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Division Unit : Grants and Budgets Unit  

Date Written: A ugust  1, 2024  
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Purpose  

To provide a guide for external users (sub-recipients) regarding submitting different activities in the 

grants management system, SmartSimple. SmartSimple is the Grants Management System that 

manages the entire life cycle of all Workforce Services and Adult Education contracts. 

This guide will be helpful for new and current partners, as it includes onboarding practices and step-

by-step functions of the system. These steps will need to be performed if you are expected to receive 

or currently have a Workforce Services and/or an Adult Education contract. 
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1. Getting Started  

If you are a new organization that is expecting to receive a contract with TN Department of Labor and 

Workforce Development, the following actions are required: 

1. Before registering, email Grants.Budgets@tn.gov with the below organizational 

information.  

2. Use this link to register a New Organization & New User in SmartSimple. 

The steps to register as a new user and new organization can be found in the SmartSimple section of 

this manual. 

1.1 Additional Organization Information Requested Prior to Registration  

Please ensure the following document/information and steps are 

complete at least 2 weeks  before you begin applying for funds.  

• UEI – Each applicant/grantee must have a 12-character Unique Entity Identifier (UEI number) 

available, and it must be registered in the System for Award Management (SAM.gov) before 

submitting an application.  

• Remittance address (if different from physical address) – this is highly important as this is the 

address used for payment. 

• W-9 Form 

• ACH Form/Direct Deposit Form 

o Supplier Direct Deposit Authorization (SDDA) form can be located in the Edison 

Portal 

• Edison Supplier ID – If this organization has not previously had contracts with the State of TN, 

an Edison Supplier ID will need to be created.  

o Please visit the Edison Supplier Portal Page and complete the process outlined 

online. 

o Refer to the Edison Supplier Portal Registration Manual for additional guidance. 

• Authorized Official’s Information – This is usually the Executive Director, CLEO, or President.  

o Title 

o Name  

o Phone number  

o Email address 

• Signatory Information – These users will be responsible for signing any documents. 

o Title  

o Name 

o Phone number 

mailto:Grants.Budgets@tn.gov
https://apply.grants.tn.gov/s_csignup.jsp?token=XVtQHUUGZV1YQBZQRQpSR1RSYV1xBnNoF2Zc&ptoken=XVtQC1oGZV1YQBZRRQpSR1RSYV1xBnNoF2db&invitetoken=
https://www.tn.gov/content/dam/tn/ecd/documents/resources/grantee-resources/STATE_OF_TN_SDDA_ACCESS_FORM.pdf
https://www.tn.gov/generalservices/procurement/central-procurement-office--cpo-/supplier-information.html
https://upk.edison.tn.gov/esupplier/Supplier_Registration_Instructions.pdf
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o Email address 

o Signatory authorization form – Any changes to users with Signatory Authority access 

will require an updated Signatory Authority form be emailed to 

Grants.Budgets@tn.gov  

▪ When completing this form please note, anyone granted permission to sign on 

behalf of the authorized grantee must sign the authorized grantee’s name and 

put their own initials.  

▪ Please remember to include the name of your organization at the top of the 

form.  

• Partner Organization Information Form – The people listed on this form should include the 

same individuals on the signatory authorization form and anyone who will make submissions 

in the grants management system.  

2. SmartSimple  

2.1 Sub recipient Roles  

SR Grant Staff –   

 This role is assigned upon external registration to all the users associated with an organization 

that needs to have access to the applications that have been assigned to them and to open program 

cycles. 

SR Signatory –   

 This role is to allow authorized officials to sign documents and approve workflows, as well as 

perform other basic staff functions. You must be listed on the signatory authorization form to receive 

this role. 

SR Viewer –   

 This role is to allow for basic Grantee permissions to view forms and run predefined reports 

associated with their organization. 

2.2 Register Subrecipient Organization  and New User Registration  

1. Go to SmartSimple | State of Tennessee (tn.gov) 

2. Click Click Here under “To register or view Grants funding opportunities”. The Department of Labor 

and Workforce Development Grant Management Solution Registration page will appear.  

mailto:Grants.Budgets@tn.gov
https://apply.grants.tn.gov/s_Login.jsp
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3. Select one of the following options: 

• Organization Registration & IRS Validation – create an organization profile to enable your 

organization to apply for available grants. 

• New User – if you are a new contact for an existing organization withing the Department of 

Labor and Workforce Development Grant Management Solution, click here to register.  

• Available Funding Opportunity – Click here to view Department of Labor and Workforce 

Development Grant Management Solution Funding Opportunities.  

Organization Registration & IRS Validation  

1. Go to SmartSimple | State of Tennessee (tn.gov) 

2. Click Click Here under “To register or view Grants funding opportunities.” The Department of 

Labor and Workforce Development Grant Management Solution Registration page will 

appear. 

3. Select Organization Registration & IRS Validation. This option allows you to create an 

organization profile so that your organization can apply for available grants.   

 

4. Complete the following fields: 

https://apply.grants.tn.gov/s_Login.jsp
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• EIN – An EIN, is known as an Employer Identification Number or Tax ID Number, is 

used to identify a business entity, trust, estate, and various other entity types. All 

businesses in general need an EIN, according to the IRS. 

• Organization Name – This is the Subrecipient Organization legal name.  

• Address – This is the Subrecipient Organization headquarter office address.  

• City – SR Organization headquarter office city. 

• State – SR headquarter office state.  

 

5. Click Search.  

• If your organization has a valid EIN, IRS will return a record that shows your 

organization’s information.  
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6. Click on your organization name.  

• The Organization Information page will appear showing your organization 

information auto-populating at the top of the section of the Organization Information 

page.  

 

7.  Click Copy Address.  

 

8.  Complete the remaining required fields (i.e. full name, title, email, etc.). 

9.  Check the “I’m not a robot” reCAPTCHA checkbox. 

10.  Click Submit. The Registration Complete confirmation page will appear. 

 

11.  Navigate to your email mailbox and look for an email with the subject line, “Login to 

Account.” 

12.  Open the email.  

13.  Click on the link provided in the email to reset your password. Account Activation page will 

appear. 

14.  Create a password that meets all criteria shown on the Account Activation page.  
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15.  Check the “I’m not a robot” reCAPTCHA checkbox. 

16.  Click Submit. You will then be navigated to your homepage.  

New User  

1. Go to SmartSimple | State of Tennessee (tn.gov) 

2. Click Click Here under “To register or view Grants funding opportunities.”  

• The Department of Labor and Workforce Development Grant Management 

Solution Registration page will appear. 

 
3. Select New User. 

• This option allows you to create a profile for an existing organization within the grant 

management system. 

• The Sub-recipient Organization New User Registration page will appear. 

 
4. The Sub-Recipient Organization New User Registration page will appear. Complete all required 

fields.  

• The address to input is your organization’s headquarter office residence.  

• If there are any required fields that you do not know, enter all zeros – the correct 

information can be added before a contract is created.  

5. Check the “I’m not a robot” reCAPTCHA checkbox. 

6. Click Submit.  

• Registration complete confirmation page will appear.  

• Email grants.budgets@tn.gov to receive a link to finish setting up your account. 

https://apply.grants.tn.gov/s_Login.jsp
mailto:grants.budgets@tn.gov
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7. Navigate to your email inbox and look for an email with the subject line, “Login to Account.” 

8. Open the email. 

9. Click on the link provided in the email to activate your account. Account Activation page will 

appear. 

10. Create a password that meets all criteria shown on the Account Activation page. 

11. Check the “I’m not a robot” reCAPTCHA checkbox. 

12. Click Submit.  

13. You will then be navigated to your homepage.  

 

Note: If you need the SR signatory role, please email grants.budgets@tn.gov stating so and include 

a copy of your signatory authorization form in the email.  

Registering an organization  when IRS Validation search returns no 

organization name  

1. Go to SmartSimple | State of Tennessee (tn.gov) 

2. Click Click Here under “To register or view Grants funding opportunities.” The Department of 

Labor and Workforce Development Grant Management Solution Registration page will 

appear.  

3. Select New User. 

4. Click the text “here to add it” found in the instructions section. 

5. Refer to the steps outlined in the previous registration options (organization registration and 

new user registration) to set up a new organization and new user account in your submission. 

 

 

mailto:grants.budgets@tn.gov
https://apply.grants.tn.gov/s_Login.jsp
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2.3 Reviewing and Revising Organization Profile  

To revise your profile or add additional documents you are to  do the 

following:  

1. Email Grants.Budgets@tn.gov and let them know that you need to make edits to your 

organization’s profile.  

2. Following this request, your organization’s profile will be placed in Profile Review Required 

status. 

3. Log into SmartSimple | State of Tennessee (tn.gov) 

4. Click Home. 

5. Click Organization Profile.  

 

6. Click Edit at the top left corner.  

 

7. Review all tabs and ensure the organizational profile is filled out completely and accurately. 

8. Make the necessary revisions on each applicable tab.  

mailto:Grants.Budgets@tn.gov
https://apply.grants.tn.gov/s_Login.jsp
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9. Click Save Draft and Submit.  

10. The organizational profile will move to Submitted status.  

11. Grants and Budgets Unit staff will review the profile for completeness.  If additional updates 

or changes are required, the profile will be placed in Revisions Required Profile status.  

12. If no additional updates or changes are required, the profile will be moved to Profile Review 

Complete status. 

To review the contents associated with your organization profile:  

1. Log into SmartSimple | State of Tennessee (tn.gov) 

2. Click Home. 

3. Click Organization Profile.  

 

4. Click Main tab on the left of the screen to review the contact information, additional 

information, attachments, and to register a new user.  

5. Click Contacts on the left of the screen to review all individuals associated with the 

organization.  

a. Filter your list view to see only Active users.  

i. See Default dropdown directly under your organization’s name.  

ii. Click the dropdown. 

iii. Select Active Users. 

https://apply.grants.tn.gov/s_Login.jsp
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b. If someone shows as an active user, but they are no longer with your org, email 

grants.budgets@tn.gov requesting that their account is deactivated. An updated 

Partner Organization form (and Signatory Authority form, if applicable) will need to be 

provide to the Grants and Budgets Unit. 

6. Click Grant Applications to see all current and closed contracts.  

a. Click the List View Options icon to add or remove specific columns from your view and 

to choose how many contracts should be listed per page.  

 

                       

a. Click Export List View icon to download the list of contracts as an Excel file. 

 

mailto:grants.budgets@tn.gov
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b. Click Download Files icon to download the files attached to a specific contract. 

i. The application must be selected before clicking it.  

 

 

3. Applications  

3.1 Applying for Funding Opportunities  

1. Log into SmartSimple | State of Tennessee (tn.gov) 

a. A verification code will be sent to your email. 

 

b. Enter the code. 

c. Click Submit. 

        
 

2. Click on the Home link at the top of the page to navigate back to the home page. 

 

https://apply.grants.tn.gov/s_Login.jsp
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3. Click Funding Opportunities to navigate to the funding opportunities page. 

 

4. Click Apply Now for the program that you would like to apply to. The New Grant Application 

page will appear.  

 
5. Click Save Draft. The following will appear: 

• Main menu with the Notes tab on the left of the screen.  

• Application System ID – this is auto-generated. 

• Organization Information is auto populated from the Organization Profile page.  

• Submit button. 
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6. Complete the required fields on the General Information tab. 

 
 

 

7. Click New Funding Request tab and complete. 

 
 

8. Click Budget tab and complete. The budget tab is only shown on specific application types, 

i.e., Adult, Dislocated Worker, Youth, Adult Basic Education.  

• This is where you are to breakout your program budget.  

o If applying for Youth funds, you are to separate the in-school and out-of-

school youth budget here.  

o If applying for Adult Basic Education funds, you are to separate the ABE 

Instruction and Corrections instruction budgets here.  

9. Click Save Draft to populate the calculations.  
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10. Verify that the auto calculations on the New Funding Request tab and the Budget tab are 

correct. 

11. Click Program Details tab and complete. 

 
 

12. Click Sub-budget Details tab. 

13. Click the Budget Template link (this is the 424). 

• The budget template should be downloaded in Excel format to the Downloads folder on 

your PC.  
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14. Click on the downloaded Budget Template to open it, then click Enable Editing. 

15. Complete the Budget Template and save it to your PC.  

• Please review the Fiscal Services SF-424A Standard Operating Procedures to ensure 

proper completion.  These instructions can be requested via email by reaching out to 

Grants.Budgets@tn.gov.          

16. On the Sub-budget Details tab, you can either drag and drop the completed 424 into the 

box that says drop files here OR click browse files and select the completed 424 from the 

folder you saved it in.  

• Once the file is uploaded, it will appear on the Sub-budget Details tab.  

17. Click Save Draft. The data entered on the budget template will populate into SmartSimple. 
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18. Click Supporting Documentation tab.  

19. Drag and drop all applicable supporting documents into the box that says drop files here 

OR click browse files and select the necessary files.   

 

20. Add the description of each supporting documentation. 

21. Click Save Draft. 

 

22. Review all the data to ensure everything is correct and nothing is forgotten. 

23. Click Submit. An alert message will appear stating, “Are you sure want to proceed?”  
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24. Click Yes if so. If not, click No and the application will not be submitted until you click yes.  

• You will receive an email confirmation stating your application has been received and 

will be reviewed. In the email, there will be a copy of the submitted application in PDF 

format.  

 

25. Application Submission Successful confirmation page will appear. Click Home tab at the top 

of your screen or on the confirmation.  

 

26. Scroll down to the Applications section, click Submitted. 

 

27. Verify that you see the application that you just submitted. 
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Supporting Documents to include on an application:  

• Required: Signed Letter of Request  

o This is typically on your organization’s letterhead and must be dated and signed by 

your signatory authority (i.e. CLEO, CEO, President) 

o It includes a brief description of the purpose of the application and the amount being 

requested. 

• Required: Program Narrative 

o This describes in detail why you’re applying for funds and how you plan to use the 

funds. The amount being requested and the grant period should also be included in 

the program narrative.  

• Required: Budget – this is attached to the Sub-budget Details tab, not the supporting 

documents tab. 

• Required on Additional Funding Requests: Attachments A & B 

• Application Worksheet – Required if it’s a National Dislocated Worker Grant (NDWG) 

• Notice of Award and/or Funding Announcement  

• Any other documents that may be helpful with the approval of your application 

 

Grant Application 

Request 

Signed 

Letter of 

Request 

Program 

Narrative* 

Funding Award 

Letter 

Other documents 

supporting approval 

of request 

Supporting Documents Required Required Required Optional 

 

*The Program Narrative can be included in the Signed Letter of Request as one document. 

Withdrawing an Application  

Withdrawing an application must be done while it’s in Draft or Revisions Requested status.  

1. After logging into SmartSimple, click Home. 

2. Scroll down to the Applications section. 

 

 

 

3. Click In Progress. The applications in Draft status will appear.  
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4. Open the application that you would like to withdraw.  

5. Click Supporting Documentation. 

6. Enter the reason for withdrawing the application. 

7. Click Withdraw.  

 
 

8. An alert will appear asking, “Are you sure you want to Proceed?” Click Yes. 

 
 

9. Application Withdrawal Successful confirmation page will appear. Click Home.  

- You will also receive a confirmation email. 
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3.2 Submitting Application Revisions Requests  

1. Log into SmartSimple | State of Tennessee (tn.gov) 

2. Click on the Home link at the top of the page to navigate back to the home page. 

 
3. Scroll down to the Applications section. 

4. Click Revisions Requested. The list of applications that requires revisions will be shown. 

  
5. Click Open on the application you are ready to revise.  

 
• At the top of the application, you will see a message stating, “Staff has requested the following 

revisions to your application.”  

6. Make the required revisions that’s shown at the top of the applications screen. 

7. Click Save Draft.  

8. Click Submit Revisions. An alert message will appear stating, “Are you sure want to proceed?” 

https://apply.grants.tn.gov/s_Login.jsp
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9. Click Yes if so. If not, click No and the application will not be submitted until you click yes. 

Application Submission Successful page will appear.  

• You will receive an email confirmation stating your application has been received and 

will be reviewed. In the email, there will be a copy of the submitted application in PDF 

format.  

 
 

10. Click Home tab at the top of your screen. 

 
 

11. Scroll down to the Applications section, click Submitted. 

12. Verify that you see the application that you just submitted. 
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If you have questions regarding the revisions required, please email grants.budgets@tn.gov.  

3.3 Signing Agreements –  Manual  

1. Agreements sent for manual signature will route to the Authorized Official or a designated 

Signatory Authority.  

2. Adobe signature requests for agreements will come from adobesign@adobesign.com.  

  
3. Click review and sign to open, review, and sign the agreement.  

4. Delegate the signature request to a designated authority if necessary. 

 

 

mailto:grants.budgets@tn.gov
mailto:adobesign@adobesign.com
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3.4 Signing Agreements –  E -Signature  

The following steps explain  how to sign an agreement via e - signature 

(meaning it was sent through SmartSimple via Adobe). If the agreement 

is not signed within 14 days, the process will restart; thus  causing a 

significant delay in receiving a fully executed contract.  

1.  Log into your email. 

2. Open email from State of Tennessee, Subject Signature requested on… 

 

3. Click Review and sign button.  

 

 

4. Or click Delegate if someone else needs to sign it. Do not forward the email if it was sent to 

you out of error.  
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5. The contract will appear as an Adobe document.  

6. Click Start to navigate to your signature line and to ensure your signature will be on the correct 

line. 

 

7. Review contract for any errors before you sign it.  

a. If errors are found, notify grants.budgets@tn.gov immediately. 

b. If you have no concerns, proceed with signing the contract. 

8. On your signature line, Click Click here to sign to begin signing the contract.  

 

9. Choose your preferred signature type from the options at the top of the screen.  

a. Options are: Type, Draw, Image, or Mobile 

mailto:grants.budgets@tn.gov
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10. After selecting your signature type, enter your signature. Depending on who signs, it should 

match the signatory authorization form.  

a. For example, if an authorized signer signs it, the CLEO’s name should be signed and 

they must include their own initials.  

i. See your submitted signatory authorization form as an example. 

11. Click apply. 

 

12. After you see that your signature is how it should be, click the Click to Sign button.  

 

13. Download a copy of the document for your records. This copy is not fully executed since all 

parties may not have signed it yet. 
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14. After the contract has been signed by all parties, you will receive an email from State of TN via 

Adobe Acrobat Sign.  

 

 

3.5 How to Download Fully Executed  Contract  

1. After logging into SmartSimple, click Home.  

2. Scroll down to the Requires Attention section. 

3. Click Submitted. The agreements that have been signed by all parties will be listed here.  
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4. Open the agreement that you are to like to view. 

 

 

5. Download the pdf document. 

 
 

6. Save for your records.  
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4. Amendments  

Amendments must be submitted at least 30 days before the date the contract ends. 

4.1 Submitting Amendments  

1. Log into SmartSimple | State of Tennessee (tn.gov) 

2. Click Amendment at the top of the screen.  

 
3. Click Create Amendment. These are a list of applications that you may create an amendment 

for. 

 
4. Locate the contract that you would like to create an amendment for. 

5. Click Create New Amendment Request. 

 
6. Click Save Draft before beginning.  

7. Select the modification(s) needed for the amendment.  

• You can select one or all of the following:  

o Project Scope Modification  

o Project Budget(s) Modification  

o Project End Date Modification 

8. Click Save Draft to ensure all sections needed show up on the screen. 

https://apply.grants.tn.gov/s_Login.jsp
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9. Enter the Modification Effective Date.  

a. This date should not be more than 30 days prior to the date you are submitting the 

amendment.  

b. This date should not be before the date on your signed letter of request.  

 
10. If it’s a scope change, enter the Section Reference # to be updated. This is the section in the 

contract or your initial supporting documents that you wish to revise or add to. 

11. Then, type in your new scope into the Project Scope Modification section. 

 
12. If it’s a change to the end date, enter the New Contract End Date. 



 

35 

 

 
13. If it’s a budget change, complete the proposed administration/program modification amount.  

• The Proposed Modification Amount is the difference between what you want your new 

total to be and the initial (previous) amount. In other words, it is the amount that you 

want to add to or subtract from the initial budget amount.  

• Example 1: if you currently have $20 for your administration amount, but you want 

your administration amount to be $100, then you are to enter $80 into the Proposed 

Administration Modification Amount section.  

• Example 2: if you currently have $20 for your administration amount, but you want 

your administration amount to be $10, then you are to enter ($10) or -$10 into the 

Proposed Administration Modification Amount section.  

Example 3: See picture below. 

 

14. Click Save Draft. 

15. Verify that the auto-calculations are correct. 

16. Click Supporting Documentation 

17. Drop files in the supporting documents box or click browse files to search for and upload the 

necessary documents.  See tables below for additional modification details and a breakdown 

of documents required by modification type. 

 

Amendment Type Definition 

Scope change A scope change updates the scope of service of the 

program. 

Scope change for adjusting line items* A scope change can be used to bypass the signature 

requirement for adjusting line items when the amount 

being moved is less than 20% of that line-item.  

Budget change A budget modification is used for increasing or decreasing 

budget line items or moving money between line items 

when the amount is 20% or more of the line-item.  

End Date change An end date change modifies the end date of the contract.  
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Workforce Services supporting document requirements by amendment type 

Amendment Type Signed 

Letter of 

Request/ 

Updated 424A 

Budget 

Program 

Narrative* 

Other documents supporting 

approval of request 

Scope change Required Not required Required Optional 

Scope change for 

adjusting line items 
Required Required Required Optional 

Budget change Required Required** Required Optional 

End Date change Required Not required Not required Optional 

 

 

Adult Education supporting document requirements by amendment type 

Amendment Type Signed Letter of 

Request/*** 

Updated 424A 

Budget 

Program 

Narrative*** 

Other documents 

supporting approval 

of request 

Scope change Not required Not required Not required Optional 

Scope change for 

adjusting line items 
Not required Required Not required Optional 

Budget change Not required Required** Not required Optional 

End Date change Not required Not required Not required Optional 

 

*The Program Narrative can be included in the Signed Letter of Request as one document. 

**Budget changes that meet the following conditions require an updated 424A Budget:  

• Is there a significant change to scope 

• Does the budget modification shift costs from participants to another line item; and  

• Will the modification result in a transfer of at least a ten percent change in one line 

item to another? 

• See 2 CFR 200.308 for additional details outlining these conditions. 

***In lieu of a program narrative and a signed CLEO letter, electronic approval of modification 

requests by the Adult Education Assistant Commissioner is sufficient documentation. 

 

18. Enter descriptions of the supporting documents.  
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19. Click Save Draft. 

20. Click Submit. 

21. An alert message will appear stating, “Are you sure want to proceed?” Click Yes if so. If not, click 

No and the application will not be submitted until you click yes. Application Submission 

Successful page will appear.  

 
 

• You will receive an email confirmation stating your application has been received and 

will be reviewed. In the email, there will be a copy of the submitted application in PDF 

format. 

 

22. Click Home. 

23. Click Amendment at the top of the screen. 
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24. Click Submitted.  

 
25. Verify that the amendment you submitted is shown in that section. 

 

To Withdraw an  Amendment  

1. After logging into SmartSimple, click Amendment at the top of the screen. My Amendments 

page will appear.  

2. Click the Draft tile.  

 
3. Open the amendment you are to like to withdraw. 

4. Click the Supporting Documentation tab. 

5. Enter the reason for withdrawing the amendment.  

6. Click Withdraw.  
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7. An alert will appear asking, “Are you sure you want to continue?” Click Yes.  

 

 
 

8. Amendment successfully withdrawn confirmation page will appear. Click Home. 

 

4.2 Submitting Amendment Revisions Requests  

1. Log into SmartSimple | State of Tennessee (tn.gov) 

2. Click Amendment at the top of the screen. 

 
3. Click Revisions Requested.  

• A list of amendments that require revisions will be listed. 

https://apply.grants.tn.gov/s_Login.jsp
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4. Open the amendment you would like to revise. 

• There will be a message at the top of the screen saying, “Staff has requested the 

following revisions to your Amendment.” 

 

5. Revise the amendment based on the comments shown at the top of the screen. 

6. Click Save Draft. 

7. Click Submit. 

 
8. An alert message will appear stating, “Are you sure want to proceed?” Click Yes, if so. If not, click 

No and the application will not be submitted until you click yes. Application Submission 

Successful page will appear.  

• You will receive an email confirmation stating your application has been received and 

will be reviewed. In the email, there will be a copy of the submitted application in PDF 

format. 

 

9. Click Home. 
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10. Click Amendment at the top of the screen. 

 
11. Click Submitted. 

12. Verify that the amendment that was resubmitted is shown in that section. 

 

4.3 Signing Amendments –  Manual  

1. Amendments sent for manual signature will route to the Authorized Official or designated 

Signatory Authority.  

2. Adobe signature requests for amendments will come from adobesign@adobesign.com.  

mailto:adobesign@adobesign.com
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3. Click review and sign to open, review, and sign the amendment.  

4. Delegate the signature request to a designated authority if necessary. 

 

4.4 Signing Amendments –  E -Signature  

The following steps explain  how to sign an amendment via e - signature 

(meaning it was sent through SmartSimple via Adobe). If the agreement 

is not signed within 14 days, the process will restart; thus  causing a 

significant delay in receiving a fully executed contract.  

1.  Log into your email.  

2. Open email from State of Tennessee, Subject Signature requested on… 
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3. Click Review and sign button.  

 

4. Or click Delegate if someone else needs to sign it. Do not forward the email if it was sent to 

you out of error.  

 

 

5. The amendment will appear as an Adobe document.  

6. Click Start to navigate to your signature line and to ensure your signature will be on the correct 

line. 
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7. Review amendment for any errors before you sign it.  

a. If errors are found, notify grants.budgets@tn.gov immediately. 

b. If you have no concerns, proceed with signing the amendment. 

8. On your signature line, Click Click here to sign to begin signing the amendment.  

 

9. Choose your preferred signature type from the options at the top of the screen.  

a. Options are: Type, Draw, Image, or Mobile 

 
 

10. After selecting your signature type, enter your signature. Depending on who signs, it should 

match the signatory authorization form.  

a. For example, if an authorized signer signs it, the CLEO’s name should be signed and 

they must include their own initials.  

i. See your submitted signatory authorization form as an example. 

11. Click apply. 

mailto:grants.budgets@tn.gov
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12. After you see that your signature is how it should be, click the Click to Sign button.  

 

13. After the amendment has been signed by all parties, you will receive an email from State of TN 

via Adobe Acrobat Sign.  

 

 

5. Procurement Requests  

5.1 Submitting Procurement Requests  

1. Log into SmartSimple | State of Tennessee (tn.gov) 

2. Click Procurement at the top of the screen.  

 

https://apply.grants.tn.gov/s_Login.jsp
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3. Click Create Procurement. A list of contracts that a procurement can be created for will be 

listed here. 

 
4. Click Create New Procurement Request.  

 
5. Click Save Draft before beginning. 

6. Complete Procurement Information section. 

 
7. Click plus sign to enter new procurement information. The sub-activity window will open. 

8. Click Save Draft. 

9. Complete all mandatory questions. 
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10. Click Save Draft for auto-calculations to populate. 

11. If the funding is from 1 contract, input 100% into the Percent of Funding on Contract section. 

• Reminder: if the procurement request is on an Adult, Dislocated Worker, and/or Youth 

contract, the funding details section of the procurement information tab must show that 

the cost of the procurement will be equally split 3 ways and the name of each contract the 

money will come from. 

o If it is for an Adult, Dislocated Worker, or Youth contract and it will not be a shared 

cost, the signed letter of request and the comments regarding the procurement 

request must clearly state so. 

12. Click Submit.  

13. An alert will pop-up asking, “Are you sure you want to submit this Procurement Information?”. 

Click Yes. 

 
14. Close the Procurement Information Submission Confirmation screen. 

 
15. If you wish to add additional lines, follow steps 7-14.  

16. Answer the question, “Is there sufficient funding on the contracts indicated?” 

17. Add additional comments that may be helpful with the approval of the procurement request. 

18. Click Procurement Justification tab. 

19. Answer all of the questions. 
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• If there are items that need to be surplused, you will upload them on this tab. 

 
 

20. Click Supporting Documentation. 

21. Upload the necessary supporting documents. 

 

Procurement request Signed 

Letter of 

Request 

3 Quotes (request must 

match the lowest quote) 

Sole source 

letter 

Other documents 

supporting approval 

of request 

Supporting 

documentation 
Required Required If applicable Optional 

22. Add description of supporting documents. 

23. Click Save Draft to ensure all details are saved. 

24. Click Submit.  
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25. An alert will pop-up stating, “Are you sure you want to proceed?” Click Yes. 

26. Procurement Submission Successful confirmation will appear. Click Home.  

• An email confirmation will also be sent to you with a PDF attachment of the submitted 

procurement request.  

27. Click Procurement at the top of the screen. 

 
28. Click Submitted. 

29. Verify that the procurement request that was submitted is shown in this list. This list will also 

show you the previously approved procurement requests, they will be in Completed status. 

 

5.2 Submitting Procurement Revisions Requests  

1. Log into SmartSimple | State of Tennessee (tn.gov) 

2. Click Procurement at the top of the screen.  

 

3. Click Revisions Requested. A list of procurements that require revisions will be listed here. 
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4. Click Open for the procurement request you are to like to revise. 

5. Review the revisions required at the top of the screen. There is a message shown at the top 

of the screen stating, “Staff has requested the following revisions to your Procurement.” 

 

6. Revise the procurement based on the comments shown at the top of the screen. 

7. Click Save Draft. 

8. Review the procurement to ensure that the necessary revisions are made.  

9. Click Submit. An alert will appear stating, “Are you sure you want to proceed?” 

 

10. Click Yes. Procurement Submission Successful page will appear. 

 

11. Click Home. 

12. Click Procurement at the top of the screen. 

 

13. Click Submitted. A list of submitted procurement requests will appear. 

14. Review the list to ensure the recently revised procurement request is shown.  

15. Review the list to ensure the recently revised procurement request is shown.  
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5.3 Withdrawing Procurement Requests  

1. Log into SmartSimple | State of Tennessee (tn.gov) 

2. Click Procurement at the top of the screen.  

3. Click Pending or Revisions Requested. A procurement request can only be withdrawn if it is 

in Draft status or Revisions Requested status. 

 

4. Open the procurement you would like to withdraw. 

 

5. Click Supporting Documentation. 

6. Enter reason for withdrawing the request.  

 
 

7. Click Withdraw. 

8. An alert will appear asking, “Are you sure you want to continue?” Click Yes.  

 
 

9. Procurement successfully withdrawn confirmation page will appear. Click Home.  

https://apply.grants.tn.gov/s_Login.jsp
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6. Reimbursements  

6.1 Submitting Reimbursements  

1. Log into SmartSimple | State of Tennessee (tn.gov) 

2. Click on “Reimbursement” at the top of the screen. My Reimbursement page should appear. 

 

3. Click on “Create Reimbursement.” Create Reimbursement page should appear. 

• From this screen, a list of your organization’s contracts will be listed.  

 

4. Click on “Create New Reimbursement” next to a contract that a Reimbursement Request 

will be submitted for. New Activity page will appear. 

https://apply.grants.tn.gov/s_Login.jsp
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5. Click Save to auto-populate the following fields: 

• Sub-Recipient Organization 

• Remittance Address 

• Prepared By  

• Email 

• Telephone 

• Date Prepared – Should default to today’s date.  

 

6. Complete the form and click Save Draft. 

• The Report Period should be the dates in which the expenses incurred and/or will 

occur. 

• Incorrect dates will cause Reimbursements to be sent back to the grantee and could 

cause a delay in payment. 
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• New Activity page will be renamed to the Contract name with the word 

Reimbursement added to it. 

 

7. Click on the “+” under Contract Lines. The Sub-Activity window will pop up. 

 

8. Click “Save Draft” to auto-populate the following fields: 

• Contract Agency Tracking Number 

• Total Grant Contract Amount 

• Cumulative Prior Drawdown Requests Disbursements 

• Remaining Contract Balance 



 

55 

 

9. Enter dollar amount into the “Current Drawdown Request” field. 

• If the reimbursement is for an ABE or IELCE contract, please select the program type 

too. 

10. Click “Save Draft” to: 

• Populate “Cumulative Projected Drawdown Disbursements”. 

• Re-calculate the “Remaining Contract Balance” field. 

 

11. Click “Submit”. An alert message should appear stating, “Are you sure you want to submit this 

Contract Line?”  

 

12. Click “Yes”. Contract Line Type Submitted Successfully page will appear. Click on “X” on the right 

top window to close the window. 

 

13.  Contract Line should appear on the Reimbursement Activity page. 

14. Upload Supporting Documentation by clicking the browse files link or drop files into that 

box.  

• Do not include documentation pertaining to other Claims! 
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• Uploaded documentation must reflect an appropriate file name and description of the 

attachment in the Comments section. 

• Please be sure that the documents clearly show the contract number and the report 

period. 

 

15. Once the documentation has been uploaded and described, click Save Draft. 

 
16. Click on the “Authorization” tab on the Reimbursement Request page. The Authorization Tab 

should appear.  

 

17. Check checkbox for, “I certify the data above is correct and all expenditures reported conform to 

all federal and state statutes and regulations under which these contracts are written.  

18. Click “Submit”. An alert message should appear stating, “Are you sure you want to proceed?” 

19. Click “Yes.” The Reimbursement Submission Confirmation page will appear. 

• Email confirmation notifications will be sent to your email with a summary of the 

Reimbursement Request in PDF format. 

• Once you click OK, you can no longer edit the claim. 

20. If an error is noticed after submission, please email Grants.Budgets@tn.gov to request that 

the reimbursement request be returned for revisions. 

21. Click on “Reimbursement” to navigate to the My Reimbursement Page.  

mailto:Grants.Budgets@tn.gov
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22. Click on the “Submitted” link. Submitted Reimbursements will appear on the Submitted 

page. 

 

Cancel Contract Line  

If you added an additional contract line out of error (see Steps 7-10), you can cancel it. You will be 

prevented from submitting a reimbursement if a contract line is in Draft status.  

Message received: 

 

Contract lines: 

 

1. To cancel the line in Draft status, click Open.  

2. Click Cancel Line. 

 

3. An alert will appear asking, “Are you sure?” Click Yes.  
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4. Confirmation page will appear. Click the X to close out of it. 

 

Important Reminders  

• Multiple reimbursements cannot be submitted in the same week for the same contract.  

• If you are submitting an Adult Education reimbursement, please be sure to submit its 

corresponding Monthly Expenditure Report simultaneously.  

• If there are no expenses for the report period, a reimbursement request is not needed. In 

other words, please do not submit a $0 reimbursement request. 

6.2 Submitting Revisions Requested Reimbursements  

Please make the necessary revisions within 1- 2 days  of the 

reimbursement being sent back to you  or payment may be delayed.  

1. Log into SmartSimple | State of Tennessee (tn.gov) 

2. Click Reimbursement at the top of the screen. MY Reimbursement page should appear. 

 
3. Click on Pending. 

• Reimbursements in Draft or Revisions Requested status will appear on the Pending 

page. 

https://apply.grants.tn.gov/s_Login.jsp
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4. Click on the Open button for a Reimbursement that is in Revisions Requested status. 

• Reimbursement Request page will appear with a message at the top indication the 

reason(s) for requesting revisions. 

 

5. Update the Reimbursement Request as requested. 

6. Click on the Submit Revisions button. An alert message should appear stating, “Are you sure 

you want to proceed?”  

 
 

7. Reimbursement Submissions Successful Confirmation page will appear. Click Home. Email 

notification will be sent to your email with a summary of Reimbursement Request in PDF format. 
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6.3 Withdrawing Reimbursements  

If a reimbursement is in Draft or Revisions Requested status for a 

contract, then you will not be able to submit a different reimbursement 

until they have been withdrawn. You will see an error message if you 

were to attempt to submit a reimbursement while another one is 

incomplete.  

To withdraw a reimbursement:  

1. Log into SmartSimple | State of Tennessee (tn.gov) 

2. Click Reimbursement at the top of your screen. 

 
3. Click Pending and/or Revisions Requested.  

• A list of your reimbursements in Draft status will appear in the Pending section and a 

list of your reimbursements that need to be revised will be in the Revisions Requested 

section. 

 

4. Open the reimbursement that be withdrawn. You will be taken to the reimbursement page. 

5. Scroll down to the Withdraw Justification section. 

6. Enter the reason for withdrawing the reimbursement into the box. 

 
 

7. Click Withdraw. 

https://apply.grants.tn.gov/s_Login.jsp
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8. An alert will appear asking if you’re sure you want to continue. Click Yes.  

 
 

9. A confirmation page will appear. Click Home to close out of the confirmation page.  

 

6.4 Correcting Disallowed Costs Subsequent to a PAR Monitoring Report  

If you need to return funds, please follow these steps:  

1. Log into SmartSimple | State of Tennessee (tn.gov). 

2. Follow the steps in section 6.1 to submit a negative reimbursement.  

a. A negative reimbursement is submitted in place of sending a check. In other words, 

checks are no longer accepted unless you are part of an organization who no longer 

has an active contract with TDLWD.  

3. Submit a revised Final Monthly Expenditure Report (MER) and Closeout. The steps are listed 

in section 10. 

7. Monthly Expenditure Reports (MER)  

7.1 Submitting MERs  

Monthly Expenditure Reports are due on the 25 th  of every month.  

https://apply.grants.tn.gov/s_Login.jsp
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4. Log into SmartSimple | State of Tennessee (tn.gov). 

5. Click Home. 

6. Scroll down to the Requires Attention section. 

 
 

7. Click Pending Reports. A list of the scheduled reports that are due soon for each open 

contract will appear here. 

 
 

8. Click Open next to the Monthly Expenditure Report that you are ready to create/submit. 

• Note: You can sort your Pending Reports list by clicking the double arrows in each 

column heading. 

 

 

9. Confirm that you are on the correct report by looking at the due date at the top of the screen. 

• Note: if the due date is 4/25, then the report month is for March. 

10. Click Save Draft before beginning.  The ACCRUAL basis accounting for Month Ending will 

populate. 
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11. Click Report Information 

 

12. Enter your organization’s Recipient ID Number. 

13. Click Program Expenses.  

 

14. Enter all current month expenses expenditures and obligations. 

    

 

This is an example of different 

sections within the Program 

Expenses tab that must be 

completed.  
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a. Frequently Asked Questions about reporting expenses: 

i. Indirect versus Administrative cost: Indirect and administrative costs are 

not necessarily mutually exclusive, although indirect costs often make up all 

or a significant portion of administrative costs. Indirect costs are costs not 

specific to a cost objective, program, or facility (such as finance and 

administrative staff, rent, utilities, etc.). Indirect costs should be claimed 

consistent with each entity's approved indirect or cost allocation plan. 

Administrative costs can be assigned a direct cost category (say salaries, for 

example). An example would be if there was administrative staff member that 

was dedicated to a program yet performing administrative work like payroll, 

monitoring, contract management, etc.  

ii. Distinguishing between administrative and programmatic costs: 

Programmatic costs are those directly related to delivering the program. 

Typical costs that are programmatic include staff-related costs for those staff 

working directly with participants or partners providing services, participant 

costs, supplies or other materials to support programmatic staff and 

participants, and costs associated with conducting programmatic monitoring 

(such as participant case files, program performance, etc.). Administrative 

costs are more aligned with necessary costs incurred by the organization to 

administer the program (finance and administrative staff, HR staff, rent and 

utilities of the administrative office, general office supplies for centrally located 

staff, etc.) 

 

15. Click Save Draft. The cumulative expenditures, remaining balance, etc. will be auto 

calculated based upon the data entered in the previous step.  

16. Review the auto calculations for any possible errors.  

17. Click Supporting Documentation. 

 

18. Drop necessary supporting documentation into the box or click the browse files link to search 

your computer for the necessary files.  

• Examples of supporting documents: 
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o General ledger showing the month-end balances for the appropriate reporting 

period. 

o Income statement 

o If there are expenses on the general ledger that says “Other” and/or 

“Miscellaneous”, then attach additional invoices to back up those expenses. 

This is to ensure that those costs aren’t unallowable or questionable.  

• Please be sure that the documents clearly show the contract number and the 

report period. 

19. Enter a description for the supporting documents included in the report.  

20. Click Save Draft.  

21. Click Authorization.  

22. Acknowledge the MER by checking the box.  

• The checkbox will only appear for the signatory authority or someone who is 

authorized to sign on their behalf.  

 

23. After the MER has been acknowledged as being accurate, click Submit.  

24. An alert will appear asking, “Are you sure you want to proceed?” Click Yes.  

 

25. Report Submissions Successful confirmation page will appear. Click Home to close out of it. 

The checkbox will not appear 

for anyone who does not 

have the signatory role. 
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26. An email confirmation will be sent to your email with a summary of the Monthly Expenditure 

Report in PDF format.  

 

To verify submission:  

27. Click Home.  

 
28. Scroll down to the Requires Attention section.  

29. Click Submitted Activities.  

 

30. Verify that the report just submitted shows in this section.  

• The status will say Submitted.  

• The list of Submitted Activities can be rearranged by activity type, application id, 

application type, agency tracking number, last modified date/time, or by status.  
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o To rearrange your list, click the double arrows to arrange activities the way you 

prefer.  

 

 

7.2 Submitting Revisions Requested for MERs  

1. Log into SmartSimple | State of Tennessee (tn.gov). 

2. Click Home. 

 
3. Scroll down to the Requires Attention section. 

 
4. Click Revisions Requested Reports. A list of all reports that require corrections will appear 

here.  

 
5. Click Open for the report that you are ready to revise.  
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6. A note will appear at the top of the screen in red stating, “Staff has requested the following 

revisions to your report – “ 

 

7. Make the necessary revisions according to the note shown at the top of the screen.  

8. Click Submit Revisions.  

 

9. An alert will appear asking, “Are you sure you want to proceed?”. Click Yes.  

 

10. Report Submissions Successful confirmation page will appear. Click Home to close out of it. 

• To verify submission, follow the steps listed previously.  

 

7.3 Reminders for MERs   

Below  are things to remember as you  are  submitting your monthly 

reports : 
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• The MER will not be approved if the administrative and/or program remaining balance is 

negative.  

• The MER will not be approved if the Unobligated Balance of Funds Current Cumulative is 

negative.  

• Tips regarding the obligation section of the MER: 

o Obligations = committed amounts 

o Expenditures = Spent Funds 

o Total Obligations must be greater than or equal to the Total Expenditures reported. 

• There are no exceptions to the due date. If the 25th falls on a weekend or holiday, the report 

must be submitted the business day before that weekend or holiday.  

• Timeliness is crucial. The State has Federal reporting that must be completed. Additionally, 

the State provides other entities (i.e. State Workforce Boards, CLEO, LWDB) with progress on 

required targets. 

• Accuracy is extremely important. If the reported amounts are not correct, neither are the 

State reports that are provided to the USDOL and other entities.  

8. F inancial A nalysis  Reports  (FAR)  

8.1 Submitting FAR s 

The following are steps on how to submit FAR LWDA Reports:  

1. Log into SmartSimple | State of Tennessee (tn.gov) 

2. Click Home at the top of the screen.  

 
3. Scroll down to the Requires Attention section.  

 
4. Click Pending Reports. A list of the scheduled reports that are due soon for each open 

contract will appear here. 
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5. Click Open next to the Financial Analysis Report that you are ready to create/submit. 

 

6. Choose your LWDA from the dropdown.  

   

7. Click Save Draft.  

8. Reported expenditures for the FAR include: 

o Career Service Provider (CSP) - if funds are contracted out by the direct grantee to a 

service provider, there costs should be listed here. If not, and the grantee is providing 

services to participants, costs associated with grantee staff working directly with 

participants should be listed here 

o One-Stop Operator (OSO) - not applicable to non-local boards/partners not in 

American Job Centers (AJCs) 

o Participant Costs - participant costs such as supportive services, training, etc. 

A list of all areas will appear, so be 

sure you are choosing the correct 

LWDA. 
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o Workforce Board (WFB) - in lieu of a local workforce board, costs associated with the 

direct grant recipient should be reported here 

o All costs must be properly categorized as administrative or program expenses. 

 

Additional information on cost categories can be found under Workforce Service Guidance 

(WIOA – Cost Classification). 

 

9. Click the plus symbol to add your location. The sub-activity window will appear.  

 

10. Click save before beginning.  

11. Choose the location of your LWDA designation from the dropdown on the Location tab.  

• Some areas will have more than 1 location to select (i.e. the 9 areas) and others will just 

have 1 location to select (i.e. SNAP and AE partners).  

• There should not be duplicate locations; the report will be sent back for revisions if there 

are more than 1 of the same location listed. 

 

12. Click Workforce Board and complete the applicable sections.  

   

13. Click One-stop Operator and complete the applicable sections.  

     

14. Click Career Service Provider and complete the applicable sections. 

https://urldefense.com/v3/__https:/www.tn.gov/content/dam/tn/workforce/documents/ProgramManagement/WorkforceServicesGuidance-CostClassification.pdf__;!!K-ohEg!SNwINOnXNGSuMWO0eko7rrPS_nNvnlU4sK_p1jmarA--vrzvfB80xNrQLGVoSgI9kAuDcqOTtJ8xSdfNyzgjLCPTwqaPHek$
https://urldefense.com/v3/__https:/www.tn.gov/content/dam/tn/workforce/documents/ProgramManagement/WorkforceServicesGuidance-CostClassification.pdf__;!!K-ohEg!SNwINOnXNGSuMWO0eko7rrPS_nNvnlU4sK_p1jmarA--vrzvfB80xNrQLGVoSgI9kAuDcqOTtJ8xSdfNyzgjLCPTwqaPHek$
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15. Click Participant and complete the applicable sections.  

 

16. Click Save Draft.  

17. Verify that the grand total (shows at the bottom of the participant tab) is correct for the 

location. 

18. Click Submit.  

 

19. A message will appear asking, “Are you sure you want to submit this location information?”. Click 

Yes. 

 

20. The Location Submitted Successfully confirmation page will appear. Click the X at the top right 

corner of the confirmation page to close out of it.  

 

21. Repeat steps 8-19 to add additional FAR LWDA locations.  

22. Click Supporting Documentation.  

23. Drop files from your computer or click browse files to search for the necessary documents.  

• Examples of supporting documents: 

o General ledger that includes the total of each location. 

o Income statement 

o If there are expenses on the general ledger that says “Other” and/or 

“Miscellaneous”, then attach additional invoices to back up those expenses. 

This is to ensure that those costs aren’t unallowable or questionable.  

• Please be sure that the documents clearly show the contract number and the report 

period. 
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24. Click Submit.  

25. A message will appear asking, “Are you sure you want to proceed?” Click Yes. 

 

26. Report Submission Successful page will appear. Click Home.  

 

To verify submission:  

27. Click Home.  

 
28. Scroll down to the Requires Attention section.  



 

74 

 

 
29. Click Submitted Activities.  

 
30. Verify that the report just submitted shows in this section.  

• The status will say Submitted.  

• The list of Submitted Activities can be rearranged by activity type, application id, 

application type, agency tracking number, last modified date/time, or by status.  

o To rearrange your list, click the double arrows to reorganize.  

 

 

8.2 Submitting Revisions Requested for FAR s 

1. Log into SmartSimple | State of Tennessee (tn.gov). 

2. Click Home. 

 
3. Scroll down to the Requires Attention section. 

https://apply.grants.tn.gov/s_Login.jsp
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4. Click Revisions Requested Reports. A list of all reports that require corrections will appear 

here.  

 
5. Click Open for the report that you are ready to revise.  

 

6. A note will appear at the top of the screen in red stating, “Staff has requested the following 

revisions to your report – “ 

 

7. Make the necessary revisions according to the note shown at the top of the screen.  

8. Click Submit Revisions.  

 

9. An alert will appear asking, “Are you sure you want to proceed?”. Click Yes.  
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10. Report Submissions Successful confirmation page will appear. Click Home to close out of it. 

• To verify submission, follow the steps listed previously. You will also receive an email 

with the FAR report as a PDF as another way of verification.  

 

If you need to cancel a location line item for any reason, such as more 

than one of same location was submitted, it was incorrect, etc., you can 

do so by:  

1. Click Open for the location line item that you want to cancel.  

 

2. Click Cancel Location at the bottom of the Sub-activity page.  

 

3. An alert will appear asking, “Are you sure you want to cancel this location information?” Click 

Yes.  
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4. Location Canceled Successfully page will appear. Close the window by clicking the X at the 

righthand corner of the page.  

The location that was canceled will no longer appear or be added into the grand total.  

 

9. Infrastructure Funding Agreement (IFA)  

9.1 Submitting IFA Reports  

1. 1. Log into SmartSimple | State of Tennessee (tn.gov) 

2. Click Report Manager at the top of the screen.  

 

3. Scroll down to the Requires Attention section.  

4. Click Pending Reports.  

 

5. Click open to begin creating the IFA report.  

 

6. Select your LWDA location from the dropdown list.  

https://apply.grants.tn.gov/s_Login.jsp
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7. Click Save Draft.  

8. Click plus sign to add a location and its information. New Sub-Activity will pop-up.  

 

9. Click save.  

10. Select the location for your LWDA designation from the dropdown. 

11. Click save.  

12. Click TDLWD Partner Programs tab and complete all applicable sections. 

 
13. Click JVSG LVER Program tab and complete all applicable sections. 
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14. Click JVSG DVOP Program tab and complete all applicable sections. 

 

15. Click JVSG CONS Program tab and complete all sections, if applicable.  
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16. Click Non-TDLWD Partner Programs tab and complete all applicable sections. 

 

17. Click Save Draft to auto-populate the program totals and the grand total. 

18. Click Submit.  

19. An alert will appear asking if you are sure you want to submit the location line, click yes if so. 

20. Close the location successfully submitted confirmation page. 

 

21. Location line will appear on the IFA by location page.  

22. To add additional location lines, follow steps 8-20. 

23. If a location line was submitted out of error, open the location line. 

 

24. Click Cancel Location. 
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25. An alert will appear stating, “Are you sure you want to cancel this location information?” Click yes. 

 

26. Location successfully canceled confirmation page will appear. Close it to return to the IFA by 

location screen. 

27. The cancelled line no longer shows in the list of submitted locations. 

28. Click supporting documentation.  

29. Attach appropriate documents that reflect the data entered in the contract lines.  

30. Add descriptions of the supporting documents.  

31. Click Save Draft. 

32. Review information entered on the IFA by Location tab and the supporting documentation 

tab.  

33. Click Submit. 

34. Alert will appear asking if you want to proceed with submission, click yes. 

 

35. Report Submission Successful page will appear. Click Home.  
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To Confirm Submission:  

36. From the Home page, scroll down to the Requires Attention section.  

37. Click Submitted Activities. 

 

38. Search for the IFA report that was just submitted.  

39. See that the status says submitted.  

 

 

10. Closeouts  

10.1 Submitting the Final MER  

The Final MER is the first document in the Closeout process  and supports 

what is reported on the Closeout.  Before the Final MER can be submitted, 

all reimbursements in the system must be in at least Pending Invoice 
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status.   The Final MER will be  automatically scheduled by the system with 

a due date of 45 days after the contract end date. This report must be in 

Completed status before the Closeout can be started.  

1. Log into SmartSimple | State of Tennessee (tn.gov) 

2. Click Home at the top of the screen.  

 
3. Scroll down to the Requires Attention section.  

4. Click Pending Reports. A list of the scheduled reports that are due soon for each open 

contract will appear here. 

 

 
 

5. Click Open next to the Final Monthly Expenditure Report that you are ready to create/submit. 

 
  

6. Click Save Draft before beginning.   

https://apply.grants.tn.gov/s_Login.jsp
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7. Respond to the first question on the Report Information tab, if applicable (see note). 

 
 

For Workforce Service applications , Grantee's must respond to the 

question " Do you have expenses to report ?" f ound under the 

General Information  tab.   Select "yes" if there are expenses to 

report that have not previously been reported (a FAR report will be 

scheduled and required if yes is selected).   Select “No” if all 

expenses were reported on the previous MER and this Final MER 

will not be repor ting updated expenditures.  Once this question is 

answered proceed to the next tab.  
 

8. Enter all current month expenses expenditures and obligations under the Program Expenses  

tab. 

This is an example of different 

sections within the Program 

Expenses tab that must be 

completed.  
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9. Click Save Draft. The cumulative expenditures, remaining balance, etc. will be auto 

calculated based upon the data entered in the previous step.  

10. Review the auto calculations for any possible errors.  

11. Click Supporting Documentation. 

 

12. Drop necessary supporting documentation into the box or click the browse files link to search 

your computer for the necessary files. If there are no additional expenses to report for the 

Final MER, the supporting documentation for the Final MER and Closeout should be a 

general ledger showing total Administrative and total Program expenses that 

correspond to the total contract expenditures. 

• Examples of supporting documents: 

o General ledger showing the month-end balances for the appropriate reporting 

period. 

o Income statement 

o If there are expenses on the general ledger that says “Other” and/or 

“Miscellaneous”, then attach additional invoices to back up those expenses. 

This is to ensure that those costs aren’t unallowable or questionable.  

• Please be sure that the documents clearly show the contract number and the 

report period. 

13. Enter a description for the supporting documents included in the report.  
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14. Click Save Draft.  

15. Click Authorization.  

16. Acknowledge the Final MER by checking the box.  

• The checkbox will only appear for the signatory authority or someone who is 

authorized to sign on their behalf.  

 

17. After the Final MER has been acknowledged as being accurate, click Submit.  

18. If all reimbursements are not in at least Pending Invoice status an error message will appear,  

and the system will prevent the report from being submitted. 

 

19. If all reimbursements are in at least Pending Invoice status, the system will allow the report to 

be submitted. An alert will appear asking, “Are you sure you want to proceed?” Click Yes.  

The checkbox will not appear 

for anyone who does not 

have the signatory role. 
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20. Report Submissions Successful confirmation page will appear. Click Home to close out of it. 

 

10.2 Revising the Final MER  

11. Log into SmartSimple | State of Tennessee (tn.gov). 

12. Click Home. 

 
13. Scroll down to the Requires Attention section. 

14. Click Revisions Requested Reports. A list of all reports that require corrections will appear 

here.  

 

 

 
 

15. Click Open for the report that you are ready to revise.  

https://apply.grants.tn.gov/s_Login.jsp
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16. A note will appear at the top of the screen in red stating, “Staff has requested the following 

revisions to your report – “ 

 

17. Make the necessary revisions according to the note shown at the top of the screen.  

18. Click Submit Revisions.  

 

19. An alert will appear asking, “Are you sure you want to proceed?”. Click Yes.  

 

20. Report Submissions Successful confirmation page will appear. Click Home to close out of it. 

• To verify submission, follow the steps listed previously.  
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10.3 Submitting  a Closeout  

Closeouts are the final phase of the grant life cycle. The final 

reconciliation during this step ensures that all costs are appropriate, and 

that all transactions have been properly recorded. The information 

gained during the closeout can help set up budge ts for upcoming 

applications.  So timeliness and accuracy with these submissions is key.  

1. Log into SmartSimple | State of Tennessee (tn.gov) 

2. Click Closeout at the top of the screen.  

 
3. Click Create Closeout. 

 

4. Click Open next to the Closeout that you are ready to create/submit. 

https://apply.grants.tn.gov/s_Login.jsp
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Note that a Closeout report can only be created and submitted once 

the Final MER is marked as completed.  
 

 

5. Click Save Draft before beginning.   

6. Information on the General Information tab is automatically generated on the report, and 

no action is needed on this tab.  

 

7. Information on the Awardee’s Release tab is automatically generated in the report, and no 

action is needed on this tab.  
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Data in the Amount Paid by the State field reflects all 

reimbursements that have been processed through to Completed 

status.  

 

Data in the Amount to be Paid reflects the amount of all 

reimbursements in at least Pending Invoice status that have not 

made it to Completed status yet.  

 
 

 

 

 

 

 

 

 

 

 

 

 

 

Example 1 of the Awardee’s Release tab reflects that all 

reimbursements have been processed through to complete status.  

 

Example 2 of the Awardee’s Release tab reflects that there is a 

reimbursement request for $550 that is in progress and has not been 

processed through to completed status.  

 

 1  2  3 
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Example 3 of the Awardee’s Release tab reflects that there is a 

request to return funds (submitted as a negative reimbursement) 

that is in progress and has not been processed through to completed 

status.  
 

8. The Unpaid bills section under the Awardee’s Release tab must be filled out if there is an 

amount greater than zero in the Amount to be Paid field of the Closeout. 

 
9. Click the plus sign to add data to this section. 

 
 

10. Click Save draft and Submit. 
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11. Repeat if multiple unpaid bills need to be listed. 

 

If there are no internal unpaid bills, and the only unpaid amount is 

what is owed by the State, fill “N/A” in all the required  unpaid bill  

fields.  
 

12. Continue to the next tab once all data is entered. 

 
 

13. Acquired Property is the next tab of the Closeout. 

 

All property listed on the Closeout should be tagged  

Property is tagged if it meets the definition of sensitive equipment 

or equipment:  

 

a.  Sensitive  equipment (generally computer related) that has a 

useful life of   up to one year and has a unit cost of $100 -  

$10,000.  

b.  Equipment is anything  that has a useful life expectancy of 

more than one year and has a unite cost of $10,000 or more.  

 

If property does not meet tagging requirements, it does not need to 

be listed on the Closeout.   
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14. If no Acquired Property is being reported, the first box will be selected, and no other 

information is needed on this tab. 

15. Click Save Draft and proceed to the next ab. 

 
 

16. When reporting Acquired Property, the second box identifying “Agreement with property” 

will be selected.  

17. This will populate an acquired property listing to be filled out 

18. Click the plus sign to add property details to the listing 

 
19. Complete the required information for the acquired property.   
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20. Click Save Draft 

21. Click Submit to add the acquired property listing 

22. Repeat steps for all property 

23. When all property has been listed, click Save Draft and proceed to the next tab. 

 
24. List of Sb-Contractors is the next tab of the Closeout. 

25. If there are no sub-contractors to be listed, select No from the drop-down menu, click Save 

Draft, and proceed to the next tab. 
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26. If there are sub-contractors to list, select Yes from the drop-down menu.  

27. A Sub-contracts List section will appear.   

28. Click the plus sign to add all sub-contractors. 

 
29. Fill out all required fields 

30. Click Save Draft 

31. Click Submit to add the sub-contractor to the listing 
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32. Repeat the steps to add all sub-contractors 

33. Click Save Draft when all sub-contractors are listed and proceed to the next tab 

34. Supporting Documentation tab is the next and final tab of the Closeout. 

35. Add any supporting documentation that is relevant to this Closeout submission.   

 

 
 

If there are no additional expenses to report for the Final MER, the 

supporting documentation for the Final MER and Closeout should 

be a general ledger showing total Administrative and total Program 

expenses that correspond to the total contract expenditur es.  

 

 
36. Click Save Draft and Submit when all required fields under all tabs have been completed for 

the Closeout.  

10.4 Revising the Closeout  

1. Log into SmartSimple | State of Tennessee (tn.gov) 

2. Click Closeout at the top of the screen.  

 
3. Click Pending Action tile. 

4. Click Open beside the Closeout report with revisions requested 

https://apply.grants.tn.gov/s_Login.jsp
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5. Revisions required will be noted in red text at the top of the report. 

 
6. Review, revise, and resubmit the Closeout report. 

 

10.5 Revising  the Final MER when the Closeout has been submitted  

During the review of the Closeout if it is found that the Final MER 

needs to be revised , both the Final MER and the Closeout must be 

reviewed and resubmitte d .  
 

1. Log into SmartSimple | State of Tennessee (tn.gov) 

2. Click Closeout at the top of the screen.  

 
3. Scroll down to the Requires Attention section.  

4. Click Revisions Requested Reports. A list of the reports pending revisions will appear here. 

https://apply.grants.tn.gov/s_Login.jsp
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5. Click Open next to the Final Monthly Expenditure Report that you are ready to revise. 

 

 
 

6. Revisions required will be noted in red text at the top of the report 

 
7. Review, revise, and resubmit the Final MER. 

8. A user with the SR Signatory role will need to submit Final MER revisions. 

 
 

9. A message will appear when the report has been submitted successfully. 
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10. Review Closeout after Final MER Revisions have been submitted 

11. Click Closeout at the top of the screen.  

 
12. Click Pending Action tile. 

13. Click Open beside the appropriate application.  Note that the Closeout status will be Final MER 

Revisions Completed.  

 
 

14. Make any necessary revisions or updates to the Closeout.  If Closeout data is accurate, 

resubmit the Closeout report. 
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11. Navigating Report Manager  

11.1 Report Manager  

Using the Report Manager tab is helpful when you need to gather/review 

a lot of data, such as reimbursements or monthly expenditure reports. It 

is also useful when assisting auditors and other people who may need to 

review your expenses.  

To pull different reports: 

1. Log into SmartSimple | State of Tennessee (tn.gov) 

2. Click Report Manager at the top of the screen.  

 

3. Select the proper category. If the category says Uncategorized, no report options will be 

listed.  

 

4. A list of reports will appear after the category is selected.  

5. Run or Export to Excel the report you are to like to use by clicking the applicable icon.  

 

https://apply.grants.tn.gov/s_Login.jsp
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12. Navigating Support Manager  

12.1 Support Manager  

The support manager includes many training videos. Although the 

written instructions were included in the beginning of this manual, the 

videos can serve as another source  of help  for you.  

1. Log into SmartSimple | State of Tennessee (tn.gov) 

2. Click Support Manager at the top of the screen.  

3. Click one of the different tabs on the left of the screen to play the videos.  

If a video doesn’t play in your current browser, try using a different browser.  

 

https://apply.grants.tn.gov/s_Login.jsp
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13. Status Explanation  

13.1 Application Status  

• Draft Application: the SR has begun creating their application. 

• Submitted Application: the SR has submitted their application for review. 

• Revisions Requested Application: state staff has sent the application back to the SR for 

corrections. 

• Withdrawn: The application has been withdrawn by the Grantee. 

• Under Review: the application is being reviewed by upper management. 
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• Approved – Pending Agreement: all assigned reviewers approved their review and is now 

awaiting a contract to be created and signed. 

• Approved – Post Award: the contract has been fully-executed (signed by all parties), and the 

SR can begin submitting activities (e.g. reports and reimbursements). 

13.2 Agreement Status  

• Draft: The application is in approved-pending agreement status and awaiting F&A to create 

the contract. 

• Under Accounting Review: F&A is reviewing the contract. 

• F&A Revisions Requested: Errors were found during Under Accounting Review or Labor-

Under Review. 

• Labor-Under Review: Contract will be reviewed by the grants and budgets unit. 

• Ready for Signatures: The contract will be routed for signatures in the following order –  

o Budget Officer → CLEO (or president) → Executive Director (or TBR representative, 

when applicable) → TDLWD Commissioner 

• Pending Signature – Manual: The agreement has been sent for signatures manually (outside 

of SmartSimple). 

• Pending Signature – E-Signature: The agreement has been sent for signatures in 

SmartSimple using the e-signature Adobe signature request function. 

• Declined: The agreement signature request was declined by at least one requestee. 

• Signed: All parties have signed the contract. 

13.3 Amendment Status  

• Draft: The SR has begun creating an amendment. 

• Submitted: The SR has submitted an amendment and will be reviewed by a grants analyst. 

• Revisions Requested: The amendment has been sent back to the SR for corrections. 

• Withdrawn: The amendment request has been withdrawn by the Grantee. 

• Under Review: The amendment has been sent to management for their review and approval. 

• Amendment Preparation: All reviewers have approved the amendment, and it is with F&A 

to create a contract (modification). 

• Revisions Requested for Grants Analyst: Revisions requested to F&A from grant staff or 

other F&A staff. 

• Labor – Under Review: The amendment is ready for the Grants Program Manager to 

complete a final review. 

• Amendment – Under Final Review – The amendment has been reviewed and is ready for 

the GPM to assign the Director and send for signatures.  

• Pending Signature – Manual: The modification has been sent for signatures manually 

(outside of SmartSimple). 

• Pending Signature – E-Signature: The modification has been sent for signatures in 

SmartSimple using the e-signature Adobe signature request function. 

• Declined: The amendment signature request was declined by at least one requestee. 
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• Signed: All parties have signed the amendment, and the amendment budget will reflect in 

SmartSimple. 

13.4 Report Status  

• Draft: The report has been scheduled and the SR can create and submit it anytime by the due 

date. 

• Submitted: The SR submitted their report and will be reviewed by a grants analyst. 

• Revisions Requested: The report has been sent back to the SR for corrections. 

• Completed: The report has been approved. 

13.5 Reimbursement Status  

• Draft: The SR has begun creating the reimbursement request. 

• Submitted: The SR has submitted their reimbursement request for review/approval. 

• Under Review: The reimbursement request is being reviewed by a grants analyst or grants 

program manager. 

• Declined: The reimbursement request has been declined by Grants and Budgets Unit staff. 

• Revisions Requested: The reimbursement has been sent back to the SR for corrections. 

• Withdrawn: The reimbursement request has been withdrawn by the Grantee. 

• Pending Signature: The reimbursement has been sent to management for their approval. 

• Signed Reimbursement: Management approved the reimbursement request. 

• Pending Invoice: Sent to F&A for their review and approval.  

• Ready for Export: Reimbursement is in process of going to Edison for payment. 

• Sent to Edison-Exported: Reimbursement is awaiting payment. 

• Completed: Payment has been sent to the SR. 

13.6 Closeout Status  

Final MER Statuses  
• Draft: The Final Monthly Expenditure Report (MER) has been scheduled by the system. 

• Submitted: The SR has submitted their Final  MER for review/approval. 

• Under Review: The Final MER is being reviewed by a grants analyst. 

• Revisions Requested: Revisions have been identified and requested during the initial review 

of the Final MER. 

• Under Final Review: The Final MER is being reviewed by a grants program manager. 

• Revisions Requested for Grants Analyst: Revisions have been identified and requested 

during the final review by the grants program manager. The revisions will either be completed 

by the grants analyst or sent back to the Grantee to revise. 

• Completed: The Final MER review is complete, and the report has been approved. 

 

Closeout Statuses  
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• Draft: The SR has begun creating the Closeout report. 

• Submitted: The SR has submitted their Closeout for review/approval. 

• Under Review: The Closeout is being reviewed by a grants analyst. 

• Revisions Requested: Revisions have been identified and requested during the initial review 

of the Final MER. 

• Under Final Review: The Closeout is being reviewed by a grants program manager. 

• Under Fiscal Review: The Closeout is being reviewed by a fiscal staff member. 

• Revisions Requested for Grants Analyst: Revisions have been identified and requested 

during the final review by the grants program manager. The revisions will either be completed 

by the grants analyst or sent back to the Grantee to revise. 

• Ready for Signatures: All reviews have been completed and approved, and the Closeout is 

ready to be sent for signatures. 

• Pending Signature – E-Signature: The Closeout has been sent for signatures using the e-

signature workflow. 

• Pending Signature – Manual: The Closeout has been sent for signatures using the manual 

signature workflow. 

• Adobe – Declined: A party has declined to sign the Closeout.  

• Signed: All parties have signed the Closeout. 

• Withdrawn: The Closeout has been withdrawn by the Grantee.  

• Timed Out: The e-signature request has timed out after the 14-day signature window. 

 

 

 

Contact  

For any questions related to this Standard Operating Procedure Manual, please contact the Grants 

and Budgets Unit at grants.budgets@tn.gov. 


