[bookmark: SmartSimple_Registration_Instructions]Grants Portal Registration Instructions
Link to grants portal: https://artsmidwest.us-1.smartsimple.com/

SmartSimple is the online grant management software for Arts Midwest. All applicants will use SmartSimple to apply for and manage their Arts Midwest grants. If applicants have never logged in to the system before they will need to register.

1. Below is the login screen. Click “Register” to begin the registration process.
[image: Screenshot of grants portal homepage]

2. [image: Screenshot of registration options]On the next screen please click the most appropriate registration option for your organization. Most applicants should choose “Registered Non-Profit Organization.” The following instructions will apply to users who select this category. All other users will receive instructions in the system as they proceed through the registration process.
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3. Look up the Nonprofit Organization by entering in the Organization’s Employer Identification Number (EIN) then click “Search”. You can also search an organization by its name. Tip: the best way to look up is to enter the EIN only.


[image: Screenshot of organization search interface asking for organization information]
4. Matches to the organizational information provided will be pulled from the IRS database. If the correct organization is listed, click on the organization name. If the organization name is not correct, then you will want to click “Refine Search” and search again.


[image: Screenshot of example search result]

5. Next, you will complete the organization’s information and the contact information. Some of the fields will auto populate from the IRS database can cannot be edited at this time (but they can be edited once you log in, if needed). Please double check all of the information is current and correct. Please add your information in the User Information section below on the page. 

Once all the information is entered, click “Submit”.


[image: Screenshot of user information section asking for name, title, and email]


6. At this point, the initial registration is complete and you should receive an email at the address you provided to activate your account.

Additional contacts for your organization may register using these same steps, but we recommend adding grant writers and persons external to your organization as “collaborators” on an application. This can be done once you login and start an application.

When you are in an application, look to the left sidebar to find the “Collaborators” option and follow the on-screen instructions.

[image: Screenshot of collaborators sidebar menu]
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Registration Options

Select your organization type below to begin the registration process. Arts Midwest cannot accept applications from fiscally sponsored groups.

Registered Non-profit Organization
For 501c3 applicants (this is the most common registration pathway).

University
Use "Registered Non-profit Organization” above if you are applying under the university foundation or board of regents.

Government Entity
For applicants that are local governments/political subdivisions/instrumentalities (e.g., a city).

School District
For school district applicants.

Tribal Nation
For tribal nation applicants.
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Organization Search

o Instructions:

1. Enter your organization name (keyword search is sufficient, example: “Waco" instead of
"The Waco Foundation") or Enter your organization EIN (do not include spaces or dashes,
example: 123456789).

2. Click "Search’

3. Click on the name of your organization in the search results.
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Organization Results

Q Refine Search
o Instructions:

1. Click anywhere in the row to select that organization. If you cannot find your
organization, click Refine Search to try again.

Organization

# El
Name

Address City State Zip Code

1. 411000424 ARTS MIDWEST 2908 HENNEPIN AVE  MINNEAPOLIS MN  55408-1987
STE 200




image5.png
User Information
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