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A2. You will be directed to the Portal Dashboard where you can 
access, complete and submit the required report.

Click Grantee Reports on left navigation menu.

Note Smile Train has recently migrated to a new online application and grant reporting system.

In addition to receiving an email notification regarding your report coming due, you should have also received and 
completed your Portal Registration invitation.  If not, see the Portal Registration Guide, as you must complete this 
process to access the portal to complete your report.  

Accessing an Online Report Form

You will receive an email from Smile Train inviting you to complete your report via the portal. There are two 
ways to access, complete and submit the report that is due. 

Scenario A: Access Report via Reminder Email

A1. You will receive a report reminder email that includes a link to 
the Portal when you can access the report form that is due for 
your organization. 

Click the link in the email to access the Smile Train Portal. 

Scenario B: Access Report Form via Portal
B1. You may also access your report at anytime 

after your organization’s grant has been 
approved by logging directly into the Smile 
Train Portal at 
https://smiletrain.force.com/grantee/

B2. Click Grantee Reports on left navigation menu

https://smiletrain.force.com/grantee/
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Navigating the Smile Train Portal

Reports
The Open Items tab is where you can locate all open reports in 
process and previously submitted that have not yet been approved.  
The Closed Items tab will include previously submitted reports that 
have been reviewed, approved and the grant request is closed. 

You can view the status of your report in the Status column. Open 
Requested Reports will have the Edit and View option available 
(click on the ▼ icon).  Once a report has been submitted to Smile 
Train for review, or been approved, you will only be able to view the 
report details unless edits are requested. 

Top Navigation Bar
Grantee Dashboard can used at any time to return to the main dashboard view. 
Profile will allow you to view and update your organization and personal details as needed. You may also add 
new Treatment Center and Practitioners under your profile.

The main dashboard in the grant portal is designed to allow you to easily access your applications, active 
grants and reporting requirements coming due. 

Main Dashboard

Left Navigation Bar
Requests can used at any time to 
return to the list of Open and Closed 
Requests. Open requests are related 
to reports due. 
Grantee Reports can be used at any 
time to return to the list of Open and 
Closed reports related to approved 
grants.
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Be sure to complete each field in 
the report form.

Working with Reports in the Smile Train Portal

Each report form has been customized to collect the information we need for that specific area of 
funding.  As such the details of each report and the related tabs may vary. 

If you have questions about the content of an application or the information being requested, please contact 
grants@smiletrain.org.  Questions about using the portal can be emailed to fcsupport@smiletrain.org. 

Note

Accessing Reports
Click the ▼ icon, then “Edit,” for the report you would like to work on. You will then be on the landing page 
for the report. 

Report Elements

Information required is based on 
the type of grant your 
organization received from Smile 
Train and the corresponding 
report for that program.

Click Save.
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Working with Reports in the Smile Train Portal, continued

Text fields will be indicated by shading in the lower right corner of the field.
For longer responses, or those that require collaboration with your colleagues, you may draft text offline and 
copy and paste it into the application form.  You can click and drag the shaded corner to expand the field size 
as needed. 

0 of 32768 Characters

*Note: If there is a character limit on the 
field, it will be noted to the far right of 
the question onscreen.  The character 
count will adjust as you type or copy text 
into the field. The field cannot be saved 
if you are over the limit. 

Text Fields

Key Report Items to be Completed

In the Attachments section (bottom of the report form), upload all required attachments outlined for your 
report type. 
Click Choose file to browse your computer for the correct file to upload. Select file, click Upload.

Document Description -
Each document will 
include an overview of the 
information required 
within the file.  Please be 
sure to review before 
uploading application 
attachments.
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Key Report Items to be Completed, continued

Once all of the report information has been completed and all required attachments have been uploaded, click 
the Review and Submit tab. This will allow you an opportunity to preview your responses or Print a copy to 
review offline.

If you receive an error, scroll to review the error messages. Then click Back to Record to update/complete the 
flagged required fields.  You may also use the Back to Record option if you identify updates are needed to the 
application during your review. 

Click Submit when you are ready to submit your report to Smile Train.  Note, once you click Submit you will 
not be able to make additional edits to your report, unless it is returned by Smile Train. 
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