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SmartSimple External User Guide 
Submitting Reports and Contingencies 

 

When a report or contingency is assigned to you by Trust sta5, it will appear in the Action Items section of your home page 
under the Reports & Contingencies tab. The type of requirement’s type will be listed in the Type column, and the due date will 
be listed in the Due Date column. You can use the Application ID and Project Name columns to determine which of your 
projects a requirement is for. To open a requirement, click the blue “Open” button in the leftmost column. 
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Completing Contingencies 
When you open a contingency, the first page tab will automatically generate with your award information. Please review this to 
make sure that all information is correct. Once you’ve confirmed that all information is accurate, you can click the 
Contingencies tab or Next button to proceed to the next page. 

 

The type of contingency will be listed at the top of the tab, and instructions for completing the contingency will be underneath 
the contingency type. As with applications, you can select the Summary button to generate a PDF summary of your 
contingency. If you’d like to save your contingency and return to it a later time, select “Save Draft” at the bottom of the screen. 
When you’ve completed all required fields and are ready to submit your contingency, click “Submit”. 
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If any required fields have not been filled out when you hit Submit, those fields will be outlined in red. You will be unable to 
submit your contingency until all required fields are completed. 
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Completing Reports 
For most award programs, reports will be submitted periodically throughout your grant period. Your award letter will detail 
what needs to be submitted with each report. 

As with contingencies, the first tab when you open your report will display automatically generated award information. Once 
you’ve confirmed that the information is correct, you can use the top tabs and next button to navigate through the rest of the 
requirement. 

 

Some tabs will require an upload of external documents. You can drag and drop those files to the drop box or click “browse 
files” to find and select them in your file explorer. 
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Other tabs will require you to input information directly into the system. In the final report requirement, some of this 
information will be contrasted directly against matching fields from your project application.  
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This will allow you (and Trust sta5) to directly compare your project’s goals and results. If a certain field does not apply to your 
project, enter a zero into the text box.  

Most status and final reports will require a completed budget. Information on how to complete the budget will be available in a 
separate guide. 

When you are ready to submit your report, click “Submit”. If you’ve left any required fields blank, you will see the following box 
appear at the top of your screen: 
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Each bullet point will link to the corresponding field or question.  

Completed Requirements 
When your contingency or report has been successfully submitted, you will see a popup letting you know that your 
requirement has been submitted. 

 

Upon returning to the home screen, your requirement will have moved to the Completed Items section of the page under the 
Completed Activities tab. You can click the blue “Open” button to view your submitted requirement. Once an item has been 
submitted, you can no longer make any edits. If you would like to edit an item that has already been submitted, please contact 
Trust sta5. 
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