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Approved 
Lead 
Contact

Authorized 
Institutional 
Representative

Institutional 
Officer

Applicant/
Project 
Personnel

View list of all institutional 
contacts X

Input banking details at time of 
award X*

Update the institution's profile X

View all LOIs, applications, and 
awards at the institution X

Contribute to and complete an 
LOI or application X

Sign and submit application X** X

Post-Award

Submit deliverables, including
Progress/Final Reports, Carry
Forward Requests, and
No Cost Extensions X

*Assigned in the system by applicant during application process
**Assigned in the system by applicant during application process; required to complete Certification sign-off before
applicant can submit application

Pre-Award

Health Resources in Action (HRiA) Award Manager - 
System Role Permissions Chart

Institution
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Registration Instructions 

Have you applied 
to an HRiA grant 
program before? 

If you have applied to an HRiA grant program 
before, then an account has already been created 
for you in the HRiA Award Manager. 

Please click the "Forgot Password?" link, set a new 
password for your HRiA Award Manager account, 
and then login. 

NOTE: The password reset email will be sent to the 
email address associated with HRiA’s old online 
system. If you no longer have access to that email 
address, please contact grants@hria.org. Do not 
create a new account in HRiA Award Manager. 

Are you a 
returning user to 
the HRiA Award 
Manager? 

If you are a returning user or have already been 
given a temporary password to the HRiA Award 
Manager, please log in here:  
https://hria.us-1.smartsimple.com/ 

Are you brand 
new to any of 
HRiA’s online 
systems? 

If you are applying as a researcher, use the 
“Register” button to look up your organization by 
501(c)(3) EIN or Organization name. 

If you are a research institutional official 
(Authorized Institutional Representative or 
Institutional Officer), email grants@hria.org to 
discuss account creation.  
Do not use the Register button. 
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Registering as a 501(c)(3) Grant Applicant in 
HRiA's Award Manager

1 Navigate to https://hria.us-1.smartsimple.com/

Use the 501(c)(3) registration option if you are:

-A researcher
-A representative of a community-based/nonprofit
organization
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3 Select 501c3

2 Click "Register"
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4 Search by organization name or EIN (no dashes)

5 Click "Search"
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6 Find the correct organizational entry and select to open the profile

7 Fill in any required fields
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8 Copy the organizational address or add your office/laboratory location

9 Enter your contact information
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10 Enter your demographic data (response required but may select the "Prefer not to
disclose" option)

11 Click "Submit"
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12 Check your email

13 Follow email link to create a password

9



14 Accept the Privacy & Security Policy
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15 You're in!
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1 Navigate to https://hria.us-1.smartsimple.com/

Registering as an "Other Organization" Grant Applicant 
in HRiA's Award Manager

Use the "Other Organization" registration option if you are:

-Applying for a grant on behalf of a fiscally sponsored
organization
-Applying on behalf of an organization that is not a 501(c)(3).
Before applying for a grant, please discuss eligibility with HRiA
program staff.
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2 Click "Register"

3 Select "Other Organization"
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4 Click the "Organization Name" field and enter organization name. The system will
search HRiA's Award Manager for pre-registered organizations. If yours is found,
select it. If not, you may create it the organizational profile.

5 Enter your contact information
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6 Enter your demographic data (response required but may select the "Prefer not to
disclose" option)

7 Click "Submit"
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8 Check your email
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9 Follow email link to create a password.

10 Accept the Privacy and Security Policy and you're in!
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Starting a Grant Application in HRiA 
Award Manager 
1. Log into the HRiA Award Manager system at hria.us-1.smartsimple.com and select the

“Funding Opportunities” icon on your Home portal.

2. From the list, select “Apply Now” for the program to which you wish to apply.
3. Click “Save Draft” to start the application.
4. To access your application later, select the “In Progress” icon on your Home

portal.
5. Click “Save Draft” often to save your work.
6. When ready to submit your application for review, click “Submit”.
7. To access submitted or completed applications and associated reports,

modifications, agreements, and other activities, select the additional icons on
your Home portal.
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Accessing the HRiA Award Manager as an  
Authorized Institutional Representative 

Individuals serving in an Authorized Institutional Representative capacity 
at an organization should not self-register in the HRiA Award Manager. 
An applicant must invite you to join their application. 

Role Name Permissions and Requirements 

Authorized 
Institutional 
Representative 
is responsible for 
research 
oversight and is 
often in the Office 
of Sponsored 
Programs. This 
person signs off 
on the application 
to ensure that 
Applicant and 
Institution have 
met the eligibility 
requirements. 

• Applicant must invite ONE Authorized
Institutional Representative to their application.*

• Application may not be submitted without
Authorized Institutional Representative
“Accepting” the invitation and completing
Certification within application.
NOTE: Authorized Institutional Representative’s
Certification section is not visible to applicant,
but system will trigger an error message if
applicant tries to submit before Certification is
completed.**

• Users assigned as Authorized Institutional
Representative will have edit permission on the
application (needed in order to complete
Certification) but may not submit the application. 

*In a two-stage grant application process, Authorized Institutional
Representative is required to Certify both the Initial and Full Stage
applications.

**The Authorized Institutional Representative's checkbox is not visible to 
the Applicant, and Applicant may not submit their application until 
Authorized Institutional Representative completes the Certification by 
checking the box and clicking "Save Draft". Applicant is not notified by 
automatic email that Authorized Institutional Representative has 
completed the Certification, so please make sure to notify Applicant 
directly. Applicant is also required to complete a certification checkbox, 
acknowledging the same Certification. 
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When added to the Applicant’s grant application, Authorized 
Institutional Representatives will receive an email per the below: 

Subject: Invitation: Authorized Institutional Representative for 2025-
XXXX ORGANIZATION NAME

Dear [NAME], 

You have been invited as Authorized Institutional Representative for the 
following grant, administered by Health Resources in Action (HRiA): 
Grant: [2025-#### ORGANIZATION NAME]. 

The Authorized Institutional Representative is required to certify the 
application before it is submitted. To certify the application, you will need 
to: 
1. Accept the invitation by clicking on the link at the end of this email.

2. Log into the system (if this is your first time you will need to follow
email prompts to create a profile).

3. Once logged into the system, click on “In Progress” to find the
application.

4. Review the application and navigate to the final tab called
“Certification”.

5. Check the “Certify” box on the Certification tab and then click
“Save Draft”.

6. Email the applicant to let them know you have certified the
application.

Click on the link below to accept or decline the invitation: [Link] 

If you run into any issues, please email [program email]. 

Regards, 

HRiA 
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Clicking the active link will bring the Authorized Institutional Representative to 
the following landing page. 

After clicking “Accept”, you will see: 
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Log into the system and click “In Progress” to select the correct 
application. 

Certifying the application
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Within the application, click on the “Certification” tab to find the 
Authorized Institutional Representative’s checkbox. 

Read the Certification and check the Certification box. 

Click “Save Draft”. 

Log out and notify the applicant that you have completed the 
Certification. 

23



Accessing the HRiA Award Manager as an 
Institutional Officer 

Individuals serving in an Institutional Officer capacity at an organization 
should not self-register in the HRiA Award Manager. An applicant must 
invite you to join their application. 

Role Name Permissions and Requirements 

Institutional 
Officer 
is typically the 
Fiscal Officer and 
receives award 
payments, 
prepares fiscal 
reports and 
oversees other 
financial 
requirements of 
the grant. 

• Applicant must invite ONE Institutional Officer to
their application.*

• Application may not be submitted without
Institutional Officer “Accepting” the invitation.

• Users assigned as Institutional Officer will have
edit permissions on the application (needed in
order to complete ACH form if awarded) but may
not submit.

• If awarded, this user will eventually be required to
submit the ACH form.

NOTE: Awardee will not have view access to ACH form 
in order to safeguard institutional banking details. 

*In a two-stage grant application process, Institutional Officer invitation

is only required at the Full Stage submission.
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When added to the Applicant’s grant application, the Institutional Officer 
will receive an email per the below: 

Subject: Institutional Officer for Grant: 2025-XXXX [ORGANIZATION 
NAME] 

Dear [NAME], 

You have been invited as Institutional Officer for the following grant, 

administered by Health Resources in Action: Grant: 2025-XXXX 

[ORGANIZATION NAME] 

Please click on the link below to accept or decline the invitation. 

[LINK] 

Best regards, 

Health Resources in Action Staff 

Clicking the active link will bring the Institutional Officer to the following 
landing page. 
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After clicking “Accept”, you will see: 

The Institutional Officer may then log in and view the application in 
progress but is not required to complete any action items. 
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Completing the ACH form 

When the Institutional Officer needs to complete the organization’s ACH 
form, they will receive an email per the below: 

Subject: ACH Form Requested - 2025-XXXX [ORGANIZATION NAME] 

Dear [NAME], 

As the Institutional Officer for the approved grant application  
2025-XXXX [ORGANIZATION NAME], you have been requested to 
provide your organization’s banking information. Please click on the link 
below to log into the HRiA Awards Manager System. You will find the 
required ACH form under “Activities – Draft”. Please contact 
grants@hria.org with any questions. 

[LINK] 

Best regards, 

Health Resources in Action Staff 
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Log into the system and click “ACH Form - Draft” to select the correct 
form. 
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Enter the organizational banking details or upload a file and click 
“Submit”. 

Organizational banking details will only be viewable by the Institutional 
Officer and HRiA System Administrators for use in paying grant awards. 

ACH information will automatically be deleted 60 days after the project 
end date. 
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