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About this User Manual

Who this Manual is for

This is an Applicant manual. It will help you to navigate SmartSimple, the system we use to
administer grants, and submit your application/s.

What it will help you do
This manual will take you through the process of applying for a grant with Maudsley Charity.

The grants team at Maudsley Charity will register you with SmartSimple so you can create, submit and
track your application.

You will receive an email from the Charity with your SmartSimple username and password.

To complete your application, you will need the following:

» Call documents

» Project details and summary

« Budget summary and

spreadsheet Project plan
documentation

Any relevant supporting documentation.

Key
The symbols below are used in this document.
@ Important note
E Email triggered in
workflow.
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Apply for a grant with Maudsley Charity

1. Login to your SmartSimple account for the first time

*  Open the Welcome email from the Charity, click on the link in the email to take you to

the SmartSimple website.

?

Welcome: Maudsley User information imbes »

noreply@maudsleycharity.org

K tome -

Dear TEST-OBAIDA 2,

2,56 PM (0 minutes ayo) i -

You have been registared in Maudsiey Chanty's grants management systam, Your user name is okotainy@gmail.com and your temporary password i BPFIOBBFI

Please click the link below, log into the system and change your password following the prompts given. We recommend saving this link as a website favorite for future use.

s dmeudsleycharity. smansimple. e

Yours sincerély,

* Enter the username and password from the Maudsley Charity email. Login.

Welcome to the Maudsley Charity Grants Management

system

This is the portal for all onfine communications regarding the Maudsley Charity's grants schemes,

including the application process, review and assessment, progress reporting and payments.

For assistance using this portal, pi

contact gr

leycharity.org.

Login
Email: okotainy@gmail.com
Password: v =

Forgot Password?

W Prvacy & Security

(D After logging in with your
temporary password, you will
be prompted to create a new
password.

* Enter a new password.
Submit.

Change Password

Current Password: i |

Mew Password:

Confirm New Password:

Policy; Password must be a minimum of 6 characters
Password musi contain at least one of each of the following:
Letters and Numbers
Password must only contain: Letters and Numbers

[ SSomt T e
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After logging in, ensure you are on the Home page of your SmartSimple portal (see below). This may be

named differently to the picture i.e. named for the system role you have e.g. Applicant or Reviewer or Panel

Member.
Funding Opportunities Applications +
OPEN CALLE () DRAFT (1) il R | »
7 UAT BALL u v n
bl b 1171
o o Mpplcation  Lead Projeet  Funding Created  CallEnd
Wy Applicant  Marss reguested 8e DobaiTing o Dmcemmmntuien i
=1 uAT Trsining 0 4 z07 e g £noo PoaRs RN = e siiie ot ([
Eadl Oakila 21 e

(DClick the Home button in the top right corner to return to this page at any time.

(DSee Appendix 1 of this document for a description of the application status tabs: Draft, Submitted,
For Action, Under Review, Live Projects, and Completed Projects.

Maudsley Charity
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2. Begin a new application

1. Under Funding Opportunities > Open Calls, click Apply Now for the Call you want to
submit an application to. (O Every time you click Apply Now, you will generate a new

application.
Funding Oppartunities + Applications 2
OPEN CALLS (2] DRAFT(Y) SUBITTEDITI  FoMACTIONG  ONBSREEWEW() IWEPRDJECTS (4  CoeSTmieEsricd 3
O AT eALL n :
Calf Démcier 711018 21 8000 H
° - tl Pt . Fundvg | Cresed | CalEnd
Apply Moy ni | .“ I er i
O AT Traaning O 1 m‘: £0.00 N SN e e e ()
adl B (T T i T
e -

iy Eemaney B Tes GlaMappesani- B

Hirrss

— o

<D o

Firvl Mo T Juab Tithe:
Summmer 5 aoiwe Email  teatdwlam she ik

Adiresn: B Bopsl oot
Mo Tt bopt. Becree—
Lrion
ER/3 388

1 e co-dgpveerd 4 nol g cwrmeel e o Wi Sy Oy (ooerle Menagerer? Tyste . peree cotar! rent @ msciaieyciats g

(1 First Same Lien M Eai Camgany Roci

S [ e vt |
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(D Your new application has a system-generated application reference number (top left). This is used
to identify your application in SmartSimple.
(D Note there are three tabs: Applicant Details, Project Details, and Questionnaire.

(D IMPORTANT: Please click Save Draft frequently. For security reasons, your SmartSimple
account will time out and log you off after a period of inactivity (“inactivity” includes reading
and typing). If you

haven’t clicked Save Draft, you will lose any changes made.

(D The status of your application is In Draft.

(D On your Home page, you can find it under applications in the Draft tab. On the right side,
click Open to open your application.

Funding Opportunities + | Applications +
OPEN CALLS (2) e CeoratrE NG Rty SRR 3
| st eALL [ » | ¥ |
Gl Dol 3412/575119.98 30100
 tshos ST immall - M ns MRl -
S T )
e it

3. Click the link to download the Call Documentation.

a. Read and ensure you understand the Call instructions and guides before you
begin your application. If you are unsure, please contact the Charity to discuss
your application.

b. Tick the box to confirm you have read and understand the instructions provided.

- J 2 [EEN

Applicatisn Type: e Foogme

—>

* | i reied i
\arderaimnd the sasnoroca
prwwaied

Apphcition hlwrwss 1007 4

Fishe  Tuen
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4. Complete the Applicant Details.
a. Check your details are correct — if not, please contact the Charity
b. Enter your Job Title
c. Select the internal Operational Directorate to endorse your project.

DETAILS GUESTHIMSAIFE

Tiei @ Capadry Medenl [erecto :

b popan! Emmd  estfuiar nba b

Seasth Lemedon wnd Mwsduhay MNe25 Foundsion Trugt Tetephone mpsiper.  [20EII34000

Busthier oyl Hospital
iy Crchan? Roge, Pechendam

Laraintan
g

Foyormiopcsl WMedicies anm Clger Ajults
i, Sepiral dcule and Addictions Paranr LRl FarTl O Ty Y

5. You have the option of adding a Co-Applicant.
(D The Applicant and Co-Applicant can collaborate on an application up till the application is
submitted. After the application has been submitted, only the lead Applicant will have access
to make changes. The Co-Applicant will still be able to access and view the application but will
be unable to edit it. Co-Applicants can edit if there is a revision requested.

a. To add a Co-Applicant, click the purple binoculars
Co-Applicant

H the co-applicant s naot a current user of Maudsley Chatiy's Grants Managemant System, ghoase contost grants Gimaudsleychomy.ong,

@

C Firut Narme Last Marme Email Company Rale

No Results Found

Co-Applicant Authopity

0 v eoafirr | oo thas co-apnlicaim | am atding , wnd suinoe s Moudskey Chanty to canta hem by @mall to laclliage callaborstion dn thie applicatian
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In the text box, enter the name of the person you wish to add as a Co-Applicant
Click the search button

Check the box of the person you wish to add

OK.

b.
C.
d.
e.

Select Staff

C___ > o o
Company Status

| Full Hame Email
rmmmm-mu 1 e IS L e Sowth London &nd Moudsley NHS Foundation Trua! Active
L Test SLabd applicam testfiniam nhy oK South Londos and Maudsley NHS Foundation Trust ALtive

Lelaziad ey

[ ox ] oo

(D If the co-applicant is not a current user of Maudsley Charity’s grants administration system,
they
will not appear in the list. Please contact grants@maudsleycharity.org.

Test co appleant - SLald

f. Click Add (+) to add the Co-Applicant.
Co-Applicant

I the co-applicant 1s nat a currant user of Maudsley Charnty's Granis Managemant System, piease contoct grantafomauasisychormy.ong,

2

Il First Hame Last Marme Ermail Company Role

g. The Co-Applicant has been added.
Co-Applicant

If the co-applicant is not a current user of Maudsley Charity's Grants Management System, please contact grants@maudsleycharity.org.

e

(J  First Name Last Name Email Company Role

O Test co applicant - SLaM testcoapplicant@slam.nhs.uk South London and Maudsley NHS Foundation Trust Co-applicant

(D To remove Co-Applicant, check tick box next to the name. Click the purple Remove (-)
button that will appear above the list of names.

h. Click the tick box to confirm you know the co-applicant you are adding, and to

authorise Maudsley Charity to contact them by email.
Ca-Applicant Authosity

|'|'T|F|'|'| | ferow The co-spgisicant | am addng , and suthanse Maotdsley Chanty 10 contact them by emall 1o laciitate coliabomiion on thes applcetn
NEXT »

o |

6. Save Draft.
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3. Enter project details

1.

To enter your project details, click Project Details tab. Or click the Next > button at the

bottom right to move between the tabs.

= Project Detads

% Projaci This
Tend ikpphai

LEE LT

“ Propec Siessary

o g b Rt e N e e e Pl RSl W Ml pedl T S [T

T I L e - e e O o S & D T

" wrorrin el

® Taind fardoy resrsrsied
FOR 20

* Propassd Siar Uebe

iR W

® Epd | e et | P

| PR Spirad i P
- I

Frurgaend Limp Dats

Do 6
§ BilCe

—h e e b e e e = A Fa T s

| pne | o | Tl il

Complete all project detail fields and upload any required documents.
(O You can download, delete or rename an uploaded document. Select the document and
then the relevant purple button. Or use the 3 dot button on the far right of the uploaded

document.

Uplnad deissted budgal sprasditsel

]

G fliske
TTREN TR Q
CopadaTd

Laume

3.

Save Draft frequently.

(D Proposed End Date will automatically update once you have entered the Proposed Start
Date and Project duration and clicked Save Draft.

Maudsley Charity
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4. E

1.

nter Questionnaire details

To enter Questionnaire details, click Questionnaire tab. Or click the Next > button at the
bottom right to move between the tabs.

2323 nl=
Appiicaime Ty Tladatsd s g
Call Desumesiniss 00|
® § Bt ]

il e Etang T
dralripri=me pdihed

W Ve

Agplicessn Refarsraw 2127 {1

Flwtumr  [omht

B Questionnaire
= Whes will pour proge? star?
wEnERn 5

* Where will Te proect take plase®
EvEvpmr@te

= Who will Feur propec] mpwol”

Ewsrpin

Flaass uplesd gy releved desormeaiive b smgot peur el
3 = B2
L Fils Mama + WiE Dals

E Vil vy MEkKE 29110V 12

e | s

2. Complete all Questionnaire fields and upload any required documents.

(D “Please upload any relevant supporting documentation” allows you to upload any extra
documents relating to your application.

3. Save Draft.

Maudsley Charity SmartSimple Applicant Manual 10



5. Submit your application

1. Please review your application and all the information you have provided.

2. If you are satisfied with your application, click Submit.
(D Once your application has been submitted, you will not be able to make further changes to your
application. Once submitted, any Co-Applicants will not be able to edit the application.

2323 @0

Application Type:  Standard Process

Call Docwmentaticn: LIAT_imnL el gusiimir i

* | hve read and
undarstand the

imstruetiong provided:

Application Meference: 3303 12

M Yow

Mlalus  Ivall
APBLICAMNT DETALLN BRHELIDET B TALLS CHIET I H A
Fleut Mame  Tai Job Thle  [npury dirsolion
Burnamie  SLab mijisand Ermail s ialar e Wk
Ouganlmatiomy Rl Lomvibd sl baudaley RS Fsinddtiom Tuisl Tolagpieomn nunlie 007206000

Ailsliean  [isihlom Hergal Hevw sdnl
wAnelE TRk Hiva, P ks
Liapiadii
LRI 1L E

* Plaaws seleci the
intarnal Operational
irectorale o sndore
yuur project:

CAMMN

Co-Applicant

i Ik consplicas o5 mel @ curen| e of sl Chaiy'a Omsts Managemmr Sraiem). please minkes gamsismaussieyehany op

[ Lo IR

Ol First Mama Last Mamie Email Compary Rk yivrs

Eave Denfl m Deeciire] Appdicaion

(D If you have missed any required information, you will receive an error message informing
you of which information needs to be provided. Please enter this. Save Draft. Submit.
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3. If the application has been successfully submitted, you will see the following message.

Home
Application Submitted
Reference: 2323
Applicant: Test SLaM applicant
Press Home butten to return to Portal.
(D The status of your application is Submitted.
4. In the top right corner, click Home to return to the main page of your portal.
5. Your application is now visible under the Submitted tab.
= i~
Furding Opportursses 4  Applications *
SFEN GALLE 1T e e g i EE ST ARL: ¥ ij
wreus 3 B o 5
m | @ dpplication e . L":"" P :__ S Submiesdos St
I“:I’ '_’::‘_" ) =t :;‘;: Teul g CRELUEET ‘.r.“ 1::‘- ;::!m“ ‘m m
ramam

Your application is now with the Charity and under consideration.

From: grants@maudsleycharity.org CC:
To: test@slam.nhs.uk BCC:
Subject: Maudsley Charity application 2323 Created: 29 November 2019 09:47

Dear Test,
Thank you for applying for a grant from Maudsley Charity.

We will review and assess your application and let you know the outcome in due course. If we require any additional information, you will be notified by
email.

You can track your application’s progress through our online portal which can be accessed by clicking the link below.
https://maudsleycharity.smartsimpleuk.com
Yours sincerely,

Maudsley Charity Grants Team

Maudsley Charity SmartSimple Applicant Manual 12




6. Track and revise an application

You can track your application through the grant administration process in SmartSimple via your
Home portal. Under applications, you will see your application move through grant stages.

(DSee Appendix 2 of this document for a description of the application status tabs: Draft, Submitted,
For Action, Under Review, Live Projects, Completed Projects and Not Awarded.

(DPlease check your email and your SmartSimple portal regularly and respond promptly to requests.

1. During the grant’s administration process, the Charity may at any time request that your application
be
revised.
E If this is necessary, we will make a note within your application and a notification will be
sent to you for actioning.

From: grants@maudsleycharity.org CC:
To: test@slam.nhs.uk BCC:
Subject: Revisions Requested for application 2323 Created: 29 November 2019 10:05

Dear Test,

An initial review of your application has identified an area(s) that we would like you to address before it can be processed any further. These are:
Please provide greater detail regarding who will be impacted by your project.

Please submit your revised application by 06 December 2019 through our online portal, which can be accessed by clicking the link below.
https://maudsleycharity.smartsimpleuk.com

Yours sincerely,

Maudsley Charity Grants Team

2. Log in to your SmartSimple account and navigate to the Home page.
(DThe status of your application will change to Revision Requested.
(DIn your Home portal, your application will appear under For Action.

Apglications +

o | e

o Mppluation  Lesd Pragedt Fuitding Mo o call Gy ol
¥ Rppheant tearne requestes Vishot W Bgsphe arsan

Tiwi 54 ald Yol r LAY e B AR N
T WP o« BB = =

Submitted  SSnlus
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3. Open the relevant application.

4. Select Request Revisions tab. Read the requested revisions.

(DPlease contact the Charity at grants@maudsleycharity.org with any questions.

U1 Pernes 150

f M

Pl praydes ndie Selsl iegmileg =l w il b be e Uy yois eoji

Bs sl s Byl

Armannnn Sgiary 70 R cparerar 51T
Firged (Wspals el Oethl cdpaeTlaig st ) e Balm el Uiy gl et

[

Under Revisions, edit your application according to the revisions request.
Save Draft.
7. When you are satisfied with your response, Re-Submit.

o U

ALGUEET hEansung

= i) B AL

T prrppst vl porsefy | mipact s &8 0 3 getierer erppe

Birninsgny Rarmistisd

Rrwhifwy Lpaa |05 el S0
Uis i pitrvri inslir divfe| repeding whe w9 e sriscled By your mrimes]

& A

sy

8. A prompt message will appear asking you to confirm the Response has been completed. Yes.

Hey Test

Please confirm Response has been completed

YES NO

=

9. Your application has been re-submitted.
(DThe status of your application is Resubmitted.
(DIn your Home portal, your application will appear under Submitted.
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7. Panels and tracking an application

Depending on the Call your application is included in, the application may be considered by a Panel
as part of the grant administration process.

If so, you will be notified when the Panel is in progress by email. This email will include the
date by which you may expect a decision on the outcome of your application.

From: grants@maudsleycharity.org CC:
To: test@slam.nhs.uk BCC:
Subject: Maudsley Charity - application under Grants Created: 29 November 2019 11:15

Committee review

Dear Test,

Panel. You will be notified of the outcome of your application by email on or shortly after 01 January 2020.
https:/maudsleycharity.smartsimpleuk.com
Yours sincerely,

Maudsley Charity Grants Team

Following our preliminary assessment, we advise that your application 2323 is now under review in preparation for submission to our Grants Assessment

Maudsley Charity SmartSimple Applicant Manual
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Being awarded or declined a grant
1. Applicants will be advised of the outcome of their application via email.

2. If the application has been declined, you will be advised of this and may receive
feedback on your application in the email advising you of the outcome.

(DThe status of your application is Declined.
(DIn your Home portal, your application will appear under Not Awarded.

3. Ifthe application has been successful, you will be advised of this and the amount awarded.
E The email will include the agreement letter or Award Document, which must be signed by an
appropriately authorised person and uploaded via SmartSimple.

From: grants@maudsleycharity.org CC: grants@maudsleycharity.org
To: test@slam.nhs.uk BCC:
Subject: Conditional Award Created: 09 December 2019 12:58

Dear Test,

Call: UAT Training
Application: 2323

| am pleased to write to confirm our intention to make a grant to your organisation for your project, Test applicant.
The total amount of grant which we propose to pay is £200,000.00.

Attached to this email is an agreement letter relating to this project. Please review and, if acceptable, have signed by an appropriately authorised person and upload

to the portal via the link below.

Please accept our congratulations and best wishes for the success of your project.

4. Navigate to your Home portal. Open the application.
(DThe status of your application is Conditional Award Documents Requested.
(DIn your Home portal, your application will appear under For Action.
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Applications +

[EAR T (1) LA YRR O IO W)W . T [ o e - T

‘B e ENEN

Application  Lead Project  Fundiing - call Copyof
4+ Ry Agplicant Hame requested Watue Hame  Apphcation =~ ooowes  Sisha
Test Slakd Tesi UAT : FFNS CondBonal Awand Docoments
O 172 dre , 000000  £29000000 el =< S i

5. Upload the completed agreement letter or Award Document, which must be signed by an
appropriately authorised person.

2323 oY=

Agpltiwtons Trem:  Ita=iliv] #ralmed

il Dovismemioionn. 171 _Lae ool fbenenal

) R el arw
iyt
Ty T e

W i

Agpicatien Batetenca: 1323 Q)

Bt Comed sl b o o daourrertin Rl

TP 21

B Flease upload &l decuments requested hane

6. At the bottom of the page, Submit Documents.

B Piesse upiosd ol documenty requested hare

+Uptaad Decemens
[ L] = =3

0 e N « [ ToN

B owents pamnen sl deie ke R TITOE

E Teet et AEER DR TOYN 1R
APPUICANT BETALE  VRILECT BETALS  GaCITaeEvaE TR
Wi M. Vi Job THE:  Cepry dreris
Srramrar SLebd sppecasd Emiiml iy e ol b WEAT ¥

oot | it J
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7. You will see a confirmation text after submitting your documents. In the top right corner, select

Home

to return to your Home portal page.

‘ﬂ

Thank you

Foul hAwve bpmedied domitteren

(DThe status of your application is Conditional Award Documents Submitted.
(DIn your Home portal, your application will appear under Live Projects.

Applications
TRAFTITI  SRRATTED ()
[ hpglication Lead
= 2 Applicant
[ 38 :mw“&‘“
- Tieat SLaM
O stetsopen TSN
Grants-083&
Tt SLaM
[l xxm
apglan

LIAT Tiewd

Diectorsie

LIAT Test
Duectasin
Fall

Test
appiand

B R W T ILIVE PROJECTS (5)

Award Copy ol
Value Application

ﬂu.mm E R i

5

PrfveEy WL Ll
e

Copy of Comrusi

E8000,00

Lhli bl

BRGTIING

ormErme

TR0

Foposed
Eod Dt Sistus
13 Lig e - Trd ] : m

14 LB D]

25 Ll pfrard]

18

(DProvided the documents have been completed correctly, the Charity is happy for you to
proceed with your project.

You will receive an email confirming receipt of your uploaded documents.

Maudsley Charity
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Dear Test

grants@maudsleycharity.org.

From: grants@maudsleycharity.org
To: test@slam.nhs.uk

Subject: Grant Documents Submitted

https://maudsleycharity.smartsimpleuk.com

CcC:

BCC:

Created: 09 December 2019 13:12

Thank you for uploading your signed agreement for grant 2323, Test applicant.
Provided that we are satisfied this has been completed correctly, we are happy for you to proceed with your project.

Based on the information supplied in your application, your project should run for 18 month(s). In accordance with this, we will now schedule payments to be made
quarterly in arrears over the lifetime of the project unless we receive a specific reguest for a different pattern within 10 working days from today.

Please accept our congratulations and best wishes for the success of your project. You may contact us at any time for advice or support at

8. When the Charity accepts the submitted documents your project status will change.
(DThe status of your application is In Progress.
(DIn your Home portal, your application will appear under Live Projects.

Applications
GRAFT M) SUBMITIED i)
- Apphication  Lead
i Applicar
O zi3s I""ﬁ:"
1 2084 T'“FE'"::"
_UATYESTOC Lo
L 1B0&1%-0pen ™
Grartepsas Rl
O 2. T'“I“f“"'

FOR ASTION (1)
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Award
Name  Waloe

UIAT Tt

Dimctorate  EI0.000.00

VAT Tt
ShaM
Darechomte

UAT Test
SLast
Drectammte
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Tesl
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E200,006). 040

LNSER REVIEW 1]

By of
Applicstion

COMPLETER FADUECTS A0

LIVE PROJECTS (5)

Copy of Condrect
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Tk Timihen 137 pdi alorszons 13
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[egl Lall Dogumentalon sif

Tt Coll Decamesinion pdf  O1/06/2019 25

Girmnts sonbmer s hera

Toni pi

DD 200 8

HOT AWARDED | T

:‘.m

Progased
End Dade

Slabus

04 B 2020

mogs

in
A B

in
Progreas

R “

L T el

Maudsley Charity

SmartSimple Applicant Manual

19




9. Please continue to regularly check your Home portal and email for updates.

(DRefer to the SmartSimple User Manual Applicant (Grant Awarded) for information on
essential processes for the duration of your project.

Congratulations!

Best wishes for the success of your
project.

Maudsley Charity SmartSimple Applicant Manual
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Appendix 1

The Grant application process

Identify grant
opportunity

\ 4

Apply for
grant

Application
reviewed \
Decision
made

Revision
equested

' d

\

Accepted Declined

4

Contract Application
issued declined

Reporting

1000
N\
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Appendix 2

What each application Status means

Tab Status Description

Draft Draft Application is saved as a draft and not yet submitted.

Submitted Submitted Application has been completed by you and submitted to
the Charity.

Resubmitted Application has been revised and resubmitted.

Approved Your application has been approved! You will receive an
email notification to confirm the approval. Please sign
and complete the attached contract.

For Action Revision Requested The Charity requested that your application be revised. A

notification will be sent to you for actioning.

Under Review

Under Review

Under Panel Review
Pending Sign Off

Panel Completed

Application has been submitted and the Charity are
reviewing it.

Application under Panel Review.
Awaiting Director sign-off.

Panel has been closed.

Live Projects

In Progress

In Progress - Hold

Project has been approved and is in progress.

Project was approved and in progress, but a hold has
been placed (this may impact payments).

Completed Completed Project has been completed and closed out.

Projects

Not Awarded Declined After being reviewed, the application has been declined.
Discarded The application has been discarded/deleted by you.

Maudsley Charity
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Appendix 3

What to do if you forget your SmartSimple password
1. Follow the link to SmartSimple https://maudsleycharity.smartsimpleuk.com/

2. Click Forgot Password.

Welcome 1o the Maudsley Charity Grants
Management system

Trun s P prela L Bl priew §osmwre a Sm
Futs o encrlng e gl s on e
SRR TN @ P

Pl G ey Ty e, Je e (o

| I'mnota robot Yo
reCAPTCHA
Privacy - Teri

4. You will receive a system email with a temporary password. CHECK YOUR SPAM
FOLDER! Please use this to log on, before setting a new password.
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