
Idaho Department of Parks & Recreation
Grant Application Submittal Portal

TRAINING



All applications submitted at:
idaho.smapply.io



To Register

To Log In

The site should have the IDPR logo at the top. If it does not, you are in the 
wrong portal.
Some browsers may not support this platform and may not display correctly.
If you have applied for our grants before, you already have an account.
Accounts are not transferable.



Active programs are visible to 
applicants. You may be able to 
see program information, but 
not start an application. 
Application dates show when 
the portal is accepting project 
submittals.

You will only see the programs in which you are eligible to apply. For example, non-
profit groups will only see Recreational Trail Program (RTP) and Mountain Bike Plate 
Fund.



The three dots are 
always a dropdown 

menu

Previous projects will display on the dashboard of active accounts. 

If we have ARCHIVED applications, they will not be visible. Make sure you keep a copy! Older 
applications may not be accessible.



My Applications

Programs

The top ribbon allows you 
to move between your 
applications and the 
program information.

If you need to edit 
your profile, click 
on your name.



Description and button to start application



Common 
name of 
project

The first thing the system asks you to 
do is name your application.

This is going to be the identification 
for the life of your project, so be smart 
about what you name your 
application.

We may need it to identify your project 
for your agreement and future 
inquires.

Please do not call your project 
something generic like “equipment.” 
Also, please refrain from initials.



If you don’t complete the eligibility task, they system won’t show all the 
required tasks (HINT – there are more than three). Without completing 

required tasks you won’t be able to submit an application. If the “submit” 
button is gray, you have not completed all required tasks.



Prerequisite questions
Currently only the federal 
programs or equipment 
purchases have prerequisite 
match requirement 
questions. If you do not fill 
this portion out correctly, the 
system will not allow you to 
complete the application 
forms.



Sometimes it’s not obvious you’ve made 
an error.

In this example I don’t have enough 
match. Some clues are:
 It shows as submitted and you haven’t 

filled out the application form.
 It won’t allow you to edit the form.
 You have a half-filled circle instead of a 

check.



The system will tell you if there is a field you need to fill in.

Or if the value of data isn’t 
correct



Proof of Public 
Involvement

There are very few questions 
that require an answer and an 
upload. This question will not 
let you finish until you have 
completed both requirements.

Announcement must include 
information on the project you 
are submitting as an 
application for grant funding. 
Comments should be received 
prior to grant deadline and 
incorporated in your 
application.

Public Comment. As part of the application, the applicant must provide an opportunity for 
public comment. The applicant must include proof of public comment regarding the project 
in the application. The opportunity for public comment should begin within one (1) year of 
submitting the application. Any projects with public comment conducted over one (1) year 
prior to application may be rejected by the state and federal grant manager and the project will 
be deemed ineligible.



In edit mode you 
will see the file 
name and type 
once you’ve 
attached a 
document

RTP specific task. Must 
answer both questions. 
If you are unsure how to 
answer, contact your 
grant specialist.



Proof of Public Involvement Completed

When you have saved this 
task and are no longer in edit 
mode, you can view the 
uploaded document. 



This indicates you are not done with this task (half-filled circle).

This shows there 
is another page 

to fill out.



This is where you find 
the edit feature.

If you haven’t filled out 
the eligibility task 
correctly, the system 
will still allow you to 
continue, but it will 
never allow you to 
submit.

IF you only see three 
tasks YOU’VE DONE 
SOMETHING WRONG!!

IF you don’t see 
the three dots in 
the upper right of 
your page, it could 
be your browser! 
Internet Explorer is 
not supported by 
this system. Try 
Chrome!



In this example, I’ve entered the minimum 
match required for RTP. Once I click the 
“mark as complete” button I see all the 
tasks on the left side of the screen.



■ Don’t forget to enter the common name of your project on this budget page. The 
name needs to match what you entered when creating your application and what 
you entered in the contact section of the main application form.

■ If the budget page doesn’t seem to load correctly (see right side of page where it’s 
cut off), note that the scroll bar below the row will allow you to move back and forth 
to enter information.



 The first line of the budget requires an answer for every 
field. Enter “0” if there is no dollar amount for that item.

 This system does not like symbols ($1,000.00). Just 
enter raw numbers.



• If you mark as complete, you 
can still go back into the 
task and edit your form.

• CAUTION! Reset will clear all 
the numbers out of your 
budget.



Final 
Touches

If you have completed all 
the required tasks, the 
SUBMIT button will be 
green. At this point you can 
click the  button to 
see the whole application 
as one document. (See next 
slide) The REVIEW button is 
always gray.



DOWNLOAD

When you are 
ready to submit

If you need to go back 
and EDIT

Review will show your application in PDF format for easy viewing of the document. 
This is how the committee will see your application . . .  check for duplication and 
continuity. You can still go back into the application for edits at this point.



Submitting your Application
The system always asks to confirm your action (are you sure?)

No Review Review



SUBMIT

Click “Programs” to 
get back to the 

place to start an 
application



FEATURES

COLLABORATORS HELP DESK RESOURCES WEBSITE CONTACT 
INFORMATION



Collaborators – People you may want to share your application 
with for review or editing purposes

You may allow Collaborators 
to “view and edit” or “view”



Your collaborator will receive 
an email with a  link to your 
application. They must have a 
login to access the system.



If your collaborator already has an account the 
link will ask them to log in. If not, they need to 
register with their own email and password.

When they login they have their own 
dashboard and can open the application



If you have completed the task, 
your collaborator will need to 
click the edit button to make 
any changes (if they have 
editing rights).



If you are in the application tasks editing, you 
will not see the collaborator button.

Click “Back to Application”



A collaborator does not have authority to submit an application. Only the “owner” of the 
application will see the SUBMIT button. The owner of the application must be someone 

from the agency receiving the funds.



Dropdown list for Help Desk function has three options. 
One is a FAQ that may help you resolve issues without 
contacting a person – choose wisely. Most likely calling 
IDPR staff is the best solution.



To switch 
views



Pay attention to links for 
resource materials

This will open the grant guidance manual. This 
resource is also available on our website.



“Click Here”
Opens  the file at bottom left 
corner of your screen. 

When you click on the PDF file 
it opens new tab



The system is set to 
open and close at 
certain times. The 
deadline is:

January 26, 2024 
at 5:00 p.m. 
Mountain Time. The 
system will close  
and you will not be 
able to complete 
your application if 
you wait beyond 
that time!!



https://parksandrecreation.idaho.gov  

https://parksandrecreation.idaho.gov/


https://parksandrecreation.idaho.gov/grants-and-funding



For help or additional 
information, please contact 
department staff in your area.

North Region Grant Specialist (Districts 1 & 2)
Tiffany Brunson (208) 415-3396
tiffany.brunson@idpr.idaho.gov 

South Region Grant Officer (Districts 3 & 4)
Kellie Joyce (208) 514-2432
kellie.joyce@idpr.idaho.gov

East Region Grant Specialist (Districts 5 & 6)
Shelly Smith (208) 701-7077
shelly.smith@idpr.idaho.gov

Land & Water Conservation Fund Contact 
for all Regions (Statewide)
State & Federal Grant Program Manager
Kathy Muir (208) 514-2431
kathy.muir@idpr.idaho.gov 

mailto:tiffany.brunson@idpr.idaho.gov
mailto:kellie.joyce@idpr.idaho.gov
mailto:tiffany.brunson@idpr.idaho.gov
mailto:kathy.muir@idpr.idaho.gov

	Slide Number 1
	All applications submitted at:�idaho.smapply.io
	Slide Number 3
	Slide Number 4
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Common name of project
	Slide Number 9
	Prerequisite questions
	Slide Number 11
	Slide Number 12
	Proof of Public Involvement
	Slide Number 14
	Proof of Public Involvement Completed
	Slide Number 16
	Slide Number 17
	Slide Number 18
	BUDGET
	Slide Number 20
	Slide Number 21
	Final Touches
	Slide Number 23
	Submitting your Application�The system always asks to confirm your action (are you sure?)
	Slide Number 25
	FEATURES
	Slide Number 27
	Slide Number 28
	Slide Number 29
	Slide Number 30
	If you are in the application tasks editing, you will not see the collaborator button.
	Slide Number 32
	Slide Number 33
	Slide Number 34
	Slide Number 35
	Slide Number 36
	Slide Number 37
	Slide Number 38
	Slide Number 39
	Slide Number 40

