
AHCMC FY21 
MID-YEAR 
REPORTS
A guide for how to access the FY21 Mid-Year Reports 
on the SurveyMonkey Apply (SM Apply) grants portal.



OVERVIEW  Accessing SM Apply

 Logging in

 Creating a new account

 Account settings

 Starting a mid-year report

 Navigating report tasks

 How to submit



We recommend 
using either Google 
Chrome or FireFox

web browsers for 
best performance



https://artsandhumanities.smapply.io/

Or 

https://artsandhumanities.fluidreview.com

ACCESSING SM APPLY

https://artsandhumanities.smapply.io/
https://artsandhumanities.fluidreview.com/


ACCESSING 
SM APPLY

The SM Apply link can be found under the Resources page or 
under the “Application” tab of any of the AHCMC grant categories.



SM APPLY HOMEPAGE



LOGGING IN

FluidReview users can log 
in using the same email 
and password without 
having to create a new 
account.



CREATING AN 
ACCOUNT FOR 
NEW USERS
Enter the required fields 
and click the green “Create 
Account” button at the 
bottom.

Make sure your password 
meets the requirements.



CREATING AN 
ACCOUNT FOR 
NEW USERS: 
EMAIL 
CONFIRMATION
After creating an account, 
you will be sent a 
confirmation email.



CREATING AN 
ACCOUNT FOR 
NEW USERS: 
EMAIL 
CONFIRMATION
After you create an 
account, check your email 
for an account activation 
link.



CREATING AN 
ACCOUNT FOR 
NEW USERS: 
EMAIL 
CONFIRMATION
Once you’ve clicked the 
activation link from the 
email, this message will 
appear in SM Apply.



CREATING AN 
ACCOUNT FOR 
NEW USERS: 
EMAIL 
CONFIRMATION
You will also receive a follow-
up email, confirming that you 
are fully registered for the 
AHCMC SM Apply site.



CREATING AN ACCOUNT FOR NEW USERS: 
EMAIL CONFIRMATION

While the site is accessible after creating an account, you will not be able to submit 
applications or complete certain tasks unless you have verified your email address.



ACCOUNT 
SETTINGS

Account settings can be 
accessed by clicking on 
your name in the upper-
right-hand corner and then 
clicking “My Account.”



ACCOUNT 
SETTINGS

In “My Profile,” you will be 
able to change your name, 
email, and phone number if 
necessary.

Make sure your account is 
set to the correct time 
zone.



ACCOUNT 
SETTINGS

Staff recommend that SM 
Apply users keep all the 
notification preferences 
checked.

Do not uncheck the first 
or fourth notification 
preferences.



ACCOUNT 
SETTINGS

If you have already 
completed the Eligibility 
Profile, your responses will be 
displayed towards the 
bottom of the page.

To make changes, click on the 
green “Update your eligibility 
profile” button towards the 
top.



ACCOUNT 
SETTINGS:
ELIGIBILITY 
PROFILE
Click on the green “View 
Programs” button or 
“Programs” in the upper 
right-hand corner to get 
started.



ACCOUNT 
SETTINGS:
ELIGIBILITY 
PROFILE
This feature will help 
identify the most relevant 
grant opportunities for 
which you may be eligible.



ACCOUNT 
SETTINGS:
ELIGIBILITY 
PROFILE
The Eligibility Profile must 
be completed to view 
current grant opportunities.

You may change your 
response to this form at any 
time in Settings.



STARTING A 
MID-YEAR 
REPORT
The landing page when you log 
in will always be “My 
Applications,” which will show 
you any of your submissions 
that have been started and/or 
completed.

To start your mid-year report, 
click on “Programs” in the 
upper right-hand corner.



STARTING A 
MID-YEAR 
REPORT
You will be shown current grant 
opportunities based on your eligibility 
profile. Find the relevant FY21 grant 
category and click on the green “More” 
button.

As AHCMC is currently accepting 
FY22 applications for several 
categories, be sure to look for FY21 
categories for the mid-year report.



STARTING A 
MID-YEAR 
REPORT

Click on the green “Apply” 
button to start a mid-year 
report.



STARTING A 
MID-YEAR 
REPORT
Enter the name of the 
FY21 grantee organization 
and click the green 
“Create Application” 
button.



STARTING A 
MID-YEAR 
REPORT
You will be shown all the FY21 
mid-year report tasks in the 
submission homepage.

Click “Instructions” in the upper 
right-hand corner, as shown in 
the red circle on the 
screenshot, for general 
instructions for completing the 
mid-year report.



NAVIGATING 
TASKS:
EDITING TASKS

Click on any of the tasks to 
get started.



NAVIGATING 
TASKS:
EDITING TASKS

All tasks will be available 
on the left-hand side. The 
current task will be visible 
on the right-hand side. 

Required tasks are marked 
with an asterisk (*).



NAVIGATING 
TASKS:
EDITING TASKS
Required tasks must be marked 
as complete in order to submit. 

Tasks that are in progress will 
have a half green circle next to 
them.

Tasks that are marked as 
complete will have a green circle 
with a white check mark next to 
them.



NAVIGATING 
TASKS:
EDITING TASKS
The green “Mark as Complete” 
button will be at the bottom of 
every task (or at the bottom of 
the last page of a narrative form, 
if the form has multiple pages).

It will only become clickable 
when all required questions or 
task actions (such as uploads) 
have been completed.



NAVIGATING 
TASKS:
EDITING TASKS
Once a task is “Marked as Complete,” the 
task will be converted to a PDF. This 
applies to both narrative forms and 
upload tasks.

To make additional changes, click on the 
three dots in the upper right-hand corner 
of the relevant task and click “Edit.”

After making your changes, make sure 
that you mark the task as complete 
again.



NAVIGATING 
TASKS:
UPLOAD TASKS
Upload tasks will have 
instructions at the top.

Click on the blue text that reads 
“Show accepted formats” to see 
which file types can be uploaded.

Click on the green “Attach file” 
button to upload files.



NAVIGATING 
TASKS:
UPLOAD TASKS
Uploads will appear at the 
bottom of the page.

By clicking on the three dots to 
the right of the upload, you can 
edit, preview, remove, and/or 
download that file.



NAVIGATING 
TASKS:
UPLOAD TASKS
Clicking “Edit” for an upload 
will give you the option of 
renaming the file and adding a 
description.

The description will be 
displayed directly underneath 
the file name directly after 
clicking “Ok.”



NAVIGATING 
TASKS:
VIDEO LINKS
For work sample(s), if applicable, 
you have the option of attaching 
a file or linking a video on 
YouTube or Vimeo.

This feature is for YouTube and 
Vimeo only. If you have links to 
content on other websites, please 
paste the link in a PDF and 
upload the PDF.



NAVIGATING 
TASKS:
VIDEO LINKS
When you click on the green 
“Link to video” button, a pop-
up box will appear where you 
can paste the link, name the 
video, and add an optional 
description, such as time 
stamps.



NAVIGATING 
TASKS:
VIDEO LINKS
Your video and optional 
description will appear at the 
bottom of the page.



NAVIGATING 
TASKS:
VIDEO LINKS
To edit, preview, or remove the 
link to the video, click on the 
three dots to the right of the link.

Clicking “Edit” will bring up the 
pop-up box with the optional 
description.

Clicking “Preview” will bring up a 
viewable pop-up of the video.



NAVIGATING 
TASKS:
ADDING 
COLLABORATORS

You can add collaborators by 
clicking on the gray “Add 
collaborator” button in the lower 
left-hand corner of the submission 
homepage.

Enter in the email(s) of the 
collaborator(s) and an optional 
welcome message.



NAVIGATING 
TASKS:
ADDING 
COLLABORATORS

Collaborators will receive 
an email with instructions 
for how to access the 
report in SM Apply.



NAVIGATING 
TASKS:
ADDING 
COLLABORATORS

The user who sent the 
collaboration invitation 
will also receive a 
confirmation email once 
collaborators accept the 
invitation.



NAVIGATING 
TASKS:
DOWNLOADING
Downloading your submission is 
available before submitting, 
regardless of completion, and 
after submitting.

You can download each task 
individually by clicking into the 
relevant task and clicking the 
three dots in the upper right-hand 
corner, as shown by the red circle 
on the screenshot.



NAVIGATING 
TASKS:
DOWNLOADING
Clicking on the three dots in the 
upper right-hand corner of the 
submission homepage will show a 
drop-down menu where you can 
download a PDF of your entire 
submission, regardless of 
completion.

Clicking on “Preview” will also 
allow you to download your 
submission.



NAVIGATING 
TASKS:
DOWNLOADING
The “Preview” feature will show 
you a PDF version of the entire 
submission, including the 
narrative and uploads. This is 
always available, regardless of 
completion. 

The download button is in the 
upper right-hand corner, as 
shown in the red circle on the 
screenshot.



NAVIGATING 
TASKS:
DOWNLOADING
On the “My Applications” 
page (first page you see 
when you log in), you can 
also download and/or 
preview your submission, 
regardless of completion, by 
clicking the three dots in the 
upper right-hand corner of 
the relevant submission.



NAVIGATING 
TASKS:
SUBMITTING
The “Review” and “Submit” 
buttons will only be 
available when all required 
tasks have been marked as 
complete.



NAVIGATING 
TASKS:
SUBMITTING

Clicking “Review” will show 
you a PDF of your complete 
submission.

Click the green “Submit” 
button.



NAVIGATING 
TASKS:
SUBMITTING

You should receive an email 
confirming that your 
submission has been 
received.



NAVIGATING 
TASKS:
SUBMITTING

The email will confirm the 
date and time that your 
submission was submitted.

Remember that you can 
edit your submission up 
until the date and time of 
the deadline.



NAVIGATING 
TASKS:
EDITING POST-
SUBMISSION
To edit post-submission, click on 
the task you want to edit, click on 
the three dots in the upper right-
hand corner and click edit.

There is no need to re-submit the 
entire submission, but make sure 
to mark that task as complete 
again.



AHCMC 
GRANTS 

PROGRAM 
TEAM

Ana-Alicia Ih-Tzai Feng
Grants Program Assistant Manager
AnaAlicia.Feng@creativemoco.com
(301) 565-3805 ext. 21

Karen Judson
Grants Program Manager
Karen.Judson@creativemoco.com
(301) 565-3804

Takenya LaViscount
Grants Director
Takenya.LaViscount@creativemoco.com
(240) 839-4519

mailto:AnaAlicia.Feng@creativemoco.com
mailto:Karen.Judson@creativemoco.com
mailto:Takenya.LaViscount@creativemoco.com
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