
CLUB CREATE AND SIGN FINAL REPORT 
 
 

Access the grant with the pencil to the left of the grant, not through the name of the grant. 

 
 
Before creating the final report, enter all receipts and payments into the EXPENSES tab so that the 
amount of expenses entered equals the income the club has budgeted for the grant. 
 
Enter other relevant documents, pictures, etc. in the DOCUMENTS tab. 
 
Fill in the answers to the four questions shown below.  Answers to all the other questions will be taken 
from the application but can be modified if necessary.   
 

 
 
Press the Save Final Report button in the upper right. 

 
 



A copy of the final report will be saved in the DOCUMENTS tab.   
 
If you open the final report, you’ll see that the EXPENSE SUMMARY portion of the Final Report will 
display the receipts and payments entered in the EXPENSE tab, rather than the budgeted amounts in 
the BUDGET tab. 
 

 
 
 
Press the Club: Collect Final Signatures tab in the upper right.   
 

 
 
The status bar changes to Submitted Final Report for Club Signatures, and club signers receive 
notification that the final report is ready to be signed. 
 

 
 
 
 
 
 
 
 
 



The first signer accesses the grant and presses the Club: Sign Final Report button in the upper right. 

 
 
The pop-up box with the list of people who have signed previously appears.  Press the Sign Grant 
button. 

 
 
The second signer accesses the grant and repeats the signing process outlined above.  If more than one 
club is involved, all clubs will need to have 2 people from their club sign the grant.  When the last person 
has signed, the pop-up box below will appear.  Press the Yes, Submit Final Report button. 

 
 
The status bar now shows that the final report has now been submitted for district approval. 

 
 


