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Grant Setup and Workbook

This is a brief guide to explain how to access your grant setup form, as 
well as how to use the latest version of the Workbook tool to plan your 
activities and manage your budget.
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Accessing the Grant Setup Form

• Go to 
https://grants.ukaiddirect.or
g/grants/dashboard/ and log 
in to the account you used 
to apply

• When you have logged in, 
please scroll to your grant 
and click “Manage Grant”

• On your Overview page, 
scroll down to Grant Setup 
and click the button in the 
box to begin

• You will then be able to 
begin filling out the form 
based on the feedback 
provided in your grant setup 
meeting

https://grants.ukaiddirect.org/grants/dashboard/
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Accessing the Grant Setup Form continued:

• The grant setup questions will be displayed in a form, much 
like the form used for the application stages (see image on 
right.) You must respond to each question to be able to 
submit

• When you have responded to each question, a button will 
appear on the left hand side of the form that says “Submit 
Setup”. If you are happy with your responses, please click 
this, and then confirm your submission.
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Workbook

To make adjustments to your workbook, please scroll to question 
2.1 and click “Reforecast Workbook” as shown below. This will 
take you to the latest version of the Workbook tool.
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Remember to save your changes regularly

Here you can switch between the Activities view 
and the Budget view

Hover over here to see a breakdown between DFID 
funding and match funding

Here you can select to view either the 
total budget, DFID funded budget or 
match funded budget

Click here to pull out a detailed view of 
your outputs and activities (detailed on 
the next page)
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This column shows the organisation that 
is responsible for implementing the 
activity.

Here you can apply a yearly inflation to a 
budget line – this can vary on a line by 
line basis.

Here you can adjust the match funding 
ratio on a line by line basis (25%, for 
example, would state that 25% of this 
line is provided by a match funder)

This is the total cost for the line over the 
course of the grant
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A long pill will have the same cost detail 
over the course of it.

Separate pills are useful when an activity 
stops for some time, or if when using 
unit cost type or day rate cost type the 
amount of units/days per month varies.

To enter a one month pill, click, hold and 
drag within only the month you wish to 
add the pill in.

Click, hold and drag over the desired 
amount of months to enter a pill.

To the right of each activity title, you can 
now click the menu button (three 
vertical dots) to insert rows above or 
below, move rows up or down under the 
output and delete rows. You can also 
use this menu to access changes to the 
details (activity line name and 
description), inflation or the 
organisation responsible.

Please remember to save your work 
regularly. No changes are stored in 
SMILE until you have saved. The tool 
will continue to work if internet access 
is lost but will not be able to save until 
internet access is restored.

When saving, if there is no access to 
the internet, the screen will flash red 
momentarily and say “Error”.

If you have internet access and save, 
the screen will go blue and say 
“Saving”, then once the changes have 
been saved the screen will change to 
green and say “Success”.


