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Registrations Instructions

SmartSimple is the online grant management software for the Michigan Arts and Culture Council
(MACC). All grantees will use SmartSimple to apply for MACC grants. New grantees will need to register
their organization.

1. Belowis the SmartSimple home screen. Click “Register” to begin the registration process.

’()\m"m;ah
(o9 80lRne
Cou
Login
9 WELCOME
| = Email | This is the Michigan Arts & Culture Council (MACC) grants portal. If
this is your first visit, you must register before beginning your
application. Please contact the MACC if you have any questions or
| P Password | need assistance, 517-241-4011.

Forgot Password?

Privacy Policy w to tl stem?

2. Toregister as an organization, college, or university select “Nonprofit Organization/College or University”.
If you are registering as a School or Municipality, select “K-12 School/Municipality” and go to page 5.

If you are registering as an individual only, select “Individual” and go to page 6.

Registration Options

| am registering as:

Nonprofit Organization/College or University

Click here to register a nonprofit organization, college, university or to associate yourself with an established account

PreK-12 School/Municipality

Click here 1o register your Prek-12 school, municipality or 1o associate yourself with an established account.
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3. Look up the Nonprofit Organization/College or University by entering in the Organization’s Employer
Identification Number (EIN) without spaces or dashes, then click “Search”. You can also search for an
organization by its name, but the name will need to be exactly how it is spelled out for the IRS.

Organization Search

o Enter one of the following criteria below to search for your organization.

1. EIN - Do not include spaces or dashes, example: “123456789"
2. Name - Keyword search is sufficient, example: "Enterprises” instead of "JL Enterprises, Inc”
3. State - Use the two letter abbreviation, example: "MI" instead of "Michigan®

EIN
| sss005243

Name

Address

State

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.

Organization Results

Q, Refine Search

° Instructions:

1. Click on the row to select the organization.

# EIN % Organization Name % Physical Address % Physical City % Physical State %+ Physical Zip —

1. 386006243 PIT & BALCONY INC 805N HAMILTON ST SAGINAW MI 48602-4306
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5. Next, you will complete the organization’s information and the contact information. Some of the fields
will auto populate from the IRS database. Please double-check all the information is current and correct.
Once all the information is entered, click “Submit”.

Organization Information

l @ Plesse enter your information in the form balow

* Organization Name
‘ PIT & BALCONY INC |

* Physical Address
‘ 805 N HAMILTON ST |

‘ Physical Address 2 |

* Physical City
‘ SAGINAW |

* Physical State

Michigan v
* Physical Zip
‘ 48602-4306 |

* Organization Phone Number |

* EIN Number
‘ 386006243 |

* Applicant Status v|

‘ *Web Address |

Contact Information

| Prefix v|

*First Name |

* Last Name |

* Title |

* Phone |

| Extension |

* Email |

* Address |

| Address 2 |

* City |

* State

| Michigan v|

* Zip Code P |




6. Atthis point, the initial registration is complete. MACC will review the registration. Once approved the
contact person listed for the organization will receive an email for login instructions.

Registration Complete

Thank you for registering with the Michigan Arts & Culture Council (MACC) grant portal. Pending MACC approval, login instructions will be sent to
the contact email. Please note, this could take up to 48 hours.

Login here

Registering as a School or Municipality

1. Complete the Organization Information and Contact Information. Please double-check all the
information is current and correct. Once all the information is entered, click “Submit”

Organization Information
0 Please enter your information in the form below

Organization Name
* Address
Address 2

* City

* State

Michigan v

Zip Code

* County
~select one— v

* Region

Phone #

* EIN Number
386000392

Web Address

Contact Information

Copy Address

Prefix

First Name
Last Name
* Phone
Extension
Email
Address
Address 2
Gty
State >,

Zip Code
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2. Registration is complete. Login instructions will be sent to the email provided.

Registration Complete

Thank you for registering with the Michigan Arts & Culture Council (MACC) grant portal. Pending MACC approval, login instructions will be sent to
the contact email. Please note, this could take up to 48 hours.

Login here
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Update and Complete the User Profile

Navigate to the User Profile section of the Grantee Homepage.

9 User Profile

Your user profile must be complete before you can apply. Take a moment to check that your information is up to date before moving to next STEP.

Update Your User Profile

The individual who will be listed as the “Project Director” in the application must complete a User Profile
and click “Update” before moving on to the next step.

The User Profile will require the following information:

Name
Title (at applicant organization)
Phone
Email
Address - Street, City, County, County, Zip Code
a. Usercanuse home address or organization address.
b. If outside Michigan, select “Out of Michigan” for County.

O prwbe

Click “Save Draft” and “Update”. Verify that the User Profile now has a Status: “Completed”.

CONTACT INFORMATION

Prefix: | Mr. v |

* First Name: | Clark |

* Last Name: | Kent (test) |

* Title: | Superman |

*Phone: | (333) 333-3333 |
Extension: |123 |

+ Email: (D ©

* Address: | 1645 TRAF RD

|
Address 2: | |
|

*city: | VIENNA
* County: | Kalamazoo v|
Country: | United States v
* State: | Michigan ~

*Zip Code: | 22182-2064 |

P
Save Draft Update Deactivate

— |
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Update and Complete the Organization Profile.

Navigate to the Organization Profile section of the Grantee Homepage.

Applicants MUST complete the Organization Profile and click “Complete Profile and Start Application

Q Organization Profile and Application

The Organization Profile must be complete before you can apply. Once it is completed, you will start the application directly from the Organization Profile.

Update Your Organization Profile and Start an Application

»

before an application is generated.

ORGANIZATION INFORMATION

Applicants will be required to provide the following information:

1. Organization Information

a.

-0 o0 T

Organization Name

Other Common Name (if applicable)

Phone Number

Web Address

Physical Address

Mailing Address (if different than physical address)

2. Primary Contact Information (This is the main point of contact for the organization).

a.
b.
C.
d.

Primary Contact Name

Primary Contact Job Title
Primary Contact Email

Primary Contact Phone Number

3. EIN and UEI

a.
b.

EIN — Enter the organization’s Employer Identification Number
UEI- Enter the organization’s Unique Entity ID

4. Organization Classification

a.

Organization Status

b. Applicant Status
c.
d

Institution (i.e., Performing Group, Museum, Art Center, Arts Council, etc.)

. Discipline (i.e., Dance, Music, Visual Arts, Media Arts, Multi-disciplinary, etc.)
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After completing all sections of the Organization Profile, click “Complete Profile and Start
Application” to proceed to the next step. Then, click on “Start Mission/Experience Support Grant
Application” in the pop-up screen.

Click below to start your application. Once you have started your application,
you may save it and come back later to complete it.

Start Mission Support Grant Application
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SmartSimple Instructions: Adding Contacts to Organization/Application

The Project Director is the only person who has access to the grant application in SmartSimple unless the
Project Director adds other users to the grant application. The Authorizing Official also has access to the
grant application if they have a SmartSimple login (Authorizing Officials are not required to have a
SmartSimple login). Multiple people can be added as a “Contact” to the grant application, but only one
person can work on the grant application at a time.

Adding multiple individuals to a grant record is a two-step process. The Project Director must be the
person to add the “Contacts.” First, you will need to add the “Contact” to the Organization Profile then
you will add the “Contact” to the grant application. Follow the steps below.

Project Director logs in to macc.smartsimple.com (https://macc.smartsimple.com/s_Login.jsp).

1. Onthe SmartSimple home screen, click on “Organization Profile.”

@ Organization Profile and Application

The Organization Profile must be complete before you can apply. Once it is completed, you will start the application directly from the Organization Profile.

Update Your Organization Profile and Start an Application

2. Click “Contacts” on the left side menu.

Update Your Organization Profile

J  Wain Contact your Qrganizatiod
Ownesr]
Haoles

Status

Activty List

© reorman: vou

completed your p

3. Click on the “+”icon below the organization name. If you hover over the “+” icon it states, “New
Contact.”

Update Your Organization Profile and Start an Application

[] Tarne * Title = Company

1 Arial Mermaid aasdiy Test Organizal
2 Clark Kent (est) Superman Test Organizal
3 Donald Duck Saillor Test Organizal
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http://macc.smartsimple.com/

4. Click on the box next to “Grantee” then click “Next.”

MACLTC
MNew Staff/Contact
Select "'EII'.|I..::‘.

O awthorizing Official HE Grantes

5. Enterthe required information for the new contact. Some fields will auto fill from the Organization
Profile.

Mew Contact

Orgarization Mame: Test Organization 1 (Rorrcounty and Test Regeanion) [

Siatus:

CONTACT INFORBMATION

Prefie -

= First M

*Phone | (333) 333-3333

* ddresst | 123 Test Road

“city. | Somewhere

Country; | United States e
*§hme | Michigan -
* HpCode: | 12345

6. Click on “Activate User Access” (new user will have access to the grant application only) or “Activate
Org Owner Access” (new user will have access to the grant application and the Organization Profile).
Once you click one of the “Activate” buttons SmartSimple will send an email to the new user with
login instructions.

Slate: BAIC TG AN -

Code: | 12345

Activate Liser ACDESS Activale Ong Owne ADCERS
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7. Thefirst step is complete after you activate the new user. Next, click on “Applications and Grants” in
the upper right corner or click “Draft Applications” in the Monitor Applications in Progress section to
get to the grant application.

Home (ApplicationsandGrants' Reports Contact Us & Q e

©® Monitor Applications In Progress

@ Draft Applications

Submitted Applications

8. Click “Open” on the specific grant application that you want to add the contact.

Draft Applications

P PRRRREGS K § G MaRDar ¢ Pl TEE ¢ ggEoamon TR 0 Amaen Mgl ¢ BamE 8

¥ Tl D gatai | Py w1l B e Wi lra® B Cra -‘

9. Inthe grant application click on “Contacts” in the left side menu.

MS10562

*The Organization Profile is incomplete. Click the i

The Project Director's user profile is complete. Click

Grant Number: MS10562

Project Director:  Clark Kent (test) )

10. Under “Find Contact” enter the contacts name (once you start typing it should auto fill) then select
the role “Grantee” then click “Add Contact.”

~ Find Contact

e - [—]
n Add Contact
D =oetaun -
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11. Now you will see the Authorizing Official and the other individual you added to the grant application
under Contacts. Now the other individual you added will be able to login to SmartSimple and work on
the grant application.

w Find Conka
[+] Q] | Addcoment
o -
@ Pl hame it Dowre * Ervasl Eade
- Ot are: e 1 Py d kL e mman] Do
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SmartSimple Instructions: Instructions for Toggling Between Organizations (for those
writing applications on behalf of multiple organizations)

A user can be associated with multiple organizations in SmartSimple. If a user is associated with multiple
organizations, please use these instructions to navigate between the multiple organizations.

To Navigate between Organization Profiles

1. In SmartSimple, the organization you register with first is going to be the main organization you’re
associated with, but you can be associated with as many organizations as you need. On the
SmartSimple home page if you click on “Organization Profile” this will take you to your main
organization. In this example I’m using user Marcia Brady (test) and the main organization is Test
Organization 2. I’m also associated with Test Organization 1.

@ Organization Profile and Application (See step 5 in guidelines)

Starting on May 1, you will be able to update the Organization Profile and start the application using the link below. The Organization Profile must be complete before you can apply. Onceitis
completed, you will start the application directly from the Organization Profile.

Update Your Organization Profile and Start an Application

2. Under the Organization Profile this is where you can edit the main organization you’re associated
with; in this example it is Test Organization 2.

ORGANIZATION INFORMATION DOCUMENTATION UPLOADS ADA/504 INFORMATION

* Organization Name

Test Organization 2 (County)

Other Common Name

* Organization Phone Number

| (122) 222-3232 |

*Web Address

| www.test.com |

* Physical Address

| 123 Test Road |

Physical Address 2

| suite 203 |

Complete Profile and Start Application [B) Save Draft
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3. To navigate to the other organizations, you’re associated with on the SmartSimple home page you will
click on “User Profile.”

@ User Profile (See step 4 in guidelines)

Your user profile must be complete before you can apply. Take a moment to check that your information is up to date before moving to next STH

Update Your User Profile

4. Underthe User Profile click on “Associations” in the left side menu.

Update Your User Profile

b Main Organization Name: Test Organization 2 (County) [

s Associations Status: Edit

Grants

o User Management

In this status you can

- Update a user’'s profile so that they can submit applica|
- Deactivate a user

5. Click “Open” to the organization profile you wish to edit.

Update Your User Profile

~ Find Organization

six Associations ‘ n ‘ — Select Role — v| n
Add Organization
B oms

E i Default v |
] Organization Name

O Test Organization 1 (non-county and Test Regrantor)

A
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6. After clicking Open this will take you to the Organization Profile of your secondary organization’s
that you’re associated with. You may need to click “Edit” in the upper left corner to be able to edit
the fields in the Organization Profile.

Test Organization 1 (non-county and Test Regrantor)

cat News

Main Contact your Organization Clark Kent (test) (kim.wheater@gmail.com)
owner:

=

Motes
Status: Edit

Activity List

Contacts 14
o IMPORTANT: You must complete all the information below (ORGANIZATION INFORMAT

completed your profile, click Save Draft, and then click the Update button. Your profile mi
Related Organizations - S - .

Grants
ORGANIZATION INFORMATION DOCUMENTATION UPLOADS ADA/504 INFORMATION

Organization Name

Test Organization 1 (non-county and Test Regrantor)

Other Common Name
test
Organization Phone Number

(333) 3333333

Web Address

www.testorg.com
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SmartSimple Budget Instructions

1. Onthe homepage in SmartSimple click on “Applications and Grants” in the upper left corner.

Applications and Grants k

'@Aéﬂfﬁ.‘g‘ Homej eports  Contact Us

I i : 9
Clark Kent (test)
Superman

@ User Profile

2. Under“My Applications” click on the “In Progress” tab. Then click on the blue “Open” button to the right
of the grant award information. The status for the grant award will be “Budget”.

My Applications

Use the tabs below to see your applications and grants in progress. If you have a grant and would like to upload letters to the Governor and
your local legislators, click the Acknowledgements tab.

IN PROGRESS (2) SUBMITTED (0) AWARDED (0) NOT AWARDED (D) CLOSED (0) ACKNOWLEDGEMENTS (0)
[0 # oOrganization Name < Grant Number % Application Type %+ Amount Requested % Status $

[J 1 TestoOrganization 1 (non-county and Test Regrantor) 26MS12355 Mission Support $68,000 Budget

3. Foreach category that the grantee was awarded funding, an itemized budget is required detailing exactly
how the organization plans to spend the funding on the awarded project(s). The awardee is expected to
follow this budget while completing projects and fulfilling the grant contract. During the grant period if
situations occur in which projects and/or expenditure must change, the awardee must contact their
Program Manager to inquire about the possibility of enacting a Grant Change Form.

In this example the organization received funding in Operational Support category. To fill out the budget

information click on the Operational Support tab, then click on the “Operational Support Grant Details” in

the right side “JUMP TO” menu. This will take to the fields required to submit a budget. You can also scroll

down to the Operational Support Grant Details section to get to the required fields to submit a budget.
26MS12355

Grant Number: 26MS12355
Status: Budget

Organization Name: Test Organization 1 (non-county and Test Regrantor)

Project Director: \ Clark Kent (test) I

Program Officer: Al

= JUMPTO

A: ORGANIZATION DETAIL B: OPERATIONAL SUPPORT - FACILITY IMP

Operational Support
A _

Operational Support Grant
Details
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4.

In the Operational Support Grant Details section, you will see the grant awarded amount for the
Operational Support category and the grant agreement language for the category.
Operational Support Award

$20,000

Operational Support Agreement Language

Provide public programming through the MACC Operational Support category which includes monies for
administrative costs, space rental, travel, marketing, publicity & promotion, artistic and/or other expenses.

5. Award Action

a.

OPERATIONAL SUPPORT ONLY - Operational Support awardees will have the option to “Accept” or
“Deny” the grant award.

“Accept” —awardee is agreeing to the Grant Contract Language presented and will need to complete a
proposed budget in the next step.
“Deny” — awardee rejects the award and may move on without the need to complete a proposed budget

for this category.
* Operational Support Award Action

If the grantee agrees with the grant language above click "Accept” then complete the budget below. If the grantee would
like to decline the grant award click "Decline".

(® Accept
O Deny

b. ALL OTHER GRANT CATEGORIES (Project Support, Facility Improvement/Equipment,

Professional/Organizational Development, Field Trips, and Arts Education) — Awardees in all other
categories have the option to “Accept”, “Deny”, or “Amend” the grant award for each funded category.

"Accept" -awardee is agreeing to the Grant Contract Language presented and will need to complete a
proposed budget in the next step.

"Deny" - awardee rejects the award and may move on without the need to complete a proposed budget
for this category.

"Amend" - awardee may scale back the project from the original proposal due to a partially funded
award. The grantee may elect to complete only certain parts of the original proposal (i.e. will not
complete the roof replacement but will still purchase both pieces of equipment for programming),
and/or may scale back the original proposal (i.e. will complete one half of the roof and will purchase
only one piece of equipment for programming). Awardees can only scale back the grant project
originally proposed in the application (i.e. cannot propose entirely new projects/purchases). After
clicking "Amend", provide an explanation for how the Grant Contract Language needs to change to
reflect the scaling back of the project, and complete a proposed budget in the next step which should
reflect the amended project.
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* Facility Improvement & Equipment Award Action

If the grantee agrees with the grant language above click "Accept” then complete the budget below. If the grantee would
like to decline the grant award click "Decline”. The grantee can choose "Amend"” only to reduce the size/scoop of their
grant project originally proposed in the application. Grant funded activities cannot be changed from the original proposal.

QO Accept
O Decline
(® Amend

Facility Improvement & Equipment Amended Grant Contract Language

Provide a detailed explanation for the amended grant contract language. The grantee can only reduce the size/scope of
their grant project originally proposed in the application. Grant funded activities cannot be changed from the original
proposal.

Since we didn't receive full funding we will only be able to remove the existing ramp system this grant
period.

6. Enterthe budget by click on the blue “Open” button under the Operational Support Expenses field.

requirement in the Final Report.

® See list of Operational Support allowablq

aqye on to the next tab, click “Save Draf]

7. Once you click the blue “Open” button a new window will open. In this window you enter the allowable
expenses by clicking the dropdown menu under the column “Type” then add a brief description and the
MACC grant funds you plan on using for that line item. You can add as many line items as necessary to
show the full MACC grant award. The total project expenses need to equal the awarded amount. Once all
expenses are entered click “Save”. Once the budget is saved you can close this window. In this example,
the awarded amount is $20,000.

a.
b.
C.

“Employee Expenses” — will be individuals who receive a W-2 from the organization.

“Non-Employee Costs” — are considered contract workers or artists hired.

“Additional Project Expenses” —include Space Rental, Travel, Marketing, and/or Publicity and
Promotion.

“Other Expenses” — would include items that don’t fit in the above categories. Some examples include
insurance, royalties, supplies/materials, equipment rental, etc.

“Capital Expenses” —will include materials/supplies, feasibility studies, architectural drawings/fees,
design fees, or equipment purchase.
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Expenses Totals

‘ Save l Clear

Employce Expenses

Non Employee Costs

Additional Project Expenses

‘Other Project Expenses

Total Project Expenses

MACC Grant Funds

$10,000

$0

$10,000

50

$20,000

8. Once you close the window the budget will be displayed in the grant record.

Total

Space Rental

--Select one-
--Select one-
--Select one--

--Select one-

Lease rent March -

December.

Employee Expenses
Type Description MACC Grant Funds
Employee Expense (list
the the employee's job Executive Director $10,000
title in description)
-Select one- S0
—-Select one- $S0
-Select one- $0
—-Select one- $0

Total $10,000

Non Employee Expenses
Type Description MACC Grant Funds
--Select one- $0
--Select one- S0
--Select one— S0
—-Select one- $0
—-Select one— S0

Total S0
Additional Project Expenses
Type Description MACC Grant Funds

$10,000

$0
S0
$0
$0

$10,000
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Other Expenses
Type Description MACC Grant Funds
—-Select one- S0
—Select one- S0
—-Select one- S0
—-Select one- S0
—-Select one- S0
Total S0
Total Expenses
MACC Grant Funds
Employee Expenses $10,000
Non Employee Costs S0
Additional Project $10,000
Expenses
Other Project Expenses S0
Total Project Expenses $20,000

9. Ifthisis the only category the grantee was awarded, then you can click “Submit Budget”. Then itis sent to
the MACC Program Manager for their review. Once the Program Manager approves the budget then the
grant agreement will be sent. The MACC Program Manager can also send the budget back to the grantee if
they have questions.

Submit Budget
| —

() Save Draf

10. If the grantee needs to submit a budget for another category, then you can click the category tab at the
top or the “Next” button at the bottom right corner to move through the grant record.

26MS12355
A: ORGANIZATION DETAILS ~ B: OPERATIONAL SUPPORT @ IMPROVEMENT & EOUF’m>
Employee Expenses SN—— B
Type Description MACC Grant Funds
Employee Expense (list
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=  JUMPTO

Operational Support
Application Details

Operational Support Grant
Details

11. Once all the budgets are entered for each category award then click “Submit Budget” at the bottom of the

page.
Submit Budget

12. After the budget is submitted the grant record is “Under Review”. The MACC Program Manager will review
the budgets submitted. If they have any questions they will reach out to the grantee.

&) Save Draft

Grant Number: 26MS12355

Status: Under Review

Organization Name: Test Organization 1 (non-county and Test Regrantor)

Project Director: Clark Kent (test) @
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Next Steps

Once the budget is submitted the Program Manager will review the budget for each category. Once the
Program Manager accepts the budget, the Authorizing Official will receive a grant agreement via
DocuSign within 1-2 business days.

If the budget is not approved, then the Program Manager will send it back with comments and the
awardee will receive an email about what needs to be corrected. The awardee will then need to go back
into SmartSimple update the budget then resubmit the budget.

If you have any questions, please reach out to your Program Manager assigned to the grant record in
SmartSimple. You can find the Program Manager on top page of the grant record. If you need their contact
information you can click on the “Contact Us” link at the top.

26MS12355

Grant Number: 26MS12355
Status: Under Review
Organization Name: Test Organization 1 (non-county and Test Regrantor)

Project Director: Clark Kent (test)

Program Manager: Alex Flannery

me  Applications and Grants Reports @
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Personnel Grant Change in SmartSimple

If you need to update the Project Director, Authorizing Official, or both on the grant record, then you will
need to complete a grant change form in SmartSimple. Follow the instructions below to submit a grant
change form in SmartSimple.

The Project Director or any other contact that has access to the grant will need to login to
https://macc.smartsimple.com If no one from the organization has access to SmartSimple contact

Adam Wheater (wheatera@michigan.org) or Ashley Minarik (minarika2@michigan.org).

Once you’re logged in to SmartSimple, on the home screen, click on “Applications and Grants” in the
upper left corner.

@ﬁa’}f:“ Home  Applications and Grants Reports  Contact Us
i

Under the “Grant Changes” section you will need to click the blue “Apply for Grant Change”
button next to the specific grant.

Grant Changes

Click the Apply for Grant Change button to start a new grant change record. If you have already created one, click on the Manage tab to see
your grant change in progress.

REQUEST (2) MANAGE (0)

(J # GrantNumber % Organization Name % Primary Contact % Type S ProjectName = Status 5 Applyfg b

O 1 26MS12356 Test Organization 1 (non-county and Test Regrantor) Clark Kent (test) Mission Support Awarded
0O 2 26MS12355 Test Organization 1 (non-county and Test Regrantor)  Clark Kent (test) Mission Support Awarded Apply for Grant Change
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4. Underthe “Details” tab, you will check on the personnel you’re changing (Authorizing Official, Project Director,
or both). In this example we are updating the Project Director. Start by clicking the box to the left of “Project
Director” then click “Save Draft”. Then you will need to complete the following: “New Project Director”, “New
Project Director Title”, “New Project Director Phone”, and “New Project Director Email”. Then click “Save Draft”.

Type: Grant Change > (
Status: Draft
Grant Type: Mission Support
Program Manager: _
Project Director: _

Grant Number: 26MS12356

@ official - Grant Change Form a

If you need to make a change to your grant, you should complete this form and retumn it to the Michigan Arts & Culture Council (MACC) for approval. If you have additional changes, please contact the MACC to discuss. The MACC may
have to re-evaluate the grant for funding. If you do not receive prior approval to making any changes, you may forfeit your grant funding.

DETAILS  PURPOSE OF CHANGE  SIGNATURE | e

* Grant Change Type

Check all that apply

[ Organization Mame [ Organization Address Project Director

[[] Authorizing Official [ Project Description

v Project Director

Current Project Director: Clark Kent (test)
333) 333-3333

Superman

* New Project Director | Minnie Mouse |
Name:

* New Project Director | Grant Specialist |
Title:

* New Project Director | 555-555-9876 |
Phone:

* New Project Director | minnie.mouse(@disney.com |
Email:

Send Signature Page

i_____
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5. Clickonthe “Purpose of Change” tab, then answer the two questions. Once you have completed the
two questions click “Save Draft”.

DETAILS PURPOSE OF CHANGE SIGNATURE

* Why do you want/need to make this change?

The previous Project Director is no longer with the organization. Minnie Mouse will be the new Project Director for this grant.

*How will this change affect the project?

This will not change the project

{ BACK

Save Draft Send Signature Page

e —

6. After saving the grant change form then click on “Send Signature Page”. (NOTE: If you are changing the
Authorizing Official, you will click on the “Notify Program Manager” button. This will notify MACC staff
to add the new Authorizing Official before sending the signature page.) This will send the grant change
form to the Authorizing Official via DocuSign email. This is an automated email from SmartSimple
(macc.docusign@michigan.org) so it might go into your junk/spam folder, subject line “Grant Change
signature required”. The status of the grant change form will update to “Pending Signature”.

Save Draf. Send Signature Page

7. Afterclicking “Send Signature Page” you will notice at the top, the “Status” updates to “Pending
Signature”.

Type: Grant Change
Status: Pending Signature
Grant Type: Mission Support

Project Director: Clark Kent (test) [/

Grant Number: 26MS12356
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8. You can follow the status of the grant change form by going back to the “Applications and Grants” page and
selecting “Manage” tab under the “Grant Changes”.

Grant Changes

Click the Apply for Grant Change button to start a new grant change record. If you have already created one, click on the Manage tab to see
your grant change in progress.

REQUEST (2) MANAGE (1)

[0 # ApplicationType % Organization Name % GrantNumber % ProjectDirector % GrantChangeType % Status s
] 1 Mission Support Test Organization 1 (non-county and Test Regrantor) 26MS12356 Clark Kent (test) Project Director Pending Signature

9. Once the grant change form is signed by the Authorizing Official then the MACC staff will approve the
grant change and update the grant record in SmartSimple. You can see the status of the grant change
form under the “Manage” tab under “Grant Changes”.

Grant Changes

Click the Apply for Grant Change button to start a new grant change record. If you have already created one, click on the Manage tab to see
your grant change in progress.

REQUEST (2) MANAGE (1)

&

[ # Application Type % Organization Name % Grant Number % Project Director % Grant Change Type S Status ©
[0 1 Mission Support Test Organization 1 (non-county and Test Regrantor) 26MS12356 Clark Kent (test) Project Director Approved

10. You can click on the grant change line to open the grant change record. Once the Authorizing Official
completes and submits the DocuSign form the document is automatically uploaded in SmartSimple
with the date and time of submission. You can view the completed form by clicking on the “Signature”
tab then click on the link. The grant change form will open in a new window.

DETAILS ~ PURPOSE OF CHANGE ~ SIGNATURE

Signed Grant Change: R = |
O File Name & Size  Date

[ Grant Change ¥ pdf

332.4KB  04/22/2026 9:47 AM
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Project Description Grant Change in SmartSimple

If you need to update the Project Description on the grant record, then you will need to complete a grant change
form in SmartSimple. (NOTE: you will need approval from MACC Program Manager to submit a Project
Description grant change). Follow the instructions below to submit a grant change form in SmartSimple.

The Project Director or any other contact that has access to the grant will need to login to
https://macc.smartsimple.com If no one from the organization has access to SmartSimple contact Adam
Wheater (wheatera@michigan.org) or Ashley Minarik (minarika2@michigan.org).

Once you’re logged in to SmartSimple, on the home screen, click on “Applications and Grants” in the upper left
corner.

@n Eﬂfﬁ.]‘.‘g Home  Applications and Grants Reports Contact Us

Under the “Grant Changes” section you will need to click the blue “Apply for Grant Change” button
next to the specific grant.

Grant Changes

Click the Apply for Grant Change button to start a new grant change record. If you have already created one, click on the Manage tab to see
your grant change in progress.

REQUEST (1) MANAGE (6)

HofT
[] # GrantNumber % Organization Name % Primary Contact % Type + ProjectName % Status % ApplyforG hange
O 1 26MS12356 Test Organization 1 (non-county and Test Regrantor) Clark Kent (test) Mission Support Awarde Apply for Grant Change
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4. Under the “Details” tab, you will check on the which type of description you are changing. In this example we are
updating the Facilities Improvement and Equipment description. Start by clicking the box to the left of “Facilities
Improvement and Equipment Description” then click “Save Draft”. Then you will need to complete “New
Facilities Improvement and Equipment Description” field and click “Save Draft”.

Type: Grant Change > (
Status: Draft
Grant Type: Mission Support
Program Manager: _
Project Director: _

Grant Number: 26MS12356

@ official - Grant Change Form a

If you need to make a change to your grant, you should complete this form and retumn it to the Michigan Arts & Culture Council (MACC) for approval. If you have additional changes, please contact the MACC to discuss. The MACC may
have to re-evaluate the grant for funding. If you do not receive prior approval to making any changes, you may forfeit your grant funding.

DETAILS PURPOSE OF CHANGE  SIGNATURE

* Grant Change Type

Check all that apply

[ Organization Name [J Organization Address [ Project Director

[J Authorizing Official Project Description

v Project Description

* Type Description

[ Operational Suppaort Description
Facilities Improvement and Equipment Description

[J Professional/Organizational Development Description

Current Facilities Improvement and Equipment Description

Grantee will use grant funds to replace windows on the east side of building.
New Facilities Improvement and Equipment Description

Grantee will use grant funds to replace windows on the north side of building|

(e )

~_
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5. Clickonthe “Purpose of Change” tab, then answer the two questions. Once you have completed the
two questions click “Save Draft”.

DETAILS PURPOSE OF CHANGE  SIGNATURE

*Why do you want/need to make this change?

We had one of the windows on the north side of the building shatter. Replacing the north side windows are now more urgent than the east side.

* How will this change affect the project?

we will be replacing the north side windows instead of the east side/

< BACK
e

Save Draft Send Signature Page

e —

6. After saving the grant change form then click on “Send Signature Page. This will send the grant change
form to the Authorizing Official via DocuSign email. This is an automated email from SmartSimple
(macc.docusign@michigan.org) so it might go into your junk/spam folder, subject line “Grant Change
signature required”. The status of the grant change form will update to “Pending Signature”.

Save Draf. Send Signature Page

7. Afterclicking “Send Signature Page” you will notice at the top, the “Status” updates to “Pending
Signature”.

Type: Grant Change
Status: Pending Signature
Grant Type: Mission Support

Project Director:  Clark Kent (test) [/]

Grant Number: 26MS12356
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8. You can follow the status of the grant change form by going back to the “Applications and Grants”
page and selecting “Manage” tab under the “Grant Changes”.

Grant Changes

Click the Apply for Grant Change button to start a new grant change record. If you have already created one, click on the Manage tab to see
your grant change in progress.

REQUEST (2) MANAGE (1)

OO0 # Application Type %+ Organization Name % GrantNumber % ProjectDirector % Grant Change Type + Status s
0 1 Mission Support Test Organization 1 (non-county and Test Regrantor) 26MS12356 Clark Kent (test) Project Director Pending Signature

9. Once the grant change form is signed by the Authorizing Official then the MACC staff will approve

the grant change and update the grant record in SmartSimple. You can see the status of the grant
change form under the “Manage” tab under “Grant Changes”.

Grant Changes

Click the Apply for Grant Change bution to start a new grant change record. If you have already created one, click on the Manage tab to see
your grant change in progress.

REQUEST (2) MANAGE (1)

[0 # Application Type % Organization Name % Grant Number % Project Director % Grant Change Type ¥ Slalus %
[0 1 Mission Support Test Organization 1 (non-county and Test Regrantor) 26MS12356 Clark Kent (test) Project Director Approved

10. You can click on the grant change line to open the grant change record. Once the Authorizing
Official completes and submits the DocuSign form the document is automatically uploaded in
SmartSimple with the date and time of submission. You can view the completed form by clicking
on the “Signature” tab then click on the link. The grant change form will open in a new window.

DETAILS ~ PURPOSE OF CHANGE ~ SIGNATURE

Signed Grant Change: ®| E

O FileName « Size  Date

[  26MS12356 Grant g )3 pdf

3324KB  04/22/2026 9:47 AM
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