Step by Step Instructions for Completing a LIHEAP Application Online 
 
NEW USERS: (If returning user, skip to #4)
1. Type in https://thda.smartsimple.us/s_Login.jsp or Scan the QR code on first page
2. Click “Register Here” 
3. Check your email for a link to set your password (If you’re on a mobile device, you’ll set your password and then immediately receive a verification code to your email, once you enter it, you’ll be logged into your account automatically.) 
4. Go to the SmartSimple page and log in with your email and password
5. Check your email for a verification code
6. Enter the verification code on smartsimple that was sent to your email 
7. Complete all fields marked with an * and click Submit 
8. Go to my profile → fill in any missing * fields → Save 
9.  Click the Home button → select Create Application 
10. Choose Agency: Mid-East Community Action Agency (if resident of Roane or Loudon County) → Start Application Application Information 
11. Select any options that apply (or choose “None”) → Save Draft Household Information 
12. Click the + sign to add household members → complete all * fields → Save 
13. Click Enter Income → add income details → Save 
14. Click on the X twice (top right) to return to the main page Utility Information 
15. Select your utility type from the dropdown 
16. Enter your provider/vendor and account number (from bill or printout of account you want payment to go to) 
17. Fill out Account Holder information and answer weatherization question 
18. Click Save Draft → then Next 
 
Uploads 
19. Upload required documents (anything with *) 
· You’ll need clear photos saved on your device (computer, phone, tablet) 
· Upload valid Government ID for applicant and other required documents 
20. After uploading, Save Draft → Next Finalize 
21. Check “I Agree” (bottom left) 
22. Save Draft → Submit 
23. If submission is successful, you’ll see “Submission Successful” 
• If not, errors will appear in red at the top 
How to Upload Documents 
1. Take clear photos of each required document (if you are on a mobile device you can upload from your photo library, take new photos, or select files saved on your phone) 
2. Locate the photo in your device’s gallery (phone, computer, tablet) 
3. In the correct upload section, click Upload Documents → select your photo → Open/Double Click 
 
