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How to Submit a Financial (Transactions) Report

@ Note: Make sure to have a Reporting Schedule for Financial Reporting setup. Refer to How
to Setup a Reporting Period for more information.
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A. Step 1: Download the Report

1. Select @ My Projects found under the Grants Section from the navigation menu, then
double-click on the Grant/Project from which you want to download the report.
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2. Select the Related drop-down menu, then select m Reports.
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3. The screen defaults to the Transaction Report. Select the information related to the
reporting period. Option to toggle and filter the result. Select [$ Refresh. Then, select
a) Export to PDF. Export and Save on your Desktop or other folder.
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| Fill in the necessary information
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Select Refresh @ Budget Category Bugetea
% Sources (1) 600,000.00 15,000.00 10,000.00 625,000.00
M Sub-Awards (0) 150,000.00 150,000.00
% Modical Supplies and Equipment (2) 225,000.00 10,000.00 235,000.00
W Professional Fees (3) 225,000.00 15,000.00 240,000.00
% Indirect Cost
Total Budgeted 600,000.00 15,000.00 10,000.00 625,000.00 0.00
Total Actual Expense 80,000.00 0.00 0.00 80,000.00 0.00
Total Planned Expense 0.00 0.00 0.00 0.00 0.00
Total Obligated Expense 0.00 000 000 0.00 0.00
Total Overall Expenses 80,000.00 000 0.00 80,000.00 000
Difference 520,000.00 15,000.00 10,000.00 545,000.00 000
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B. Step 2: Submit the Report

1. Select @ My Projects found under the Grants Section from the navigation menu, then
double-click on the Grant/Project from which you want to submit the report.

V | Grantvantage

— RADD ORGANIZATION  [#5)ADD CONTACT nADD PROJECT KADD OPPORTUNITY
Display Optit
@ Home Slyerias = 07/24/2022 - 07/23/2023
By Project v
© Recent v Active Projects v i i il
! Budget Overview Objective Performa...
0 @ Grant: 1. Public Health Outreach & Support
X Pinned 4 - st EETo. EERe. WPlanned [ Actual
M o Grant: 105 - Public Safety & Relief Aid I Over Allocated .

Grants @ Grant: 306 Tea For TeamBuilding Budget Period (in days) _ _

o Grant: 589 Vida's

rant: ida Sana
I v ol ¥ o Grant: Amethyst Child Care @ - 100.00
% To-Do List ® Grant: ital Empowerment | ash Mate
@ i % o Grant: Digital Empowerment Initiative (Back In-Kind Match _ _
rogram Dashboa...

@ Grant: FY 22 Life Project Leverage Resource Achieved

Eb Grant List ® Grant: FY 23 Coffee for a Cause
Lo ® Grant: FY 23 Health Awareness . .

@ Opportunities o Project Details

® Grant: FY 23 Life Limits
5 Time and Effort % o Grant: FY 23-25 Reform, Training, and Tech Stantactin] Grant StantawardNoj 072421

% o Grant: Healing Hearts Project Status  Active Project Total  1,575,000.00

4

Grant Activities

—

Pending

In Review

Need Approval

Completed

Project Manager Peter Kavinsky

Compliance Officer John Ambrose McCl...

2. Select the Related drop-down menu, then select m Reports Schedule.
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3. Select the report line-item from the scheduled reports, then select the Z" Edit Button.
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4. Select the Add Notes/Attachments Tab, then select + Add Note and Attachment.
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6. Fill in the Report Filed By, and Report Filed On information. Then, select @ Save and

Close.
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