
  

RTTA Platform User Guide – Version 1.0 2026   1 
 

1. About this document 
SmartyFile is a central repository that records and stores all grant/funding application information 
in one place. SmartyFile gives you the functionality to create an account for your Organisation, 
allowing you to make, create and contribute to applications on behalf of your organisation, or to 
collaborate with other users in your organisation.  

The Road Trauma Trust Account (RTTA) uses the SmartyGrants/SmartyFile platform to administer 
and manage all funding rounds and subsequent reporting requirements. All applications for funding 
are submitted through and progressed via the platform.  

You are encouraged to use SmartyFile if you are applying on behalf of an organisation to mitigate 
risk in the event of role departure.  

2. Starting with SmartyFile 
2.1. Log in or create an account. 
To access SmaryFile, you will require a SmartyGrants user account.  

 

I DO have a SmartyGrants 
Account 

 
 
 

Visit here to login using your 
name and password 

 I DON’T have a SmartyGrants 
Account 

 
 
 

Visit here to create an account 

 

2.2. Setting up my organisation in SmartyFile 

 

Click on My 
organisation, 
and then 
Create 
Organisation 

ROAD TRAUMA TRUST ACCOUNT 
SMARTYGRANTS AND SMARTYFILE INFORMATION GUIDE  
 

https://login.smartyfile.com.au/realms/oc/protocol/openid-connect/auth?response_type=code&client_id=smartyfile&scope=openid&state=YX-XH1bc11vR9EjsKnOOd4n-6Z9F0Gf3-0EVUddOn9o%3D&redirect_uri=https://app.smartyfile.com.au/login/oauth2/code/oidc&nonce=3TDHQgdwl3pYMOE9_vMkIwCT16Gcd4GVj6MD9gIwZu4
https://smartyfile.smartygrants.com.au/applicant/register
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When you set up an organisation, you will automatically be assigned as the administrator. As 
administrator you have the responsibility of:  

• Managing the organisation’s SmartyFile profile 
• Adding additional users and administrators 
• Managing permission levels 

It is recommended that more than one administrator is created to mitigate risk in the event of illness, 
or organisation departure. 

If you want to join an Organisation that already exists in SmartyFile, you need to:  
• Click on My Organisation 
• Click on New Organisation 
• Enter the ABN of the organisation you want to join and select Lookup 
• You will receive a notification that says, “This ABN is already registered with SmartyFile” 
• It will invite you to join an existing organisation 
• Once you have requested to join, a notification will be sent to the Administrator 

requesting to join. 

 

 

 

 

 

Enter your 
ABN and 

press 
Lookup.  

Then enter 
your 

organisation’s 
name. 

Complete your 
Organisation 

details. 
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3. User roles and access levels 
3.1. Role functions  
The functions for each role are outlined below.  
 
The Administrator is responsible for assigning roles to users, defining access levels, and whether 
they have permission to make submissions. You can customise roles by clicking on the custom 
toggle and move areas you wish to enable for the role. If the function is active, it will appear green.  

 

3.2. Adding or editing users 
Click on the User tab at the top of the page. This will provide a list of users and their access. 

(1) Remove a user by clicking on the X icon under actions 
(2) Edit a user by selecting the pencil icon under actions 
(3) Add a user by clicking on the add user button. Enter the user’s email address and select 

the role you want them to have. To complete, click Add.  
  

Add users 
here. 

Edit or delete 
submissions 

here. 
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4. My submissions 
4.1. Accessing your submissions 
To view your submissions, click on My Submissions at the top of the page. This tab is used to 
sort, search, archive, delete, access forms you need to complete as part of your submission. 

 

 

 

4.2. Assigning an existing submission to your organisation 
To assign an existing submission to your organisation, click on the hamburger icon at the top right 
of the page, and click Assign to Org, then click Assign to confirm.  

  

Click here to 
go to the 
submission in 
SmartyGrants. 

These are the 
forms 
attached to 
your original 
submission. 
Click on them 
to access.  

Click here to 
archive, 

assign owner 
or share 

 

This is where you will add a variation request form when Budget Submissions are 
opened. Simply click on Start a Variation request, click ok, and follow the prompts. 

This provides 
the status of 

each form, 
and the due 

date/time. 

You can 
customise 

some 
functions by 

clicking here. 
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4.3. Changing owner 
Click on the hamburger icon on the submission. You will see a Change owner option. This will 
then give you a list of team members of your organisation whom you can assign the submission 
to. 

A submission that is assigned to an organisation can only have the owner changed to 
Administrators or Authors in the SmartyFile organisation. 

4.4. Sharing a submission 
Click on the hamburger icon on the relevant submission. You will see a Share option. This will 
then give you a list of team members of your organisation that you can share the submission with. 

You can enter a message for those users you are sharing with or set a date expiration for the 
share. If ‘Share until date’ is left blank, submissions will be shared until sharing permission 
removed.  

 

5. Enabling Multi-Factor Authentication (MFA) 
The Road Safety Commission encourages all applicants and organisations to enable MFA on their 
SmartyFile and SmartyGrants account.  

 

If a user needs their MFA reset, an administrator can rest the MFA for a user from the Edit User 
screen. 

 

6. Need Help? 
If you need technical support of help with managing your account, email 
service@smartyfile.com.au 

You can also reference the SmartyFile user guide, or the SmartyGrants user guide.  

The Commission is only able to assist with the content of the application. Please contact 
projects@rsc.wa.gov.au relating to content questions. 

Click on the 
Security tab, 
and then 
press the 
toggle to 
enable. 

mailto:service@smartyfile.com.au
https://applicanthelp.smartygrants.com.au/smartyfile/
https://applicanthelp.smartygrants.com.au/help-guide-for-applicants/
mailto:projects@rsc.wa.gov.au
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