome )

Last updated on 2:16pm, 12 Sep 2023

© Not started

Update your Account Details or Password

Update Details

1. To update your name or change your password, head to the My

Submissions page and click on Update My Details

Logged in: = e NN T My Submissions

My Submissions

Current  Archived

Sort by Due Date 3 Search

Current Rounds

“‘ Siono & Sharo & Use

Advancad search

13|Page



Edit Details

Your account Your password
Changes will be visible next time you log in. Your password must:

+ include at least 8 characters
* include uppercase letters

Name:

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:
If you need to change your email address,

contact service@smartygrants.com.au New password:

Confirm new password:

Change Email Address

To change the email address associated with your account you will need to
email grants@latrobe.vic.gov.au.

Change Owner of Submission

Update Owner/User of a Submission

1.

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.
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6.

® Submitted =

| Archive

Share

Change owner

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

Share a Submission

Share a Submission

1.

6.

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

[§) SmartyFiie

e it Clamre

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 organisation.

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 on functions available
visit applicanthelp.smartygrants.com.au/smartyfile
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Delete and Archive Submissions

Delete

1. You can delete submissions with an ‘In progress’ status that you may have
started in error.

2. 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.

3. 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.

In progress =
s Archive

Delete

Share

Change owner

Delete Submission

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

undo this action.

Archive/Unarchive

1. 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.

2. 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,

16|Page



click on My Submissions, and click on the hamburger icon on the relevant

submission.
3. Click on the Archive option:

© Submitted =

)i Archive

Assign to org

4. 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 Detats [} SmertyFle
Current Archived
Sort by Due Date LR R Search
Advanced search
SG1700002 - Safe Street Kitchen Our Community Pty Ltd @ Submitted
Owned by Dalsy Duke (me) Submitted 11:41am, 2 Unarchive
Small Grants 2021 Total amount requested: $10,000.00

No more submissions
Showing 1 submission

FAQ’s

1. For a full list of frequently asked questions please
visit applicanthelp.smartygrants.com.au/applicant-faq's
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Section 2 — SmartyFile

User Registration and Login

If you would like to set up a SmartyFile account and are already registered with
SmartyGrants, you will already have a login. To log in, head to
app.smartyfile.com.au

If you do not have a SmartyGrants account, to register for SmartyFile, head to
smartyfile.smartygrants.com.au/applicant/register.

l“ SmartyFile

Store it: Share it: Use it

Username

Password

Forgotten your password?
New to SmartyFile/SmartyGrants? Sign up here

By clicking Sign In you agree to Our Community's

Privacy Policy and Terms of Use.

Contact Resources More

service@smartyfile.com.au Help About SmartyFile

N ] ourcommunity.com.au
03 9320 6888 FAQs Copyright < / Where not-for-profits go for help

Privacy

Create your Organisation Profile
To create your organisation profile:

1. Click on New Organisation to create a profile.

18|Page



“ﬁ SmartyFile

Store it: Share it: Use it
My Profile | My Organisations | My Submissions Logged in as m

4 Organisation Name Role Submission Access Can Submit

You aren't part of any organisations yet.

If you would like to share and collaborate with your team members or colleagues, you can create an organisation below.

New Organisation

2. Enter the ABN of the organisation you wish to create and click on Lookup.

Create Organisation

Please enter the business registration number(ABN/NZBN) of the organisation you wish to register

If the ABN you have entered has been used, you have the option to request to ‘join’
one of the existing organisations OR create a new organisation profile. An ABN can
be used more than once to create an organisation profile.

3. Enter the name of your organisation.

Create Organisation

Please enter the business registration number(ABN/NZBN) of the organisation you wish to register

87 445 926 832 v Q Lookup

ABN Details

Registered name ABN status Registered for GST
JACANA CRICKET CLUB Active No

DGR endorsed Charity type ACNC registration
No - -

Location Tax concessions

VIC, 3047

Please enter a name for your organisation:

Important notes: By clicking ‘Create’, you will be the administrator of this organisation. As administrator, you will have authority to manage
the organisational profile, invite additional users and manage their permission levels. For further information on managing your
organisation and users, please visit our Help page.

4. Complete organisation details.
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These details can be auto filled into forms when completing submissions. Click on
the pencil icon to edit or add details:

« ABN details.

« Contact Details.

« Bank Accounts.

e Head of Organisation.
« Mission statement.

OrgHQ Jacana Cricket Club

Details Users Roles Security

Organisation Details ¢
Display name ABN
Jacana Cricket Club 87445926832

ABN Details

Registered name ABN status Registered for GST
JACANA CRICKET CLUB Active No

DGR endorsed Charity type ACNC registration
No - -

Location Tax concessions
VIC, 3047

Contact Details v

Address Email

Lorraine Cres, Broadmeadows, VIC, 3047, Australia (Creg cricketsecretary@example.com 9
Phone Website

031234 5678 () www.jacanacc.examplecom ZEEd

Bank Accounts »

Main Account: jacana CC Main 123456 / 987 6543

Head of Org ¢

First name Last name
Daisy Duke
Position

Chairperson

Email Phone

daisy@example.com ZEND 0422123456 DD

You can tag any of the sets of contact details as Primary, Postal, Office or Other.

Select Add another to add additional contact details.
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Contact Details

Address

Lorraine Cres, Broadmeadows, VIC, 3047, Australia - - 1®
Primary
Add another...
Postal
Email Office
cricketsecretary@example.com Other ®

Pre-Filling Organisation or Profile Information into
SmartyGrants Forms

You can pre-fill information from your organisation profile when completing a
submission using SmartyGrants. You will have the option to pre-fill the organisation
contact information and bank details, where requested, when clicking into a pre-
fillable field. If you have logged into SmartyFile and completed your ‘My Profile’
details, they will also be available for pre-fill. You can still manually update any field
that has been pre-filled if you need to.

Applicant Details

Applicant
O Individual © Organisation ~ Clear

Organisation Name K

M Prefill from SmartyFile...

Our Community Pty Ltd
Applicant Primary Address
Search i

Applicant Primary Phone Number

Must be an Australian phone number.

Applicant Primary Email

Must be an email address.

Additional Organisation Information

If you are not part of an organisation, you can pre-fill information from your profile as
an individual. If you have logged into SmartyFile and completed your ‘My Profile’
details, they will also be available for pre-fill. You can still manually update any field
that has been pre-filled if you need to.
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Individual Contacts

Applicant

Applicant Name
Title First name Last name

~] | [ |

Applicant Primary Address

|

M Prefill from SmartyfFile... -

Start typing_to search by name or address

Primary 552 Victoria St, North Melbourne, Victoria, 3051, Australia ~
Applicant Office Address

User Roles
There are five different levels of access that can be assigned to users:

e Administrator

e Author

o Contributor

e Viewer/Analyst

e Custom
The functions available to each role are outlined below. As an Administrator, when
assigning a role to a user, you can define their access levels and whether they have
permission to make submissions.

Administrators can create a custom role for their organisation if none of the default
roles suit. To create a custom role, toggle the function areas you wish to enable for
that role. They will appear green if that function is active.
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OrgHQ Jacana Cricket Club

Details Users Roles Security

Permissions Administrator Author Contributor Viewer / Analyst Custom “
Manage Organisation v < = = o
View Organisation Profile v v = 5 o
Create / Start Items 7 © . - ()
Edit Items “ ~ ~ v = L ]
View Items © @ @ v 7 ®
Submit Items @ 7 © - R ®

Notes on permissions:

Manage organisation: this includes permissions to manage organisation
profile and user access.

View organisation profile: This includes permissions to manage
organisation profile and user access.

Edit items: changing submission ownership/user is restricted to users with
Administrator roles.

View items: users with Create/Start and Edit Items permission
automatically have access to view submissions.

Submit items: this permission needs to be further configured on individual
user level. Go to Users tab and click Edit user to set this permission.

Add or Edit Users (Organisation Members)

To add or edit users, click on the users tab. This will list any users with access. An
Administrator has access to add/edit/remove users:

Remove a user by clicking on the X icon under ‘Actions’.

Edit a user by selecting the pencil icon under ‘Actions’.

Add a user by clicking on the Add User button. Enter the email address of
the user you wish to add and select the role you wish them to have (user
role access is outlined above). Select Add to complete adding the user.
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\
OrgHQ

Details Users Roles Security

Jacana Cricket Club

) . Submission Can .
4 Name Email Date Joined Role (1) Access (D) Subimit Actions
Daisy Duke daisy@example.com 18/01/2022 Administrator All © VZ4
Clicking on Add User opens the below dialogue box:
Add User x
Email chairperson@example.com

Please select a Role for the User

Administrator ‘

Manage Organisation ©

View Organisation Profile @) ©
Create / Start Items @) @)

Edit Items Al Limited ¢
View Items All Limited #
Submit Items Optional Yes s

(1) Limited - Access to submissions owned by, or shared with, the user
All - Access to all submissions within the organisation

(2) No - Cannot submit items on behalf of the organisation
Yes - Can submit items on behalf of the organisation

Contributor

l Viewer / Analyst

All/ Limited

All/ Limited

All/ Limited

My Profile

Each user who has a SmartyFile account also has a personal ‘My Profile’ section
where they can keep their contact details up to date. This information can then be

auto filled into application forms.

Select the pencil icon to edit or add contact information under the ‘My Profile’ tab.
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Ay Profile My Organisations My Submissions Logged in as Daisy w
Details Files

27N
Personal Details ,&/\J
First name ) Last name
Daisy

Username
daisy@example.com

Address Email

552 Victoria St, North Melbourne, Victoria, 3051, Australia daisy@example.com i

[ Primary other]

Phone Website

039320 6888 D www.smartygrantscom.au (IR
0411222000 X9

File Storage

Applicants with a SmartyFile profile will have the ability to upload and store files
either via their individual ‘My Profile’ or under any of their organisational profiles via a
Files tab. These centrally stored files can then easily be accessed by applicants
completing any attachment fields/questions in forms.

Users who have permission to manage an organisation have access to upload and
manage the files, whilst those with access to edit and submit submissions can
access the files when completing a form. Users can include a document expiry date
and are notified as documents are approaching expiration.

To upload a file, select the Files tab when in the ‘My Profile’ tab.

Ay Profile My Organisations My Submissions Logged in as Daisy

TN
Details (Files )
L

Personal Details ¢

First name Last name
Daisy

Username
daisy@example.com

Address Email

552 Victoria St, North Melbourne, Victoria, 3051, Australia daisy@example.com i

[ primary | [other]

Phone Website

039320 6888 (D www.smartygrants.com.au (LN
0411222000 0¥

Select the Add File button.
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My Profile My Organisations My Submissions Logged in as Daisy m

Details Files

Search:

File name Description Type Size Expiry Actions

There are no files stored. To store files click on the Add File button.
=N
Add File Total Storage: 0.0 B/ 2.0 GB

o

Select the file you would like to upload to SmartyFile from your device's file browser
by selecting the Browse button.

You can add an optional description and expiry date. Then to upload the file, select
the Add button.

Add File X

File size

Upload file

Description Optional

0 of 250 characters

Expiry date Optional

dd/mm/yyyy E

When filling out a form you can select a stored file or upload a new file. If a stored file is selected only the
file is made available to the funder.
Other attributes such as the description and expiry date will not be shared.

Once files have been uploaded into SmartyFile, you will have them as an option
when filling out a form. To do this, when filling out the form, select the Select stored
file button.
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Supporting Documents

‘ Upload current insurance documents
‘ Attach a file: { Upload new ﬁIeJ M\ Select stored file

Select the file you would like to upload from the available options by selecting the
check box to the left of the file name.

You can search for a file by the file name using the Search field in the top right.

If the file you are looking for is not shown, please confirm that it has been uploaded
correctly, and the expiry date (if set) has not passed.

Once you have selected the file you wish to upload into the form, select the Add to
form button.

Select stored file

By adding a file to your form only the file

) . Search:
attachment is made available to the funder.
File name Description Expiry date
Certificate of Currency 13/09/2024

Sept2023.pdf

Draft budget for the new building

project as of 20/11/2023. Refer to this

when filling out application. Confirm 30/11/2023
details before submitting anything as

this is subject to change.

Once the Add to form button has been selected, the file will have been uploaded.

0 Proposed
budget_20231120.xlIsx
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Supporting Becumentation

1. Supporting

Documentation Upload current insurance documents.

Review and Submit Attach afile: [ Upload new file ‘ [ M Select stored file I
Filename Certificate of Currency Sept2023.pdf [Remove|
File size 405kB

Save and Close Next Page

My Submissions

On the left-hand side of each submission, you will see a logo corresponding to the

relevant grant funder.

From here you can search, sort, archive, delete drafts, assign submissions to an
organisation, and access forms you have been asked to complete as part of a

submission.

To access forms, click on either the submission ID number, or the blue down arrow

on the right-hand side of a submission.

“ SmartyFile

Store it: Share it: Use it

My Profile My Organisations | My Submissions

My Submissions

Current Archived

Sort by Due Date ¢
CD00042

Farmville Council Owned by Eddie

w Example

Small Grants 2023

MHA2200002 - Bike race for mental health Eddie Pty Ltd
Regional NSW Owned by Eddie
AN _' Example
u§_‘l! Mental Health Awareness 2022

Logged in as Eddie Example Logout

Advanced search

In progress@

© Submitted =

Submitted 5:37pm, 17 May 2023 (AEST)
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Assign an Existing Application to one of your Organisations

If you have just created a SmartyFile profile for your organisation, you may have
historical applications that you would now like to assign to your organisation.

Click on My Submissions, select the submission you wish to assign, click on the
hamburger icon, and select Assign to org. Select the organisation and click on
Assign to confirm.

CDO00042 In prog res@

Farmville Council Owned by Eddie Archive

w Example Delete
Small Grants 2023
—

Clicking on Assign to org opens the below dialogue box:

Assign submission 00001 to an organisation *
Organisation to assign to this submission Filter by organisations where | can
Select option - @ Create
@ Edit

Our Community Pty Ltd

Goodtown Soccer Club

Jacana Cricket Club

Remove a Submission from an Organisation

Administrators can remove a submission from their organisation, this can be done by
selecting the hamburger icon on a submission and selecting Remove org. Once a
submission has been removed, the Owner becomes the user in control of that
submission.

form in progress =
Archive
Share

Change owner

Remove org
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Delete a Draft Submission
Applications that have a status of ‘In progress’ can be deleted.

1. Click on the hamburger icon next to the status and select Delete.

CDO00042 In progres
’ Farmville Council Owned by Eddie Archive
m Example Prme—
| —
Small Grants 2023
Assign to org

2. Confirming deletion means the application will be PERMANENTLY deleted and
unable to be retrieved. If you are sure, click Delete to confirm.

Delete Submission

Are you sure you want to delete Application No.
ENV20012?
The application will be permanently deleted. You can't

undo this action.

Archive a Submission

You can archive a submission that you no longer want to see on the default view tab.

You may want to do this for any past submissions that are completed and have no
further action required (such as approved acquittals). Note that archived
submissions can always be reactivated to the current tab if needed.

“‘_’ SmartyFile

Store it: Share it: Use it

My Profile My Organisations My Submissions Logged in as Jodie Shanks m

My Submissions

Current Archived

Sort by Due Date ] 1 ]

Advanced search

To Archive a Submission

1. Click on the hamburger icon next to the status and select Archive.
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CD00042 In progre
w Farmville Council Owned by Eddie —

Example Delete

Small Grants 2023
Assign to org

To Unarchive a Submission

1. Click on the Archived tab:

My Submissions
Current Archived

2. Click on the hamburger icon next to the status and select Unarchive.

CDO00042 In progress@
l Farmuille Council Ovmed by Eddie —

Example Delete
Small Grants 2023 ~

More Information

For addition features and in-depth instructions, visit:
https://applicanthelp.smartygrants.com.au/smartyfile/#SmartyFile-Filestorage
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Section 3 — GrantGuru

Registration and Login

Create a Free Account

To register for Grant Guru for free, you can do so by visiting the following link on
Latrobe City Councils website:

https://www.latrobe.vic.gov.au/Community/Grants Sponsorship and Awards/Grants/
Grants Finder

Latrobe City Council

LATROBE CITY
4 COUNCIL

Home Community City Property & Planning Council

Home Community Grants, Sponsorship and Awards Grants Grants Finder

Grants Finder

Grants Finder

Grants Gury

Register and Login
This will take you to the following page where you can register for an account:
https://grantguru.com/au/latrobe/reqgister

1. Click on the Register button

"~ Latrobeciy Latrobe City Grant Finder

|
Search 2,071 grants worth $68.7B

Search Grants R Quick list: COVID-19 Support

One place for all your grant needs

@, ® = Eid

Find Save Alerts Calendar Manage
Start searching through Easily create shortlists of Get alerts for new grants as. Get organised and allow Makes it easy to see what you
2,071 grants grants that look fab they enter the portal enough time to apply are applying for
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2. Enter your email address and select Next.

Who are you looking for grants for?

3. If you do not have an account, you will need to provide your details and create

a password.
4. Click on Next.

5. Once you have clicked Next an activation email will be sent to the registered

email address.

6. You will find an email from ‘grantguru@grantguru.com’, click on the link to

activate your account.

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

(]

Mobile

+61v M

7. Tick each of the boxes to agree to the Terms of Use and click Sign Up.
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Terms of Use !

Application

Personalise your Profile

Getting Familiar
Profile based grant search

Click on this tile to see the results of a grant search based on your profile. You can
change your profile in the Account area.

2102

GRANTS MATCH

Calendar
Select a month to see what open and closing dates are coming up soon!

CALENDAR

Datesiny

Workflow diagram

The workflow count is now an easier to read diagram to help you see where to focus
your efforts.
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WORKFLOW

e
ce
oO
ce
<

Recent alerts
If you have email alerts set up, you'll see the most recent ones we let you know
about here.

YOUR RECENT ALERTS

Profile Preferences
To edit your alert preferences click Alerts.

Dashboard Favourites Manage Lists Alerts

Here you can edit your alert preferences by adding or removing tiles that are relevant
to you.

To do this, click the three dots and the click Edit.

Alert Preferences
Titems
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Filter

In the Filter section, you can sort between Category, Activity, Industry, Sector and
Location.

To ensure that you receive alerts for grants of your interest, go through each list and
either click to highlight an item of interest, or click the ‘X’ next to the item to remove it
from your preferences.

Filter
¥ Category

A Activity

Once you have selected each of your preferences, don’t forget to click Save at the
bottom of the page.

Apply for Grants

Searching for Grants
You can type in key words into the search field to help navigate to a specific grant.

KEYWORD SEARCH
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Tips!

Don’t use a keyword if you can use a filter. Using a keyword means you might be
missing things relevant to you that use a similar, but different word. Use an
asterisk * as a wildcard character — for example a search for sustain*, you'll get
results that include 'sustainability’, 'sustainable’, 'sustained' and more.

Wow that’s a lot of grants! Choose a few more filters to refine your results.

Applying for Grants

Once you have found a grant and would like to see more information, click the small
blue square with the arrow which appears next to the program name.

This will show you the Overview of the grant.
100 Women Grants 2

Closing Information

Status P Closed 8 May 24 > 2 Max Funds

In Lists Owner Seeking Priority Stage Progress

Edit Minimise

You can click between the following tabs or scroll to the information you are looking
for.

Jumpto WhocanApply Main AssessmentCriteria Dates Downloads(2) Contact

Click on Add to My favourites, to come back to this grant at a later date.

ﬁ? Addto ( My favourites )

When you are ready to apply for a grant, you can either click on the administrator
link at the bottom of the page or click on the website link under the Contacts tab on
the right-hand side of the page.

This will take you to the direct website for the grant which you are applying for, where
you can follow prompts to ‘Apply Now’.
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Downloads

Please use these documents as a guide only - always get the latest direct from the administrator.

Contact

Administrator

Phone

Email

General Website Visit website
Program Website Visit website

More Information

For addition support, visit:
https://grantguru.atlassian.net/servicedesk/customer/portals
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