
Submitting an Invoice for Payment via Smarty Grants 

All invoices for work orders commencing with EQWO2 are required to be submitted for payment via Smarty Grants. 

Invoices received via email will not be processed. 

Please see below for easy to follow instructions on how submit an invoice. 

1. Logon to your Smarty Grants Account and click ‘My Submissions’. 

 

 

2. Smarty Grants arranges the ‘My Submissions’ page so that all forms relating to a specific Work Order are 

grouped together. 

 

Locate the Work Order you wish to submit an invoice for by looking for Work Order Number in blue text. In the 

example below the Work Order number is EQWO2- 0003. 

 

Figure 1 

 

 

 

 

 

 

Underneath the Work Order there will be your submitted EQUIPS External Facilitator Work Order Acceptance 

form (A, Figure 1). There will also be a CSNSW Raise EQUIPS Work Order v2 (B, Figure 1) which is a copy of the 

information you receive on email in a simplified PDF format. 

Once the Work Order has been accepted and a purchase order has been raised, an invoice form titled EQUIPS 

Work Order Invoice (C, Figure 1) will become available to you.  

NOTE: If the invoice form is not available after you have a received a PDF copy of your purchase order, please 

email OSPAdmin@justice.nsw.gov.au with the subject line: Invoice Form Required.  Please include your full 

name and the Work Order number in the email. 
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3. Open the ‘EQUIPS Work Order Invoice’ form (C, Figure 2) by clicking the title. 

Figure 2 

 

 

4. The form will contain pre-populated sections that allow you to confirm you are using the correct invoice form 

for the correct program (see Figure 3). 

 

Figure 3 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



You will need to complete the following section of the form in Figure 4. Figure 4 includes helpful hints on the left 

hand side.  

Figure 4 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5. You will then be asked to review the form before clicking ‘submit’.  You will receive an automatic email 

confirming your submission. 

You can elect to submit invoices after the completion of each program module, or at the end of the program.  

If you elect to invoice after each module a new invoice form will be made available when the previous one has 

been processed. Note: If the invoice form is not available please email OSPAdmin@justice.nsw.gov.au . Please 

include your full name and the Work Order number. 

 

 

 

 

 

IMPORTANT: If there are errors on a submitted invoice you will be notified via email and you will be asked to 

 make amendments. The EQUIPS Work Order Invoice form will be reopened for you to upload an amended 

 invoice.  
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