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ENTERING YOUR GRANT

e Clubs should designate the contact (also known as preparer) for the grant. You can h
ave more than one contact.

e Clubs should add those who will be the signers of the grant. Check on your club’s req
uirements as to how many signatures you will need.

e Log into the District Database (if you
are higher than a level 4, make sure to use your club number when logging in.)

e Click on the My Club Tab

Grants

e Then Click on the Grants Icon Club Grants
GRANT NAVIGATION

& Grant Overview

EE Budget Overview

0 Grant Dashboard

= District Grant View

= Club Grants View

B Grant Scimire Files

= Admin ]
B Audit Club SWgnatures
B Reports

e Click on the Club Grants View on the left side menu ? "/
e Change Org Year to the year you are applying for.

Change OrgYear 'Hew Club Grant Request - Click Here to Create Grant

e Once the correct year is selected, click on New Club Grant Request
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ChanM New Club Grant Request - Click Here to Create Grant

e There are four pages to complete on the New Grant Request
o Details
o Clubs Involved
o Contacts

[ Details

. . Clubs I Ivedll': t.m:tsl.& licatio I
o Application Bl M, o eiebiiad

e Details

o This page contains general information about the grant. Fill the page out
completely.

[ T T T T

Complete the basic Grant information form below. Al the fislds on this page must be entered to save the infial Grant application.
Oricz the Grant is szved. the Budget and Document t2k= will appean
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e Clubs Involved
o Your club name will automatically appear here. If another club is working on
the grant, select them from the list on left and use the arrows to move them
to the right.

| ekl ] Chubs Envobved I Contacts I Application

Enter the odher clibt innvDhvd with thet proje Below. The prmary chob must reman o8 thet bt
Tha DOF from the sther Cubs parnopatisg can be aggreagated sty the total reguesied for this peoject on the DETALL tab. After the vl project 5 reated, the DOF fending ¢

* Oubes Iresphred: Chutw Enwohencd
A [RRETIIS1E) - Helbvarscd [SRRSHE )
BEAE (9570008 ¥
(B Murshers » Tesk (55909 S
ik Miitirs RstarieE (F95000940)
Bumar Bl - s (4013005) —
Lamiia - Test (SR012ZNT] =

ot Dot Thase peophe (F0AM0501)

#4710 Jefernan copy for Reldng S Surs [SRNIATID

Datdt Dovebopmest Tast (501220}

Demormtravon O (95701827 =



e Contacts

o This is a list of the club members who will be working on preparing the grant
and are responsible for collecting receipts, money, closure, etc. The person’s
name who started the process of the application will automatically appear on
the right. To add others select them from the left column and move them over
with the right arrows. Keep in mind, automated emails will be sent out and if
“Contacts” is selected as recipients all the individuals listed will receive the

same email.
I Details ] Clubs Invobved l Contacts Appication
‘Select Bhe members o be induded in ssbomatic ¢ bes about Bis Grant. 5 you dhared or added Cibry imvotved with this Grant, save the Grant frst before picking
from the kst.
} .. Doman, Hatt (Ralerad)
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Wy, Lan

e Application
o This page is the application itself. Some of this information is automatically
transferred to the Final
o Report so watch your spelling and be very detailed here.
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Once you have completed all four tabs, click on Save - You now have a draft grant



— Save

e Once you click on “save”, two new tabs will now appear on the top of the page,

Application’ Budget“ocuments I

e Add your Income Items. Click on Add Income Source
Income Items —— Add Income Source

S S e B R T

There is NO income source defined. Add the DDF amountlbeing requested and other funding Income sources above.
Income Total: 0 out of 1 club(s) contributed $0.00 (DDF Reguest: $0.00, Other Funding: $0.00)

Budget & Documents.

Clubs Involved | Contacts

| Details

e A pop-up box will appear

e Enter Description

e Once you put DDF Requested Amount or Requested DDF amount put the amount in
and make sure you select the Funding Source. So in this case you will select
DDF Requested.

o |f your District requires our club to spend an amount equal to your request, enter
that amount as additional income enter those items but for the Funding Source click

on Other Club Funding

Budget Item Entry

Enter the Grant funding information below. Specify if the funding source is coming
from requested DDF funds or part of the club contribution.
Description: DDF Requested Amount e
Club: | Holbywood (99969889) *
Amount: 2,000 Ar—
o DOF Requested Wi

Fndig Source Other Club Funding

The available DDF funding is shown below:

DDF Alloc _ [ DDF Avail

Hollywood 0.00 0.00 0.00
¥ DDF Used reflects “funded” Grants, does not include Grants applications in progress

N Add

e Once you have your income added it will look something like this:

[ Tomm T T T T I
Income [tems / Add Irscome: Soure

& DM Amount @ Created

fatmm ILean Madme
2 o D0F Requested Funds Halywood ¥ £2,000,00 ey, Lin 0271 888 12:12 P4
& M Club Fund Ratser Holywood $2,000.00 iy, Lin 021 118 13:11 8

Income Total: 10wt of 1 chut(s) conbributed £4,000.00 (DOF Request: $3,000.00, Other Funding: $2,000.00)

e Expenditures should be itemized and include any estimated expenses for the project.

e Click on Add Expense

Expense Items — /. Expense

Action| Ttem Name Club  # Amount  # Created ¢ |  Modified

Expense Total: £0.00



Enter your description and amount, click on Add

Add Expense Item

|
Enter the Grant funding information below. Specify if the funding |

source is coming from requested DDF funds or part of the clu
contribution.

Description: Stickers for Dictionaries .
Club: | Hollywood (99969889) v

Amount: 150.04|

Cancel Add

A

Continue to add your estimated expenses until expenses equal income sources.
So, your budget should look something like this

Income ltems A Income Source

dation | Lo N Cluly # | I | Amounl Crealed Maoditicad &

& 5 DOF Requested Funds Holywood ¥ $2,000.00 Keby Un DH/1L8 3212 PH
& S Club Fund Halser Hodbywood §2,000.00 | kafv, Lin D2/1L7E8 12113 PM
Income Totalk: 1 cut of 1 club{s) contributed / $4,000.00 (DDF Request: $3,000.00, Other Funding: $2,000.00)

Expense [tems Add Exponss

# | Club & | Amounl & Created ¥ Modificd

ki Wi
Budget Summary \
Income )] §4, 00010
Expanses [ems: (%4, 000.00)
Cash Flow {Income - Expense): 0,00 lp—

If you have any letters of commitments, copies of quotes and other documentation,

please upload them under the Document Tab. Signed MOU'’s can also be uploaded
here.
Click on the Documents Tab

l Details I Clubs Involved I Contacts | Application | BudgetJ Documents I

Add documents by clicking on the upload file or add a folder and then upload files in
the folder.
You can also use the existing folders Documents and Images if you wish.

To have the best results for the Final Report, upload your receipts and images as jpg
or png.

You can also add pdfs, excel, and word documents.

When you name files please do not put in any special characters or you could

incur a problem with opening the file.

Also note the Grant Application is saved as an html file as your work through the

process.



The documenits. tab allows for management of all documents related to this grant.
e To VIEW & M click on the file name. The "View®™ Ink indes the Action columin has bidn rémoved IoF Sondistency in the User Trtiface.
DO NOT upload files with file names containing special charadters (e.g, °,' "% 4§48 ). Rename your file locally and then upload it

Navigation: Home 0\ Rotary | SecursAccounty), 99651 S9545EE0 Granty | 5071

Action | Type
21 Backup 0080211 155941 0 KB
U 4 i | Documments ‘.# 2008-02-11 155041 0 KB
w01 Images Ap— 2008-02-11 11:59:41 0 X8
e [ GrantApplication himl A— FONE-02-11 10:50:41 10 ¥8
3 Directonies | 1 Fle Directory Spaca Usad: 10 KB

e Browse your computer for the file and click on add. Do not use any type of
special characters or punctuation in the naming of your documents.

Select File: No file selected. g —

Option: 7] Replace file? \

Cancel Upload File

¥

Save

o At this point, SAVE your grant. You can never save too often!

e Once you complete your budget and add documents you will see two additional tabs
- “Activity Log” and “Signatures.

e You can click on “Activity Log” to see what has been completed and “Signatures” to
see where you are in the signing process. Once your grant is approved you will see
the “Interim Report and the “Final Report” tabs. In most cases Districts do not
require an Interim Report. Your District will advise you. The “Final Report” button will

be used when you complete your project.

I Dctails] Clubs Involved I Contacts I Application ] Budget l Documents | Activity Log Tsignalures

e Double check all your work before you collect the club signatures. You can always

delete the grant at this point.

SIGNING & SUBMITTING A GRANT

e The District designates how many signatures from each club are needed. In this
example, we are going to use two signatures required. If other clubs are involved
with your grant, you need two signatures from each club.

¢ The signers must be on the club signature list. Probably the President of
your club will click on Admin on left menu bar and then Club
Signatures. Select the individuals from the left column and move them over to the
right column. Then click on save.



Authorized Club Signaturos for 2007 18:

This .t bt of membens: that harve acoew: 10 edt {Cub Level] andd spprove the Grant
To Granf sccess, move merrbers from e e 0 e ighe. To Remere sooess,

Pecwve vy from the rght s e b Then chol e [Save] bunon [above vight) 1o sive your dhanges.

Hombers W00 on Bl @ jncude District Members. embsers with (b sgnature peemibslon:

save

e Signer number one will click on edit grant (the pencil)

Club Process

2 | Actic | Project Name % | Proj No B ‘ Lead Club Name
& [& Test Grant 5071 Hollywood Draft
No Grants: 1

e He/she will click on “Club: Collect Club Signatures”

m: Collect Grant Signatures Save

e The following message will appear

dacdb.com says

Please confirm - you are about the start the process o collect the club
signatures on this Grant application. If you continue, the next step is
for the Club to get the required number of signatures so the Grant can
be submitted to the District for Approval. OK, to Continue?

e He/she will click OK. Two new buttons appear on the top right. “Club: Sign Grant

Application” and “Revert to Draft”.

Club: Sign Grant Application Revert To Draft

e Signer number one will now click on “Club: Sign Grant Application”.

e A new box pops up - they will click on sign grant

Granl Skgnalun=

A list of usqrs wha have signed this grant is shown bedow. To add your signature to the list, click the "Sign Grant™
Iustton beldbe. IF you hawve already signed the grant, the "Sign Grant™ button s not visible,

Signed By Club Dk

e ——— Sign Grant Cancel

e The second signer is now ready to sign the grant application.



Click on the edit pencil in front of the grant

Click on “Club: Sign Grant Application” on top right

The signature box will pop up, they will see the first signer's name in the box. They
now will click on “Sign Grant”

Grant Signatures

A list of users who have signed this grant is shown below. To add your signature to the list, click the "Sign Grant"
button below. If you have already signed the grant, the "Sign Grant™ button is not visible.

Signed By Club | Date
|
Damon, Matt Hollywood 02/11/2018 01:10 PM

| . |
\ B | Sign Grant Cancel

The second signer will now click on the button “Submit Grant for District Approval”

Revert To Draft Submit Grant for District Approval

/ Club: Sign Grant Application

The status of the grant will now say “Submitted Grant for District Approval

District Review and Approval

Action Project Name ¢ 'Proi No ¢ fLead Club Name ¢ | Status
ﬁ 3(’ [  Test Grant 5071 Haollywood Submitted Grant for District Approval

The District will now review the grant. You can no longer make any edits to the
application. However, you can add additional documents to the grant and add
information to the expense tab. You can also “revert back to draft” if you need to
start over.

If the District requires more information, you will receive a note from the

District Grant Chair.



## Grant Overview
KN budgel Overview
5 Grant Dashboard

= Diskrict Grant View

= Cluly Grants View

Click on Club Grants View on left side menu 7 "¢/

Click on the edit button (pencil) of the grant you wish to complete.
Approved

- | Action Project Name - | Proj No $ | Lead Club Name
[ - Bank Masters - Test
& Test Project 4407 Hollywood (*) Approved Grant
No Grants: 1

The grant status must say

“Approved Grant” otherwise the Final Report will not appear

First, click on the budget tab and make sure you replace the information with actual
funds and expenses. You must itemize each receipt and copies of the receipts must
be uploaded in the documents.

I Drstails ‘[ Contacts ] Application iEudqel l Documents ] Activity Log ] Signatures I Interim Report I Final Report I

Scan photos of the project and rotary involvement, all receipts and copies of any

checks you may have disbursed and save them as “jpg” or “png” files and upload
them to the Documents tab.

| Details [ Contacts | Application | Budget ] Documents | Activity Log ] Signatures I Interim Report | Final Report I
The documents tab allows for management of all decumants related tw
=" To VIEW a file, click on the file name. The "View" link under the Action colu as been removed for consistency in the User Interface.

Click on the Final Report Tab

I Details | Contacts [ Application I Budget I Documents | Activity Log | Signatures I Interim Report | Final Report I
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Some Districts will only use the Final Report
Complete items 2, 4, 5 and 6. Items 1 and 3 are filled in automatically. You cannot
leave any of this information blank.
Your photos and receipts will automatically appear under the photo and
receipt section if you saved them under documents as a “jpg” or “png” file.
The Final Report must be completed by one of the two individuals in the
club who prepared the grant request and can only be signed by the Club Signees.
When you are finished with the Final Report, click on the “Save Final Report” to save
your work.

Grant Status: Approved Grant  This Grant is locked and you ane unable to save changes in its cumment state, However, you

gy continus to add expenses, upload fles and fle regorts, The Club needs to complete an Interim andjor Final report as — Save: FINAL Report
required and submit for Club signatures and then District approval.

The two individuals designated as club signees will need to sign the “Final Report”
After you save the final report the club signees are ready to sign it. The first Club
Signer will click on the edit button, click on Final Report and click on “Club - Collect



