EPA Research Programme 2014-2020

2015 Quick guide to the
SmartSimple on-line portal
(making an application)
POWERED BY SMARTSIMPLE

Disclaimer
Please read this document carefully prior to using the on-line portal.
This document does not replace, but is complimentary to the following documents, available for download
on http://www.epa.ie/pubs/reports/research/call2015:
•
Guide for applicants
•
2015 Terms and Conditions for support of grant awards
•
2015 Call Technical Descriptions
Although every effort has been made to ensure the accuracy of the material contained in this user guide,
complete accuracy cannot be guaranteed. The Environmental Protection Agency does not accept any
responsibility whatsoever for loss or damage occasioned or damages claimed to have been occasioned, in
part or in full, as a consequence of any person acting, or refraining from acting, as a result of a matter
contained in this document.

More Information
For further information and assistance with the EPA on-line portal (SmartSimple), please contact:
research@epa.ie.
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What is the purpose of this Guide…
This guide shows you how to use SmartSimple to make an application for a grant award.
For details of the topics in the call, refer to the ‘Call Technical Description’
For hints and tips of what to include in the application upload and the budget template, refer to the ‘2015
Guide for applicants’
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How to…
Click the links below to quickly navigate this document
WHAT IS THE PURPOSE OF THIS GUIDE… .......................................................................................................... 3
HOW TO…........................................................................................................................................................... 4
DO FIVE THINGS TO MAKE LIFE EASIER FOR MYSELF ........................................................................................ 5
REGISTER MYSELF AS A USER OF THE ON-LINE SYSTEM.................................................................................... 6
LOGIN TO THE SYSTEM AS A REGISTERED USER ................................................................................................ 8
ENSURE MY COMPUTER IS COMPATIBLE WITH THE PORTAL ........................................................................... 9
ENABLE POP-UPS ............................................................................................................................................. 10
NAVIGATE THROUGH THE ICONS ON THE HOME SCREEN .............................................................................. 11
UPDATE PERSONAL INFORMATION ................................................................................................................. 12
CHANGE LOGIN PASSWORD ............................................................................................................................ 14
CREATE A NEW APPLICATION FORM ............................................................................................................... 15
SAVE MY APPLICATION FORM AS A DRAFT, TO RETURN TO IT LATER ............................................................ 16
COMPLETE THE ON-LINE APPLICATION SCREEN.............................................................................................. 17
UPLOAD MY PROJECT DESCRIPTION ................................................................................................................ 18
UPLOAD MY BUDGET TEMPLATE ..................................................................................................................... 20
FIND MY EPA PIN NUMBER .............................................................................................................................. 22
ADD A PROJECT PARTICIPANT (WHO HAS AN EPA PIN NUMBER)................................................................... 23
ADD A PROJECT PARTICIPANT (WHO DOES NOT HAVE A EPA PIN NUMBER) ................................................. 25
SUBMIT THE COMPLETED APPLICATION FORM FOR AUTHORISATION .......................................................... 27
ERROR MESSAGES ON ‘SUBMIT’ – WHAT HAVE I DONE WRONG? ................................................................. 29
AUTHORISATION PROCESS – THREE POSSIBLE OUTCOMES, AND WHAT TO DO IN EACH CASE..................... 30
PRINT MY APPLICATION ................................................................................................................................... 32
WHAT TO EXPECT DURING THE EVALUATION PROCESS ................................................................................. 33
WHAT TO EXPECT DURING THE NEGOTIATION PROCESS................................................................................ 34
EVENT SUPPORT............................................................................................................................................... 36
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Do five things to make life easier for myself
Our top five things to make life easier for you are:
1. Before you begin - Enable pop-ups from the portal
2. Before you begin - Add donotreply@epa.ie to your email contacts list
3. While using the portal - Make ‘Save Draft’ your friend – and click it often
4. While using the portal – don’t press the refresh button – it will log you out. Press ‘save draft’
instead

5. Don’t forget your dates! Please note (a) the application deadline and (b) the organisation approval
deadline, and make sure you don’t miss either of them.
Applying for a grant is a 2-step process –it is YOUR responsibility to ensure that the application is
submitted before the application deadline, and it is also YOUR responsibility to ensure that your
organisation approves your submission before the organisation deadline. You must have organisational
approval before the proposal is valid.

Deadline dates are specified in the Technical Description
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Register myself as a user of the on-line system
Already registered…
If you have been awarded a grant since 2007, or have applied for a grant since 2010, you will already be a
registered user of the system. Jump to: ‘How to… Login to the system as a registered user’

New user…
1. Open the registration form:
http://epa.smartsimple.ie/files/347278/f92681/grant_applicant_registration.html
2. The applicant registration page will be displayed:

3. Begin by typing in your organisation name. (Applicants for research fellowships should enter the
name of their proposed host university). If your organisation is already registered in the system, it
will appear (predictive text) once you begin to type.

If your organisation does not appear automatically, email research@epa.ie. The EPA will contact you
regarding details of your organisation which will then be added to the database. Once the organisation is
on the database, the EPA will email you advising that you can continue with your registration.
4. Complete all the boxes in the registration form.
5. Read the EPA privacy policy. Tick the box confirming that you have read and understood the privacy
policy.
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6. Click the ‘Submit’ button.
7. If you have completed the registration successfully, the message below will display automatically

8. You will also receive an automated email from donotreply@epa.ie. This will include login details.
9. You are now a registered user of the portal.
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Login to the system as a registered user
1. Click on the portal link: https://epa.smartsimple.ie/
2. This will open the login window below.

3. Login using:
a. Your e-mail address as your username
b. Your password (in the registration confirmation email from donotreply@epa.ie)
4. Click login, and you are now on your home page
5. Forgot your password: click ‘Forgot your password’, enter your email address when prompted, and
a password will be sent to you.
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Ensure my computer is compatible with the portal
The portal is accessed using the internet. You can access the portal from any computer connected to the
internet.
In order to access the system, all users must have access to a computer meeting the minimum
specifications listed below.
Minimum Hardware Requirements
Processor
Pentium P233
RAM
64MB
VDU
1024x768 display
Display
16 bit display colours

Minimum Software Requirements
Operating System
Screen Resolution
Browser

Session Cookies
JavaScript
Popups

Microsoft Windows 95 or higher
MAC OS 8 or higher
800x600 or higher
Internet Explorer 5.0 or higher
Netscape 4.78 or higher
Mozilla 1.73 or higher
Mozilla Firebird or later
Must support session cookies and must be enabled
Must be supported by the browser and must be enabled
Must be allowed
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Enable pop-ups
1. You must enable pop-ups to use the portal correctly
2. When you logon to portal for the first time, the following window may be displayed. Right click on
the bar indicated to un-block the pop-ups.

1

1. Choose the option ‘Always allow pop-ups from this site’
2. Answer yes to the question ‘Would you like to allow pop-ups from https://epa.smartsimple.ie?’
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Navigate through the icons on the home screen
Once you login, you will see your customised home page, which will look something like the example
below (don’t worry if not exactly as per your view, these icons are customised per user):

The following icons are required to make an application:
Section headed: General
Personal Settings gives you the option to change your
personal details at any time.
Change Password gives you the option to change your
password at any time. It is recommended that you
change your password the first time you login.
Section headed: Using this Portal

User guides for the portal, in case you get stuck

Section headed: Open Calls

Click on this icon to create a new application form
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If you save your application to return to it at a later
time, it will be saved here

Once you are happy with your application, and submit
it for authorization, it will be stored here.
This icon contains the guide for applicants, terms and
conditions for support of grant awards, and the call
technical description

Travel Support & Event Support
Use this icon to apply for travel support

Use this icon to apply for event support

Update personal information
1. To view your personal details, as held in the database, click the personal setting icon:

2. Your details will be displayed in an editable table:
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3. We recommend that you keep your details up-to-date
4. To save any changes, press ‘save’
5. Please note that this is where to find your EPA PIN
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Change login password
1. We recommend that all new users change their password the first time they login, by clicking the
‘change password’ icon:

2. Choose a secure password that meets the following minimum-security criteria:
a. Minimum length should be at least six characters.
b. Includes a mix of symbols, letters and numbers.
c. Cannot be the same as your previous password.
3. Click ‘submit’ to confirm your new password
4. Passwords are case sensitive.
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Create a new application form
1. Click on the icon titled ‘Create a New Application Form’
2. Each project identified in the Technical Description has a unique Call Topic Reference. From the
drop-down box, choose the Call Topic Reference that corresponds to the project you wish to apply
for:

3. DOUBLE CHECK: Are you sure you’ve picked the correct Call Topic Reference – you will be applying
for the wrong project if you get this wrong. For some call topic references you will also be asked to
select the project type that you are applying for. Details of the scale and duration of each project
type can be found in the Guide for Applicants.
4. Once you’re sure, click ‘create a new proposal’
5. The application form will then appear, with a pop-up reminding you to ‘click save draft’ – Click ‘ok’
on the pop-up
6. CLICK ‘Save Draft’ IMMEDIATELY
7. On the blue banner, press the ‘Home’ key to return to the home page
8. To return to your draft application click the ‘draft applications’ icon

9. Your draft application form is stored here until you are ready to submit
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Save my application form as a draft, to return to it later
1. You can save your draft application at any stage by clicking ‘Save Draft’
2. When you are ready to work on the application again, log back into the system
3. Click the ‘draft applications’ icon on your homepage

4. Your draft application form is stored here. Click on the application that you wish to complete, and it
will open in editable format.
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Complete the on-line application screen
1. Click the ‘draft applications’ icon on your home page

2. Your draft application form is stored here. Click on the application that you wish to complete, and it
will open in editable format.
3. Ensure that you complete all required on-screen fields. These fields come in several types, as
outlined below:
Field type

What is required

Mandatory

Mandatory fields are indicated by a red asterix (*). You can leave a
mandatory field blank while an application is in draft. However, all
mandatory fields must be complete before clicking ‘submit’

Select one of the options available from the dropdown
menu.
Word limits are applied to free-text fields – be careful if
copying and pasting, as only the words up to the wordFree-text
count limit will be copied into the field. Any extra words
will NOT be copied.
Select one of the options available from the tick boxes
Tick-box
available on screen.
Only numeric characters (i.e. no commas, full stops or
Numeric
symbols) should be used in these fields.
Some fields will auto-populate from the information
Auto-Populated
supplied by you at registration or by the EPA. You cannot
amend such fields.
Where a template is provided, it MUST be used to submit
an application. Any deviation will invalidate the proposal.
Template uploads
Before writing your proposal, take note of the specified file
format and page limits of the uploads.
Dropdown menu

4. Don’t forget to click ‘save draft’ on a regular basis, to ensure you don’t lose any of your work
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Upload my project description
Three important things to note:
1. You MUST use the template (application forms not in the template layout will be invalid)
2. The upload will only be accepted in pdf format
3. Do not exceed the max page allowance for your type of project – if exceeded, the upload will be
rejected by the EPA
1. Scroll down the application screen to ‘project description’ section. Download the template by
clicking ‘here’.

2. Complete the template. Please refer to the ‘guide for applicants’, which provides tips and hints on
making a good application.
3. Save your completed template on your computer. Convert it into pdf format and save again.
4. Click ‘upload project description document (pdf only)’

5. Select the file you wish to upload by clicking on the ‘browse’ button and choosing the appropriate
file.

6. Attach your application form by clicking ‘upload’
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7. If upload is successful, the following pop-up will appear.

8. Click ‘OK’
9. Click ‘close’
10. Finally, to complete the upload, press ‘Save draft’
Note: To replace/delete a document previously uploaded:
 Click on the ‘Upload’ button
 Click the
‘Delete’ button in the ‘Attach File’ Window; and
 Repeat steps 6-11.
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Upload my budget template
Two important things to note:
1. You MUST use the template (application forms not in the template layout will be invalid)
2. The upload will only be accepted in xls format

1. Scroll down the application screen to ‘Budget Details’ section
2. Download the template by clicking ‘here’.

3. Complete the template. Please refer to the ‘Guide for Applicants’ and the instructions on the
template
4. Save your completed template on your computer in xls format.
5. Click ‘Upload budget document)’

6. Select the file you wish to upload by clicking on the ‘Browse’ button and choosing the appropriate
file.

7. Attach your application form by clicking ‘upload’
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8. If upload is successful, the following pop-up will appear.

9. Click ‘OK’
10. Click ‘close’
11. Finally, to complete the upload, press ‘Save draft’
Note: To replace/delete a document previously uploaded:
 Click on the ‘Upload’ button
 Click the
‘Delete’ button in the ‘Attach File’ Window; and
 Repeat steps 6-11.

Page 21 of 36

Find my EPA PIN number
1. Every registered user is given a unique personal information number (EPA PIN).
2. To find your EPA PIN, click the ‘personal settings’ icon on your home page

3. Your EPA PIN number is shown on the ‘additional information’ section

4. The EPA PIN is used if:
a. you want to add a project participant to your application
b. another applicant wants to add you as a project participant to their application
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Add a project participant (who has an EPA PIN number)
1. Ask your proposed participant to provide you with their EPA PIN
2. On the application screen, scroll down to the section headed ‘adding project participants and their
organisations’. Click ‘Click here to add a Participant’

3. The ‘assign project participant’ window will open. Complete the ‘EPA PIN’ and ‘researcher last
name’ fields. Click ‘retrieve project participant’

4. The proposed participant’s details will appear. If this is the person that you wish to add as a
participant, click ‘associate project participant with application’
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5. A confirmation pop-up window will appear on the screen.

6.
7.
8.
9.

Click ‘OK’
Click ‘Close’
To complete the update, click ‘save draft’
The name of the project participant will now appear in the project coordinator & participants table.

10. To add more project participants, repeat the steps 1-9 above
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Add a project participant (who does not have a EPA PIN number)
If your proposed participant is not registered, you must invite them to do so.
1. Scroll down the application screen to the section titled ‘adding project participants and their
organisations’. Click ‘here’
2. On the application screen, scroll down to the section headed ‘Adding project participants and their
organisations’. Click ‘here’

3. The ‘adding a project participant’ window will open. Complete requested fields. Click ‘submit’.

4. You must enter a valid email address for your participant, as the registration request is sent via
email.
5. A pop-up window will appear.
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6. Your proposed participant will receive an automated email asking them to register
7. We recommend that you contact the participant yourself, to ensure that they register on time. It is
your responsibility, not the EPA’s, to ensure all participants are registered.
8. Once the proposed project participants have registered, ask them to send you their EPA PIN.
9. You can then add them as a participant (details of how to do so are in this Guide under the section
titled ‘…Add a project participant (who has a EPA PIN number)’
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Submit the completed application form for authorisation
1) Check that you have done the following:
I have double checked that the Call Topic Reference I selected (to create my
application form) is correct
I have read the Technical Description, and my proposal is relevant to the project I am
applying for
I have read the terms and conditions for support of grant awards award
I have completed all fields on the application screen
I completed and uploaded my project description, using the template from the portal
and with reference to the ‘2012 guide for applicants’.
I have completed and uploaded my budget form, using the template from the portal
and with reference to the ‘2012 guide for applicants’.
I have added all project participants (if necessary)

2) Then scroll down the application screen to the section titled: ‘authorisation and declaration’. Check the
boxes confirming that you agree with the declaration and that you have uploaded the appropriate
documents

3) Click ‘save draft’
4) Click ‘submit’. The following pop-up will appear
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5) Click ‘OK’ to submit your form
6) The system will check the proposal to ensure uploads are in the correct format and that all mandatory
fields have been completed. If all is in order, the following message will appear. You will also receive an
automated email from donotreply@epa.ie confirming that your proposal has been successfully submitted
pending organisational approval.
7) The content of your application is now locked. You can still view the application by clicking on the
‘submitted applications’ icon on the Home page.

8) Note: There is no authorisation-step for submissions for researcher travel support grants, event
support and small scale studies. Simply press submit when your application is complete
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Error Messages on ‘Submit’ – what have I done wrong?
Error message

What it means

What do I do?

Wrong file format or not
respected the page limit

Click ‘ok’ and amend your
upload

Forgotten to tick the ‘i
agree’ box in the
declaration section

Click ‘ok’ and complete the
‘declaration’ section

Your total project cost
requested is less than the
total grant aid requested

Click ‘ok’ and amend the
relevant fields.

You did not complete a
compulsory field

Click ‘ok’ and complete the
relevant field.
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Authorisation process – three possible outcomes, and what to do in
each case
1. Once submitted, the application goes to your organisation for authorisation
2. The appropriate person in your organisation will be notified of the application submission by email
3. If your application has not been authorised before the organisation approval deadline, it will not be
valid and will not be evaluated
4. The organisation has a limited time to review and authorise, as specified in the Call Technical
Description document. If this deadline is missed, the application is not considered valid and is not
sent for evaluation. It is the applicant’s responsibility to ensure that organisational approval is
received on time.
5. Within that limited time, the organisation has the opportunity to review the application. Following
review, they have three options:
Option 1.
Option 2.
Option 3.

Authorise the application;
Decline the application;
Request revisions.

Under option 1:




You will be notified (by automated email from donotreply@epa.ie) that the proposal has been
authorised by your organisation
You need do nothing further – the EPA will send the application for evaluation
You can view your proposal by clicking the ‘submitted applications’ icon on your home page.

Under option 2:







You will be notified (by automated email from donotreply@epa.ie) that the proposal has not
been authorised by your organisation
You can view the reason/justification for this decision by viewing your submissions by
clicking the ‘submitted applications’ icon on your home page.

The justification will be visible in the ‘authorisation-part B’ section on the application screen.
Your application will not be sent for evaluation
In this case, we recommend that you discuss the matter with the relevant person in the
organization. If the application was declined in error, please mail research@epa.ie at once.

Under option 3:



You will be notified (by automated email from donotreply@epa.ie) that the proposal
requires revision
You can access the application by clicking the ‘draft applications’ icon on your home page.
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The revisions requested by your organisation are in the ‘justification’ box in the
‘authorisation – part B’ section.
Amend your form as required. Click ‘save draft’. Once you are satisfied, click ‘submit’
Your application will then go through the authorisation process again.
VERY IMPORTANT: Any revisions / subsequent re-authorisations must be made before the
organisation approval deadline, or the application is invalid.
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Print my application
1. To print off the application form, click

2. This will open a web version of your application (with hyperlinks for all uploaded documents)
3. Turn this web view into pdf by clicking ‘export as pdf’ at the top of the web view

4. The application can then be saved as pdf and/or printed.
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What to expect during the evaluation process
1. All valid, authorised submissions will be sent for evaluation.
2. For indicative timeframe, please see Call Technical Description
3. You will be notified in writing of the outcome of this process.
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What to expect during the negotiation process
1. If your proposal has been recommended for funding, you must use the portal to respond to any
technical and financial queries raised during the evaluation process. You will have 14 days to
respond to any technical and financial queries
2. Login to the portal, and click on the ‘submitted applications’ icon on the home page.

3. Click on the ‘Evaluation-Negotiation’ link to view evaluator queries

4. View the technical and budget queries by clicking the appropriate hyperlinks
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5. Prepare and upload responses to technical and budget queries

6. Select ‘yes’ (i.e. response uploaded) option dropdown menu. You need to do this separately for
Technical and budget query responses

7. Click ‘save draft’
8. You do not have to upload financial and technical responses at the same time. However, the status
will remain at ‘draft’ and the responses cannot be submitted until both technical and financial
query responses have been uploaded.
9. Once you are happy with your responses, click ‘submit’
10. Your responses will be evaluated.
11. If further revisions are required, you will be notified by email via donotreply@epa.ie. Repeat steps 2-9
as required.
12. If no further revisions are required, you will be notified email from donotreply@epa.ie that the
negotiation process has now been successfully completed. You must now contact the EPA with a
proposed project start date and/or student details. On receipt of this information, the EPA will then
proceed with the grant offer process.
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Event Support
1. Applications for Event support can be made on a rolling basis.
2. To apply, click on the “Apply for Event Support” icon on the home page and complete and submit
your application
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