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Critical Dates

• Final Reports due 30 days after your Target Completion Date

• Project complete no later than May 15, 2019

• Final report due no later than June 15, 2019
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Login to DACdb, select the Club Grants icon or the Grants tab and 
select Club Grants View in the Grant Navigation bar.

4



5



Replace budgeted income and expenses with actual amounts.
Budget Tab6

In BUDGET SUMMARY, make sure Income – Expenses = $0.00



Note: Place financial documents in HOME folder and photos in IMAGES folder.
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Documents Tab
• PAID invoices, receipts, CANCELLED checks, bank 

statements, photos and/or any other supporting documentation 
must be captured in digital form.

• Digital documents must be legible.
• Receipts must total up to at least your approved District Grant 

amount. If not, a refund is required.
• A currency conversion spreadsheet is required for international 

projects.
• You can add documents at any time.
• When everything is complete SAVE the Final Report one last 

time.
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blanks, dashes or underscores

Some good examples of file names: ReceiptsForMaterials.jpg, YMCAagreement2018.pdf, ProjectExpenses.xls



Final Report Tab10

• Address Sections 1 through 6.
• Enter accomplishments and results of your project.
• SAVE often as you fill out these sections.



• Section 1 should reflect results of the project. (It’s OK to 
copy the Project Description defined in the DETAILS tab and 
edit or add results at the end.)

• Section 2 – fill in.
• SAVE often as you fill out these sections.
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At this point click on Save FINAL Report to ensure that all report information is saved.

Every time the Final Report is saved, a PDF file is created and saved in the 
DOCUMENTS tab. This file is named “FinalReport-<encoded date_time>.pdf” 
(e.g., FinalReport-190201_154419.pdf). (Older copies of Final Report files are 
saved in the Backup sub-folder.)

Review this file to make sure all information has been included.
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Looking back at the FINAL REPORT tab, you will notice that there are several paragraphs below 
Section 6. These sections are automatically created by the Grants Module. 

Financial information will be inserted from the BUDGET tab.

Certifying Signatures will be inserted from the SIGNATURES tab.

Supporting Photos will be inserted from the DOCUMENTS tab, Images folder.

Supporting Documentation will be inserted from folders in the DOCUMENTS tab. Supporting 
documentation consists of files you have uploaded containing items such as bank statements, 
invoices, receipts, checks, etc.
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Once all information and documentation is in place, verified 
and saved, you are ready to Collect FINAL Signatures.



Signatures
Ensure that signers are listed in Admin>Club Signatures list.

Remember to SAVE when you’re done.
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16
• Click on the Club: Collect FINAL Signatures box.
• An email will be sent to each person in the Club Signatures list.
• Two electronic signatures are required - one must be your 2018-

19 Club President.
• The Signature Log tab is only for review of signature history.



• Your 2018-19 Club President and someone else in the Club 
Signatures list must:

• Login to DACdb
• Select the Grants tab or the Club Grants icon

• Select Club Grants View in the Grant Navigation bar.
• (More instructions on the next slide…)
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• Your 2018-19 Club President and someone else in the Club Signatures list 
must:

(Continued from previous slide…)

Click on the edit pencil icon beside the grant to be signed
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• Your 2018-19 Club President and someone else in the Club Signatures list must:
(Continued from previous slide…)

Click on the Club: Sign Final Report box

Apply your electronic signature (see next slide)

Check the Signature Log tab to ensure the signature was recorded

19



• Click on SIGN GRANT to apply your signature.
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• Save FINAL Report so that signatures go into the PDF file.
• Review the Final Report PDF for accuracy and completeness.
• Click on Submit Final Report.

• Omit this step, and final report goes nowhere!
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What Happens Next?
• After the final report is submitted to the district, the District Grants 

Subcommittee Team will review the report and associated 
documents for any issues or concerns.

• The Project Lead interacts with the District Grant Subcommittee 
Team to achieve approval of the Final Report. This interaction 
may require modifying the Final report and/or other supporting 
information and resubmitting the Final Report.

• If a grant has to be unlocked for modification, Signatures must be 
collected again in order to resubmit.

• During the review process, PMails are sent to everyone listed in 
the CONTACTS tab. Clean up this list! Make sure all of these 
people want to see every message during the review.
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What Happens Next?
• Clubs will be notified by PMail when their Final Report is 

approved, and their grant status will be changed to “Closed”. 
• If all approved club district grant funds were not spent on the clubs 

project, arrangements must be made with the District Grant 
Subcommittee Chair to remit the grant fund balance to TRF 
through District 6860.

• Congratulations, a completed and closed District Grant is one of 
the qualifications for your club to make application for future 
District Grants.
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DEMO…
• Critical dates
• Login to DACdb
• Budget tab
• Documents tab
• Final Report tab
• Signatures
• Final Report Submission
• District Grant Approval

Questions?
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Resources
• All District Grant related documents are on the District 6860 

website at http://rotary6860.org/foundation.php.
• This slide show is also on the District 6860 website at the 

same location.
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