SmartyFile:
A How-To Guide

SmartyFile is a central repository
that enables organisations to
create, manage, and contribute
to grant applications through a
dedicated account.
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SmartyFile is a central repository that allows you to record and store all grant application information in one place.
Much like having an individual Smarty Grants account, SmartyFile allows you to create an Organisation account.
This SmartyFile organisation account allows you to make, create and contribute to grant applications on behalf of an organisation.
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Why should | use SmartyFile?

Having a profile gives organisations the ability to:

+ See all of their applications across multiple Smarty Grants funders in one spot

« Pre-fill information into forms

« Securely collaborate and share forms

SmartyFile also helps to overcome common problems that grant applicants encounter.

Problem SmartyFile solution

Our grants writer originally completed applications. They are now
unavailable, and we need to access our past and current grants.

This situation can be avoided by having an organisation SmartyFile
account where multiple members are set up with access to the
grant submissions (see Administrators, user roles and access levels
on page 6).

The grant we are applying for requires a lot of different
documentation from across our organisation (e.g. financials,
certificates of currency)

Use the ‘Files’ function (see Files on page 8) to store your documents
in one location so that all organisation members can access them at
any time.

[ would like to find out which grants have been applied for in the past

Join the organisation’s SmartyFile account (see / want to join an
organisation that already exists in SmartyFile on page 5). You will
be able to view the grants history of the organisation.

There are multiple members of our organisation applying for grants
and it is hard to keep track of everything. We would prefer that only
certain members of the organisation have permission to submit an
application we are working on.

The ‘Administrator’ (see Administrators, user roles and access
levels on page 6)can ensure that all members of the organisation
applying for grants are added to the organisation account (see

I want to set up my organisation in SmartyFile on page 3). All
applications will then be viewable and accessible in one central
place. The permissions of these users can be assigned by an
‘Administrator’.

| plan to retire soon, and I'd like a new member to take over my role.

Add or promote the new member to an ‘Administrator’ role (see
Administrators, user roles and access levels on page 6) so they
have access to see and manage all current and past grants. They
can remove your profile from the organisation once you leave.

A funder has informed us that we have an overdue acquittal report.
The member of the organisation who originally submitted the
application is no longer with our organisation and we can't access
the acquittal report to complete it.

This situation can be avoided by having an organisation SmartyFile
account where multiple members are set up with access to the
grant submissions (see Administrators, user roles and access
levels on page 6). This ensures that current members can access the
submissions of previous members.
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Log in to SmartyFile

You will need a Smarty Grants account to log into SmartyFile.

1D0
have a Smarty Grants account

Visit app.smartyfile.com.au

Log in using your username and password.

I DON'T
have a Smarty Grants account

Visit
https.//smartyfile.smartygrants.com.au/applicant/register
to register.

l

You will receive a notification email advising that you
have created your Smarty Grants account and that
you may now log in to SmartyFile.

With your Smarty Grants account, you can now JOIN or CREATE your organisation’s SmartyFile profile.

To CREATE a SmartyFile profile for your organisation see I want to set up my organisation in SmartyFile on page 3.

To see if your organisation already has a SmartyFile profile and to JOIN their profile see I want to join an organisation that already exists in
SmartyFile on page 5.

| want to set up my organisation in SmartyFile

Click "My Organisations’. Click on ‘New Organisation’ to create a profile.

Enter the ABN of the organisation you wish to create and click on ‘Lookup’.
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Enter the name of your organisation.

Complete the organisation details.

NOTE: It is good governance for a community group to have a single, central email address (and related password) that more than one
committee member can access.

Why?
Share the load — more than one member can respond to emails.
Transparency — if all correspondence is handled within one inbox there is less risk of things to be overlooked.

Succession planning — when a key member leaves the organisation, the next person can take over the email address.

By setting up the organisation in SmartyFile, you are automatically the Administrator of the organisation. As Administrator, you will have
authority to:

Manage the organisation’s profile
Add additional users and administrators

Manage their permission levels

It is highly recommended that you assign an additional Administrator as a back up — in case you leave the organisation.

Learn more at Administrators, user roles and access levels on page 6.
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| want to join an organisation that already exists in SmartyFile

Click "My Organisations’. Click on ‘New Organisation’.

Enter the ABN of the organisation you wish to join and click on ‘Lookup’.

Select the organisation you wish to join.

A notification will be sent to the Administrator(s) requesting to join.
The Administrator will assign you a role.

Learn more at Administrators, user roles and access levels on page 6.
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Administrators, user roles and access levels

There are five different user roles that can be assigned to users:
e Administrator

e Author

e Contributor

e Viewer/Analyst

Custom

The functions available to each role are outlined below.

As an Administrator you can:
« Add new users

+ Manage the permissions and access levels of current users

+ Remove users

Administrators can create custom user roles by using the custom column. Buttons will appear green if a permission is active.

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 forms from funders who utilise Smarty Grants.

Select the pencil icon to edit or add contact information under the ‘My Profile” tab.
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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 (please see note below)

Delete drafts

Assign submissions to an organisation

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.

NOTE: We strongly recommend waiting until after you have submitted an acquittal report to archive a submission. If a submission is
archived, you will be unable to submit forms related to that submission.

Applicants with a SmartyFile profile have the ability to upload and store files in either their:
Individual profile ('My Profile’)

OR
Organisation profile

These centrally stored files can then easily be accessed by applicants completing any Smarty Grants forms. As seen below, the applicant can select
‘Select Stored file’ to input a document from ‘Files”:
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Accessing individual files Accessing organisation files

Select 'My Profile’ Select 'My Organisations'
Select Files' Select the organisation name
Select 'Files'

Examples of documents that could be stored so that they are ready for when you are completing an application include:
« Certificate of Incorporation
« Financial documentation

« Certificate of Currency

Maximum File Size (for an individual file) Maximum Storage available

25MB Each individual and organisation has 2GB storage

If this storage limit is reached, users will be able to delete any files that are no longer required.

Prefilling information
You can pre-fill information from your organisation profile when completing a submission through any funder using Smarty Grants.

You can still manually update any field that has been pre-filled if you need to.
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As an extra layer of security, you may require all users who belong to your organisation/s to use multi- factor authentication. To enable multi-factor
authentication:

Click on the “Security’ tab of your organisation (if you cannot see this tab, you don't have the permissions required to view it. Contact your
organisation Administrator).

Click ‘Enable Multi-Factor Authentication’ (it will be purple when enabled).

Click "Activate’.

Once initial activation is complete, users will be presented with the following screen upon every login:
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My access level has been updated in SmartyFile however there is no difference in what I can view or access.

Try logging out of SmartyFile and then logging back in. If you still cannot see the information that reflects your access level, please contact your
organisation Administrator.

What is my SmartyFile password?

Your SmartyFile password is the same as your normal Smarty Grants password.

How do I find out who my SmartyFile Administrators are?
If you have already been added to a SmartyFile organisation, but you are not sure who your SmartyFile Administrators are:
Go to: SmartyFile - Home (https.//www.smartyfile.com.auy/).
Log in using your usual Smarty Grants account username and password.
Click "My Organisations’ at the top of the page.
Click an organisation.

Click ‘Users” at the top of the page.

If you discover someone on your SmartyFile account who is not known to your organisation, is there a way to delete them?

If there is an unknown user attached to your organisation talk to your Administrator. Only Administrators can delete users.

Do I have to pay to use SmartyFile?

No. This is a free service.

My organisation does not have an Australian Business Number (ABN). Can I still set up my organisation in SmartyFile?

No. Organisations or individuals without an ABN are currently not able to create a SmartyFile organisation profile. A condition of application for
many funders includes having a current ABN.

Does Smarty Grants vet users who attempt to register an organisation in the system?

There is no approval or multiple-step process required to create a SmartyFile organisation profile. There is no authority that can verify whether
someone ‘belongs’ to an organisation or has authority to create an organisation profile. If there is an issue that arises where an Applicant believes
an organisation profile has been improperly acquired they should contact the SmartyFile Support Team (service@smartyfile.com.au).

What happens if the SmartyFile account Administrator leaves the organisation?

It is best if each organisation can have multiple Administrators. If an Administrator leaves the organisation, another Administrator can remove them
from the SmartyFile organisation account.

If all Administrators have left and are not able to be contacted to promote new Administrators, you will need to contact the SmartyFile Support
Team (service@smartyfile.com.au) to formally request changes to the organisation Administrator.

Are Archived applications still visible/accessible to funders?

Yes. Archiving an application just moves it to a different list in SmartyFile. It has no effect at the funders end.

Need technical support or help with managing your account?

Phone: +61 3 9320 6888 m
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