’ GrantsPost

District or Foundation Administrator Guide

Use this guide if you set up Grant Cycles, manage people and requirements, support active
projects, or close grants.

BEFORE YOU BEGIN

Have the approved dates, policies, application questions, documentlist, scoring guide, qualificationrules,
and support contacts ready.

HOW TO USE THIS GUIDE

Complete the tasks in order. Each task tells you where to begin, what to select, how to know you are
finished, and what happens next.

Understand the two timelines

A Grant Cycle can close while its awarded projects and reports continue.

Grant Cycle One application opportunity, including its application dates, review, and award
decisions.
Project Period The dates when an awarded project is expected to begin and end. It may continue after

the Grant Cycle closes.

Reporting The progress and final reports required for an awarded project, with their due dates.
Schedule
Project closeout The final checks that formally complete an awarded project afterits required reports
are accepted.

1. Signin 11. Publish confirmations and signatures

2.Use the administration dashboard 12. Apply policy rules

3. Set the district or foundation profile 13. Prepare reporting and closeout

4.Invite people and assign access 14. Manage award acceptance and grant payments

5. Maintain the club or organization directory 15. Review financial controls

6. Create and manage Grant Cycles 16. Manage compliance

7.Build the application form 17.Issue and review audit requests

8. Define required documents 18. Monitor communications

9. Configure scoring guides 19. Close the grant

10. Configure annual qualification

Screenshots use fictional training records. Names, dates, amounts, and district numbers will differ.



Signin
WHERETO BEGIN Start onthe GrantsPost sign-in page.

1 Enter the email address fromyourinvitation.
2 Enteryour password.

3 Select Signin. If you cannot remember your password, select Forgot password?

Signin
Use the email and password from your workspace invitation.

Email

Password

Forgot password?

Example screen. Training names, dates, amounts, and district numbers will differ.

YOU ARE FINISHED WHEN WHAT HAPPENS NEXT

You arrive at the home page foryour assignedrole. GrantsPost opens the home page foryour assigned
role.

IF SOMETHING IS Check that you used the email address from the invitation. Use Forgot password?

NOT WORKING

before asking an administratortoresend access.
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Use the administration dashboard

WHERE TO BEGIN From the top menu, open District Admin.

1 Read the Recommended action card first.
2 Selecttherecommended action, such as Create Grant Cycle, Review and open, or Manage Grant Cycle.

3 Returnto this dashboard after each setup task to see what still needs attention.

( GrantsPost Committee  Decision  Funding ~ Awards  Notices O Messages  Account

istrict | Program administrator

@ Askforhelp
District5150

PROGRAM SETUP

Program Administration Dashboard

Setup your organization, watch grant activity, and keep the lear forapplicant

Starthere
These are the program tasks that need attention first

> Recommendednextaction Review clubrequests
Re

eview club requests from applicants.

-+ Emailsetupis unfinished Sendtestemal

Confirm email previ

onprogram communications,

http://localhost:3000/d/visual-ga-committee-workspace/apply © Copyapplicationlink O Preview

Current status
Aquickread on open Grant Cycles and programworkload

OPEN GRANT CYCLES NEXTCYCLE APPLICATIONS
2 Fall 2026 Community Grants 7
2open. Fall 20; munity Grants: applications due Nov14, 2026 -2026-2027 Distict
Manage GrantCycles @ Copy

Grants: a e Jul26,2026

Example screen. Training names, dates, amounts, and district numbers will differ.

YOU ARE FINISHED WHEN WHAT HAPPENS NEXT
The dashboard shows no unexpected setup Returntoyourrole's home page and follow the next
warning. action shown by GrantsPost.
IF SOMETHING IS Use Help or Ask for help. Include the page name and what you were trying to do. Never
NOT WORKING

send your password.
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TASK3 OF 19

Set the district or foundation profile

WHERE TO BEGIN

From District Admin, open District profile.

1 Open the sectionyou need: district identity, terminology, contact details, or branding.

2 Enterthe publicinformation applicants should see.

3 Select Save district profile or Save branding, depending on the section.

( GrantsPost

AveryDistrict | Program administrator

CESEUVRION  Committee | Decision  Funding

@ Askforhelp
District5150

€ BacktoProgramsetup

PROGRAM SETUP

Organization profile

Tell people which organization they are working with and where to get help.

Workspace settings
Manage organization dentity, contact routing, reminders, and applicant intake rules.

Organization identity

These fields dentify the organization and control the public web address usedin GrantsPost inks.

Workspace terminology profile Organizationname
Choose a starter vocabulary. Individual labels below
canstillbe customized

Use the public name applicants recognize.

District 5150
General grantmaker
Organization identifier Organizationweb address
Optional interal numberor code. Used forlinks back to your public site.

Workspace code
Usedinweb links. Change this only before people start
using the site.

visual-ga-committee-workspace

Awards | Notices £ Messages | Account

Branding
affects: t

and colors people see

Visualldentity ~

Control the organization name andlogo
shownin the application shel

Public display name
Showninthe top left of the app
District 5150

Logo URL
Optional. Leave blank to use the display
name.

Primary color

Used forimportant buttons.

Accent color

Example screen. Training names, dates, amounts, and district numbers will differ.

YOU ARE FINISHED WHEN

Applicants see the correct organization name and

know where to get help.

IFSOMETHING IS

NOT WORKING
send your password.

District or Foundation Administrator Guide

WHAT HAPPENS NEXT

Returntoyourrole's home page and follow the next
action shown by GrantsPost.

Use Help or Ask for help. Include the page name and what you were trying to do. Never
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TASK4 OF 19

Invite people and assign access

WHERETO BEGIN

From District Admin, open People With Access.

1 InInvite a Person, enter the person’'s name and email address.
2 Choose only the access they need.

3 Select Sendinvitation. If the person already appears, resend the invitationinstead of adding a duplicate.

PROGRAM SETUP
Welcome to People With Access

Here, i reviewers, i members, and

other district team members.

Use People with access to view your district team. To invite someone, enter their
information, choose what they can do, and select Send invitation.

Do notinvite applicants here. Applicants create an account or sign in when they

begin an application.
Before an applicant can submit, check your district roster system. Then confirm the

applicant's club membership under Clubs > Applications.

O Play audio

Start mana

Example screen. Training names, dates, amounts, and district numbers will differ.
YOU ARE FINISHED WHEN

Every pilot participant appears with the correct role

WHAT HAPPENS NEXT

Return to yourrole's home page and follow the next
action shown by GrantsPost.

IF SOMETHING IS
NOT WORKING

If the person already appears, do not create a secondrecord. Open the existing record

andresend the invitation.

District or Foundation Administrator Guide
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TASK5 OF 19

Maintain the club or organization directory

WHERE TO BEGIN

1 Look forthe club before adding anew one.

From District Admin, open Club Directory.

2 Ifitismissing, select Add a club, enter the club details, then select Create club.

3 Foranexisting club, select Edit, make the change, then select Save club changes.

( GrantsPost

AveryDistrict | Program administrator

@ Askforhelp
District5150

€ BacktoProgramsetup
PROGRAM SETUP

Club Directory

Keep official clubs organized, review clubs entered by applicants, and see which clubs have started

applications

© Manage annual qualification

(USRI Pending clubrequests(l)  Applications by club (6)

Official clubs
Clubs applicants can choose whenthey start a grant application.

Rotary Club of Fremont | Offcaiciub | Eigible

grant application started by this club

city RotaryclublD  Primary contact
Fremont, CA Not provided Not provided

Rotary Club of Mountain View | Officiaiciub | Eiigiole
grantap started by this club

City Rotary club ID Primary contact
ew, C/ Not provided

Rotary Club of Palo Alto | Offiaicb |  Eigiole
grant application started by this club.

City RotaryclublD  Primary contact
PaloAlto,CA  Notprovided  Not provided

RISl Committee  Decision  Funding  Awards

O Messages  Account

+ Addaclub

2 Edit @ Remove

7 Edit @ Remove

27 Edit @ Remove

Example screen. Training names, dates, amounts, and district numbers will differ.

YOU ARE FINISHED WHEN

Eligible applicants can find orrequest their
organization.

IFSOMETHING IS

NOT WORKING
send your password.

District or Foundation Administrator Guide

WHAT HAPPENS NEXT

Returntoyourrole's home page and follow the next
action shown by GrantsPost.

Use Help or Ask for help. Include the page name and what you were trying to do. Never
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TASK 6 OF 19

Create and manage Grant Cycles

WHERE TO BEGIN

1 Select Create Grant Cycle. Give it a clearname, such as Spring 2027 Community Grants, and enterits application

From District Admin, open Grant Cycles.

dates, form, documents, and scoring guide.

2 Select Create Grant Cycle. Keep the new Grant Cycle in Draft while you finish setup.

3 When every setup itemis correct, use Open applications. Other Grant Cycles may stay open at the same time.

‘ GrantsPost (P CAY Ul Committee  Decision  Funding  Awards  Notices O Messages  Account
trict  Programadministrator © Askiorhels
€ BacktoProgramsetup
PROGRAM SETUP
Grant Cycles
Setup each application opportunity separately. More than one Grant Cycle can be open at the same
time
OPEN GRANTCYCLES Applcants choosea cycle
3openforapplications
Fall 2026 Community Grants APPLICATION OPENS APPLICATIONS DUE APPLICATION FORM SCORING GUIDE
0applications Aug1,2026 Nov 14,2026 District Grant Application  Notassigned
2026-2027 District Grants APPLICATION OPENS APPLICATIONS DUE APPLICATION FORM SCORING GUIDE
\application Ju123,2026 1u126,2026 District Grant Application  Notassigned
2026 District Grants APPLICATION OPENS APPLICATIONS DUE APPLICATION FORM CORING GUIDE
6 applications Jan1,2026 Sep30,2026 i c
Club applicationlink
000/dvisual
@ Copylik & Preview application page
Closing a Grant Cycle stops new applications. Awarded projects and their reports remain available unti each projectis closed,

Example screen. Training names, dates, amounts, and district numbers will differ.

YOU ARE FINISHED WHEN

The intended Grant Cycle is open and the public

dates are correct.

IF SOMETHING IS
NOT WORKING

If Open applications is unavailable, return to the dashboard and complete the setup

item named in the warning.

District or Foundation Administrator Guide

WHAT HAPPENS NEXT

Applicants see all open Grant Cycles and choose

the correct one before starting.
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Build the application form

WHERE TO BEGIN

From District Admin, open Application Forms.

1 Openthe form forthe Grant Cycle, or select Create new Application Form.

2 Use Save section, Add question, and Save question to build the formin the order applicants will use it.

3 Select Preview as applicant and read the whole form before opening applications.

Notices

( GrantsPost

AveryDistrict | Program administrator

RISl Committee  Decision  Funding  Awards

@ Askforhelp
District5150

€ BacktoProgram setup
PROGRAM SETUP
Application Forms

Manage the questions clubs answer when they apply. Create anew form from an existing one, then edit
settings, questions, or preview what applicants see.

Copy of District Grant Application

Visual QA committee workspace fixture.

Another Test Active

thisis another test

O Messages  Account

+ Create newApplication Form

Grant Cycles

SECTIONS QUESTIONS SECTIONS QUESTIONS
2 5 4 14

USED BY GRANT CYCLES HAS APPLICATIONS USEDBY GR HAS APPLICATIO
Notyet No Notyet No

Z Editform ® Preview as applicant © Copy this form 2 Editform ® Preview as applicant © Copy this form

District Grant Application Active The New GRANTFORM

Configurable District Grant intake form. thisis tehnew grant form

SECTIONS QUESTIONS SECTIONS
4 14 5
USED BY GRANT CYCLES HAS APPLICATIONS

3 Yes

Example screen. Training names, dates, amounts, and district numbers will differ.

YOU ARE FINISHED WHEN

A preview reads naturally from the first question
through submission.

IFSOMETHING IS

NOT WORKING
send your password.

District or Foundation Administrator Guide

=
LRSS
WHAT HAPPENS NEXT

Returntoyourrole's home page and follow the next
action shown by GrantsPost.

Use Help or Ask for help. Include the page name and what you were trying to do. Never
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TASK8 OF 19

Define required documents

WHERE TO BEGIN

1 Select Add document requirement.

From District Admin, open Required Documents.

2 Enteraclearapplicant-facing name, acceptedfile types, and the condition that makes the document required.

3 Select Add document requirement, then confirmit appearsinthe correct Grant Cycle.

Notices

( GrantsPost

RISl Committee  Decision  Funding  Awards

District | Program administrator ® Askforhelp

District5150

€ BacktoProgramsetup

B Required Documents

Choose the files clubs must upload with their grant application

Document setup overview
Aquick check of what clubs will be asked to upload.

CURRENT GRANT CYCLE

No document requirements assigned
yet

Document requirements

These are the upload requests clubs see while completing an application

Document order

Drag document requirementsinto the order applicants should see them. Use Edit only when you need to change the document details

Detailed budget

# 1 Upload the detailed bu View details

View details

STRICT GRANT APPLICATION

Sunnyvale Community Foundation Survey 2025

O Messages

Account

UPLOADS NEEDING ATTENTION

10 need review

® Adddocument requirement

Editrequirement S

Editrequirement & ¥

Example screen. Training names, dates, amounts, and district numbers will differ.

YOU ARE FINISHED WHEN

The application preview requests the right
documents forasample project.

IFSOMETHING IS

NOT WORKING
send your password.

District or Foundation Administrator Guide

WHAT HAPPENS NEXT

Returntoyourrole's home page and follow the next
action shown by GrantsPost.

Use Help or Ask for help. Include the page name and what you were trying to do. Never
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TASK9 OF 19

Configure scoring guides

WHERETO BEGIN From District Admin, open Scoring Guides.

1 Select Create scoring guide or Edit guide.

2 Foreachcriterion, enterthe name, score range, weight, and reviewer instructions; then select Save criterion.

3 Select Save guide, preview it, and assign the published guide to the correct Grant Cycle.

() GrantsPost

Avery District | Program administrator ® hskiorhelp

District 5150

€ Backto Program setup
PROGRAM SETUP

Scoring Guides

Build the scoring guide committee members use to review applications. Scores are never shown to

applicants.

Existing scoring guides
Start here. Create, edit, preview, or copy reusable scoring guide assets.

Committee Review Guide  Assigned
Used inreviews
Visual @A scoring guide using the five DesignHand Off
dimensions.
CRITERIA  MAXIMUM  USEDBY Cc

Sshown  SCORE 2026 W
5 District 3 Available

PLETED FUTURE
s YEARS

Grants

Awards Notices L Messages Account

+ Create scoring guide

(2 Editguide ® Preview as reviewer ©1 Copy from Previous Year Selectin Grant Cycle setup

Example screen. Training names, dates, amounts, and district numbers will differ.

YOU ARE FINISHED WHEN

Areviewer can score every criterion without
guessing what it means.

IF SOMETHING IS Use Help or Ask for help. Include the page name and what you were trying to do. Never

NOT WORKING
send your password.

District or Foundation Administrator Guide

WHAT HAPPENS NEXT

Returntoyourrole's home page and follow the next
action shown by GrantsPost.
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Configure annual qualification

WHERE TO BEGIN From District Admin, open Annual qualification.

1 Open or create the qualification cycle forthe Grant Cycle.
2 Setthe training, agreement, evidence, good-standing, and officerrequirements.

3 Select Opencycle. If needed, select Enroll all active organizations.

( GrantsPost Committee  Decision  Funding ~ Awards  Notices O Messages  Account

AveryDistrict | Program administrator

@ Askforhelp
District5150

€ BacktoProgram setup
ORGANIZATION READINESS
Annual qualification

Configure annual requirements, enroll organizations, review evidence, and decide who may participate
ina Grant Cycle

6 existing organizations need enroliment.
@ Enrollexisting organizations

Qualification cycles Add an applicant organization
Setthe yearly requirements. They become read-onlywhen the cycle opens Create any organization type without adding customer-specific
application logic.

Noqualification cycles have been configured.

Typekey Organizationkey
Singulartype label Pluraltype label
Display name

Legalname

Extemal reference Country

Initial applicant representative (optional)

Example screen. Training names, dates, amounts, and district numbers will differ.

YOU ARE FINISHED WHEN WHAT HAPPENS NEXT
Qualified organizations can start applications and Returntoyourrole's home page and follow the next
exceptions are visible forreview. action shown by GrantsPost.
IF SOMETHING IS Use Help or Ask for help. Include the page name and what you were trying to do. Never
NOT WORKING

send your password.

District or Foundation Administrator Guide
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TASK11OF 19

Publish confirmations and signatures

WHERE TO BEGIN

From District Admin, open Statements and signatures.

1 Choose the statement and the personwho is allowed to signiit.

2 Review the exact wording before publishing. Published wording is kept with past signatures.

3 Publish the new version, then confirmitis assigned to the correct Grant Cycle.

( GrantsPost

AveryDistrict | Program administrator

@ Askforhelp
District5150

€ BacktoProgram setup
REQUIRED APPROVALS
Statements and signatures

Setthe statements people must agree to, how they sign, and which organization roles may sign.
Published statements cannot be edited, and each signature records who signed and what they
approved

Confirmation lib

Addanew versionwhenever the statement, allowed signer, o signing met

Norequired confirmations have been added.

LECCUVRION  Committee  Decision  Funding  Awards  Notices

O Messages  Account

& Validate andimport

Assign a confirmation to a Grant Cycle
Choose when this exact published version s required.

Example screen. Training names, dates, amounts, and district numbers will differ.

YOU ARE FINISHED WHEN

Every required statement s tied to the correctrole
and Grant Cycle.

IFSOMETHING IS

NOT WORKING
send your password.

District or Foundation Administrator Guide

WHAT HAPPENS NEXT

Returntoyourrole's home page and follow the next
action shown by GrantsPost.

Use Help or Ask for help. Include the page name and what you were trying to do. Never
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Apply policy rules

WHERETO BEGIN From District Admin, open Policy rules.

1 Opentherule set forthe Grant Cycle.
2 Checkeligibility, request limits, matching rules, and any priority order.

3 Save and publish the rule version, then test it with a sample application.

( GrantsPost Committee  Decision  Funding ~ Awards  Notices O Messages  Account

Avery District | Program administrator ® Askforhelp

District5150

€ BacktoProgram setup
APPLICATION RULES
Policy rules

Setthe rules that apply to each Grant Cycle. To change published rules, add anew version so past
applications keep the rules they used

Available rules Import rules
Published rules cannot be edited. Add an henthe rules change. Past file prepared for this workspace. The system will check it before
imp

Nodistrict rules have been added. Use the import areato add approved rule settings

& Checkandimport

Apply rules to a Grant Cycle
Choose which published rules this Grant Cycle should use. The priority
controls which rules winif two settings confiict.

Example screen. Training names, dates, amounts, and district numbers will differ.

YOU ARE FINISHED WHEN WHAT HAPPENS NEXT
A sample application produces the expected limits Returntoyourrole's home page and follow the next
andrequirements. action shown by GrantsPost.
IF SOMETHING IS Use Help or Ask for help. Include the page name and what you were trying to do. Never
NOT WORKING

send your password.
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Prepare reporting and closeout

WHERE TO BEGIN From District Admin, open Grant Reports.

1 Confirm each project's Project Period and Reporting Schedule before awards are issued.
2 Checkrequired questions, documents, and certifications.

3 Use the Scheduled, Waiting for review, Due soon, Overdue, Returned forrevisions, and Closed views to monitor later
work. Reporting stays available after the Grant Cycle closes.

() GrantsPost Conmites | Dodn | Fodng | v Noteos | @ Messges | Accoms

Avery ct | Program administrator

@ Askforhelp

€ BacktoProgramsetup
PROJECT REPORTING

Reporting Schedules and project closeout

Choose when progress and final reports are due, what each report asks, which documents are
required, and what must be complete before project closeout.

Reporting rule versions Advanced: import reporting setup
Eachreportkeeps the rules that createdit, evenif you update the rules later. Pastea orreviewed tsupport. GrantsPost
checks it before saving.

Noreporting rules have been added,

Example screen. Training names, dates, amounts, and district numbers will differ.

YOU ARE FINISHED WHEN WHAT HAPPENS NEXT
Awarded projects will receive the intended report Return to yourrole's home page and follow the next
schedule and closeout checks. action shown by GrantsPost.
IF SOMETHING IS Use Help or Ask for help. Include the page name and what you were trying to do. Never
NOT WORKING

send your password.
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TASK14 OF 19

Manage award acceptance and grant payments

WHERE TO BEGIN

From District Admin, open Award acceptance and grant payments.

1 Openthe award and check acceptance, requirements, and grant payment status.

2 Use Record decision for submitted requirements and grant payment requests.

3 Afteratransferis sent, enterits date, reference, and payment proof, then select Record sent transfer.

(’ GrantsPost

Aver t  Programadministrator

RISl Committee  Decision  Funding  Awards

@ Askforhelp

€ BacktoProgramsetup
AWARD SETUP

Award acceptance and grant payments
Setacceptance deadlines, required documents, payment approvals, and the steps for recording
when grant funds are sent and received.

Awardrule versions Advanc

Each awardkeeps the rules that applied whenits acceptance and payment work began

No policiesimported

O Messages  Account

Example screen. Training names, dates, amounts, and district numbers will differ.

YOU ARE FINISHED WHEN

Acceptance and theintended grant payment are
complete with supporting documents.

IFSOMETHING IS

NOT WORKING
send your password.

District or Foundation Administrator Guide

WHAT HAPPENS NEXT

Returntoyourrole's home page and follow the next
action shown by GrantsPost.

Use Help or Ask for help. Include the page name and what you were trying to do. Never
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Review financial controls

WHERE TO BEGIN From District Admin, open Financial controls.

1 Open eachitemwaiting for attention and compare it withits evidence.
2 Use Confirmreturned funds for a verified return. Use Void entry only with a clear reason when a posted entry is wrong.

3 Confirmthat no finance item still needs district action.

( GrantsPost Committee  Decision  Funding ~ Awards  Notices O Messages  Account

AveryDistrict | Program administrator

@ Askforhelp
District5150

€ BacktoProgram setup
PROJECT FINANCES
Project financialrules

Setreceipt a bank-st t checks, unused-fund retur rules
and equipment tracking for each Grant Cycle.

Bank statements waiting for review

Review the differer

Nobank statements are waiting forreview

Fund returns awaiting confirmation

Confirming records the retured amount and includes it in future account checks

No submitted fund retums are waiting

Posted transaction corrections

Posted entries cannot be edited. An authorized void preserves the original record and reason; areplacement s entered as anew transaction.

No posted transactions are available.

Financial rule versions Advanced: import financial setup
Aposted record keeps the financial rules that applied when it was created Pas! p provided or reviewed by GrantsPost support. GrantsPost
checksit before saving.

No project finance rules have been added

Example screen. Training names, dates, amounts, and district numbers will differ.
YOU ARE FINISHED WHEN WHAT HAPPENS NEXT

No financial item that needs administrator attention Returntoyourrole's home page and follow the next
remains. action shown by GrantsPost.

IF SOMETHING IS Use Help or Ask for help. Include the page name and what you were trying to do. Never
NOT WORKING
send your password.
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TASK16 OF 19

Manage compliance

WHERE TO BEGIN

From District Admin, open Compliance andrecords.

1 Openeach submitted compliance case and review the evidence.

2 Choose the allowed outcome, enter a decision note, then select Record decision.

3 Keep confidential matters within the people authorized to view them.

( GrantsPost

AveryDistrict | Program administrator

@ Askforhelp
District5150

€ BacktoProgramsetup
AFTER AWARD APPROVAL

Compliance andrecords
Setthe rules for purchasing, travel, safeguarding, incidents, record retention, and legal holds. You can
apply different rules to each Grant Cycle.

Items that need a compliance decision

Review the details and supporting documents. Then choose a decision a

No compliance cases require action.

Issue alegal hold

Anactive hold blocks closeout when the applicable policy requires it

Award Title

Choose anaward v

Reason and preservation scope

O Restrict descriptive details O Issuelegalhold

Compliance rule versions

LECCUVRION  Committee  Decision  Funding  Awards  Notices

Advanced: import compliance rules

O Messages  Account

@ Auditrequests

Example screen. Training names, dates, amounts, and district numbers will differ.

YOU ARE FINISHED WHEN

Every submitted case has a documented decision
ornext action.

IFSOMETHING IS

NOT WORKING
send your password.

District or Foundation Administrator Guide

WHAT HAPPENS NEXT

Returntoyourrole's home page and follow the next
action shown by GrantsPost.

Use Help or Ask for help. Include the page name and what you were trying to do. Never
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Issue and review audit requests

WHERE TO BEGIN From District Admin, open Audit requests.

1 Create arequest only whenyou can name the records needed, the due date, and the instructions.

2 Foreach submitteditem, choose Acceptitem, Returnitem, or Waive item; add anote and select Save itemreview.

3 Close the audit only after every requireditemis resolved.

( GrantsPost Committee  Decision  Funding ~ Awards  Notices O Messages  Account

AveryDistrict | Program administrator ® Askforhelp

District5150

€ BacktoProgramsetup
RECORDS AND ASSURANCE

Auditrequests
Issue itemized record requests, receive attributable responses and evidence, return individual items,
and close acomplete audit trail,

Create arequest

Eachnonblankline becomes a separately reviewable item. Use “ttle | description| optional” for an optional item
Award Response due date
Choose anaward v mm/dd/yyyy O
Request title Linked active legal hold
Nolinked hold v
Instructions Requested records orresponses

ements| All project

[ Createdraftrequest

Request register
Issuedinstructions anditem definitions are immutable. Evidence remains append-only.

Example screen. Training names, dates, amounts, and district numbers will differ.
YOU ARE FINISHED WHEN WHAT HAPPENS NEXT

Allrequireditems are resolved and the audit request Returntoyourrole's home page and follow the next

isclosed. action shown by GrantsPost.
IF SOMETHING IS Use Help or Ask for help. Include the page name and what you were trying to do. Never
NOT WORKING

send your password.
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Monitor communications

WHERE TO BEGIN From District Admin, open Communications.

1 Open messages marked Needs attention.
2 Checkin-app delivery and email delivery separately.

3 Use theretry action only for a failed emailrecord. In-app delivery remains the official record.

( GrantsPost Committee  Decision  Funding ~ Awards  Notices O Messages  Account

AveryDistrict | Program administrator

@ Askforhelp
District5150

€ BacktoProgramsetup

PROGRAM SETUP
Communications
Seerecent grant messages, email previews, report reminders, and qualification notices for your
program
Recentmessages Emailmessages Needs attention
Latest messages forthis district. Delivery mode: Local email previews. Messages that could not be sent or previewed.
Manual Tools

Send atestmessage, checkreport and qualification deadiines, or process waiting emails

o
Sendtomy email ® Runreminders and expiry checks & Sendwaiting emails

< Sendtestemail

Email Setup

What this affects: invitations, password resets, reminders, and other email messages

EMAILDELIVERY SETUP STATUS

Local email previews Readyfortesting
SENDERNAME FROMEMAIL

Example screen. Training names, dates, amounts, and district numbers will differ.
YOU ARE FINISHED WHEN WHAT HAPPENS NEXT
No important message s leftin Needs attention. Returntoyourrole's home page and follow the next

action shown by GrantsPost.

IF SOMETHING IS Use Help or Ask for help. Include the page name and what you were trying to do. Never
NOT WORKING
send your password.

District or Foundation Administrator Guide
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Close the grant

WHERE TO BEGIN From District Admin, open Grant Reports and find the accepted final report.

1 Select Check closeout readiness.

2 Resolve every item marked Needs attention, including reports, finances, returned funds, project changes, assets,
compliance, and legal holds.

3 When every item says Ready, select Close grant. Close the project only afterits final report and checks are accepted;
closingits Grant Cycle is not enough.

‘ Gl'a ntS POSt Committee Decision Funding Awards Notices L Messages Account

Avery District ~Program administrator ® Askforhelp

District 5150

€ BacktoProgram setup

B Grant Reports

See progress reports, final reports, due dates, and grants ready for closeout

Grantcloseout
‘When afinalreportis accepted, check the project finances, returned funds, approved changes, and assets before closing the grant. A closed Grant Cycle does not close its awarded
projects

No accepted final reports are waiting for closeout
Allreports Scheduled Waiting for review Due soon QOverdue Returned for revisions Closed

Reports
Oreports shown

No reports are due in this view right now. Try All reports to see every grant report

Example screen. Training names, dates, amounts, and district numbers will differ.

YOU ARE FINISHED WHEN WHAT HAPPENS NEXT

The grant statusis Closed and the retention date is The grant remains available as history; no active
recorded. closeout work remains.

IF SOMETHING IS Select the first Needs attention check, resolve it inits own page, then run Check
NOT WORKING

closeoutreadiness again.
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