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How to Submit a Financial (Transactions) Report

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.  

 
 

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. 

 

 
  

https://grantvantage0.sharepoint.com/:w:/r/sites/OnboardingGrace/_layouts/15/Doc.aspx?sourcedoc=%7B313AB22E-98E7-44D2-B11E-F41A06338340%7D&file=Task%201.20.1%20Report%20Management%20%E2%80%93%20Setting%20up%20Reporting%20Periods.docx&action=default&mobileredirect=true
https://grantvantage0.sharepoint.com/:w:/r/sites/OnboardingGrace/_layouts/15/Doc.aspx?sourcedoc=%7B313AB22E-98E7-44D2-B11E-F41A06338340%7D&file=Task%201.20.1%20Report%20Management%20%E2%80%93%20Setting%20up%20Reporting%20Periods.docx&action=default&mobileredirect=true
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2. Select the Related drop-down menu, then select Reports. 
 

 
 

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 

 Export to PDF. Export and Save on your Desktop or other folder.  
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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. 
 

 
 

2. Select the Related drop-down menu, then select Reports Schedule. 
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3. Select the report line-item from the scheduled reports, then select the  Edit Button. 
 

 
 

4. Select the Add Notes/Attachments Tab, then select  Add Note and Attachment. 
 

 
 

5. Fill in the required information*, then select and search for the file to attach. Then, 

select  Save. 
 

 
  



  
 

 
 

support.grantvantage.com March 8, 2024  5 

 
 

How to Submit a Financial (Transactions) Report

6. Fill in the Report Filed By, and Report Filed On information. Then, select  Save and 
Close. 

 

 
 
 


