Grant Portal Basics

Submit a Report

Golden
@ LEAF

FOUNDATION

Reports are usually of three different types:
= Interim Report: Due every six months the grant is active; includes updates on project expenditures,
activities, and outcomes, and other relevant organizational or ancillary project information.
= Final Report: Due 60 days of the end date of the grant; includes the same information as for an

interim report.

Post Grant Update: Typically, due annually; includes updates on outcomes.

1)

3)

Grant Portal Basics — Submit a Report

Go to
https://goldenleaf.fluxx.io.
Enter your username and
password. Click Sign In.

In the menu on the left, scroll

to and click Reports Due.

From the list, select the
desired report.

Confirm the report is for the
correct grant and due date.

(This is particularly important

if your organization is
managing more than one
grant.)

Login Now:

Username

Password

Sign in

Active (4)

Closed

REQUIREMENTS (10)

Requirements Dua (5)
Requirements to Edit
Submitted Requirsments (1)

REPORTS (8)

Reports Due (g)
Reports to Edit

Search

Terri's Mega Foundation

Project Title: Terri's test app - grantes training
Grant ID: G-202303-07360

Dus: April 30, 2024

Type: Interim Report

Report 1D: 12447

Status: New / Pending Submission

Terri's Mega Foundation

Project Title: Terri's test app - grantes training
Grant |D: G-202303-07360

Due: October 3, 2024

Type: Intsrim Report

Report ID: 12429

Status: New / Pending Submission

Terri's Mega Foundation

Project Title: Terri's test app - grantes training
Grant |D: G-202303-07360

Due: June 3, 2026

Type: Post Grant Update

Report ID: 12430

Status: New / Pending Submission

Active (4)
Closed
REQUIREMENTS (10)

Requirements Due (8)
Requirsments to Edit

Submitted Requirements (1)

REPORTS (9)

Reports Dus [9)
Reports to Edit

Searcn

erri's Mega Foundation
Project Title: Terri's fest app - grantes training
Grant ID: G-202303-07360/
Dusa: April 30, 2024

"

B 7
Status: New / Pending Submission

Terri's Mega Foundation

Project Title: Terri's test app - grantss training
Grant ID: G-202303-07360

Dus: October 3, 2024

Type: Interim Report

Report 1D: 12429

Status: New / Pending Submission

Terri's Mega Foundation

Project Title: Terri's test app - grantss training
Grant ID: G-202303-07360

Dus: June 3, 2026

Type: Post Grant Update

Report 1D: 12430
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4) Click Edit. o

Terri's Mega Foundation Terri's Mega Foundation
Projeet Title: Tent's test app - grantea training

Grant ID: G-202303-07360

Dus: April 30, 2024

Type: Interim Repart

Report D 12447

Status New / Panding Submission

Status

Terri's Mega Foundation
Project Title: Teri's test app - grantss training

Grant ID: G-202303-07360

Dus: October 3, 2024

Tyne: Intanen Rlaparnt ¥ Table Of Contents

Statue: New / Pending Submission

Project Outoomes to Date
Terri's Mega Foundation

Project Title: Teri's test app - grantss training
Grant ID: G-202303-07360

Dus: Juna 3, 2026

Type: Post Grant Updats . V3072024
e o e Due Date: 02
Statue Now / Pending Submission

5) Complete the narrative
sections Of the report SranllD: Gr-_zméua-orasu D\fa:Apnl.SE, 2(124
R . . . ieport Type: Interim Report Report ID: 12447
with information that will
not be captured in your
discussion of outcomes
and activities. Brorty Ouoomes "

Other Project Outcomes
Grantee Assessment of Project Outcomes to Date
Project Activities

If there is no information Documents
to report, enter “None to
report” or “N/A".

¥ Table Of Contents

¥ Narrative Information

Purpose of Grant:

Briefly describe other activities, accomplishments or impacts, to date, associated with the project that are not included in this report's outcomes and
activities sections. Please also discuss areas of underperformance. In your discussion, include factors that contributed to the underperformance and steps
taken to address it.

y

What lessons have been learned or best practices identified during the course of this project to date? What is your organization doing differently as a result
of these lessons?

Provide information about any significant Board and/or staff changes in your organization.
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6)

7)

8)

Enter the number/
amount of each outcome
achieved during the
reporting period.

“Date reported from” and
“Date reported to” dates
should not overlap with
prior reporting periods.
For example, if the data
entered for the “Date
reported to” of
09/30/2023, the "Date
reporting from” for this
report should begin at
10/01/2023.

This is not a cumulative
number.

If there are no outcomes
for the reporting period,
enter “0”.

Enter updates for Other
Project Outcomes and
your overall assessment
of progress toward
outcomes as of the
report date.

For each activity, enter
the completion date if
the activity has been
completed.

Include discussion of
delays, resolutions, etc.
in the activity status field.

For incomplete activities
or activities that have not
started, provide an
update on work
accomplished toward the
activity. If the activity
requires completion of a
preceding activity that is
still incomplete, enter
“N/A”.

LEAF

FOUNDATION

¥ Priority Outcomes

Please enter data for baseline actual, date reported from and date reported to below. The other fields are generated based on your data you inputted into the
application section. Then click “Save and Continue" to save data inputted

Investment in publicly owned infrastructure
Target:

Target date:

Baseline:

Baseline date:

Data source:

$1,000,000.00

12/31/2023

12/31/2022

records

Actual ‘

Date reported from ‘

Date reported to ‘

Other Project Qutcomes:

Grantee Assessment of Project Qutcomes to Date

8 completers employed in the area of study, funded by the grant, annually. Baseline: 0
(12/31/2022) Target: 24 (by 12/31/2024)

¥ Project Activities

Activity 1 Key Activity Areas
Activity 1:

Activity 1 Target Date:

Build

11/30/2023

Activity 1 Date
GCompleted

Activity 1 Status

Discuss progress made to date, challenges and resolutions, explanations for not meeting target dates, and any other comments.
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9) Upload required
documents. Click the +
. Please attach any/all relevant documents to the below *Report Attachments® section
to upload the required Involce copies
document(s) . Evidence of payments made

I Financial report workbook

¥ Documents

Supporting documents for outcomes
Supporting documents for activities

Supporting documents

ISlgned Certification Form

Other (photos, approved minutes, etc }

10) Click Add files. [ Upload ies .

Locate and select file(s)
you desire to upload.

Drag files here.

Start upload
- —— 7 P vy
@ Open X
4 | > USBDrive(E) > Desktop > Testdocuments > v O] | search Test documents »
CI |Ck open Organize ¥ New folder =~ M
£905(C) N Name Date modified Type Size "
> USB20FD (D) test workbook_highlighted_ 04172024 4/17/2024 406 PM Microsoft Excel W.
~ USB Drive (E) 1 test workbook_approved_04162024 4/16/2024 11:54 AM Microsoft Excel W.
~ Data (1) BY 1 test workbook 4/12/2024 441 PM Microsoft Excel W,
~ 2022 Database ( 2 Test pdf 4/12/2024 424 PM Adobe Acrobat D |
~- Company (S) T 6692_Single Stage orant.Grantee ACKNO...  2/12/2024 10.23 AW Microsort Word D-
- Transfer (T9) @ Project summary field response - TAB(GLF)  12/4/2023 202 PM Microsoft Word D..
or w thryant (\gif-f52 G-202407-08204_Terris Mega_Fdn_Financ.. 11/14/2023 107 PM Microsoft Excel W. 6
[2) 8204 Terris Mega Fdn_sample pmtreq_a..  10/20/2023 416 PM Adobe Acrobat D 1
~ Software (X)
[8) any pL signature 10/20/2023 415 PM PNG File
. USB Drive (E) [2) Invoices - in order 10/20/2023 205 PM Adobe Acrobat D M
e v o< >
File name: 2 Test pdf | [AnFiles v

Drag file(s) into the & oen
upload window.

T > USB Drive (E:) > Desktop > Test documents v Q|  Search Test documents

Organize > New folder

Type

ghos(c) " Name Date

w USB20FD (D)

B3 1 test workbook_highlighted_04172024 7/2024 405 PM Microsoft Excel W...

- USB Drive (E) B 1 test workbook_approved 04162024 6/2024 11:54 AM Microsoft Excel W.
= Data () 81 1 test workbook 4/12/2024 4:41 PM Micrasoft Excel W...
- 2022 Database ( ) 2 Test paf 4/12/2024 4:24 PM Adobe Acrobat D.
w» Company (S) o 8892_Single Stage grant_Grantee Ackno.. 2/12/2024 10:23 AN Micrasoft W
o Transfer (T3 &Y Project summary field response - TAB(GLF)  12/4/2023 2:02 Micrasoft X
o thryant (Mgif-fs2 B3 G-202407-08204 Terris Mega_Fdn Financ.. 11/14/2023 1:07 PM Micrasoft 6
- Softnare 00 (£ 8204 Teris Mega Fon_sample pmt req_a..  10/20/2023 416 PM Adobe 1 - .
4] any PL signature 15 PM P
- USB Drive (E) £ Invoices - in order f M Adobe Acrobat D. v
______ v " : ju
File name: |2 Test paf ~ | [anFiies v e PDF

ES o

Start upload
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11) Click Start Upload.

Upload files X

Select or drag files then start upload

Filename Size Status

2 Test pdf.pdf Signed Cerlification Form v 31KB % Q)

Add files Start upload 31 KB 0%

Once the upload window
indicates Upload
Complete!, click X to —

close the window.

Size Status

2 Test pdf.pdf 31 KB 100% (3

I Upload Complete! 31KB 100%

12) Confirm uploaded T @
document(s) then click
Save and Close_ P2 2 Test pof.paf D AEHO

Signed Gertification Form
Added by TEST Wib Gulley at 12:18 PM on April 18, 2024

1 test workbook.xlsx
Financial report workbook
Addad by TEST Wis Gullsy at 12:02 PM on April 18, 2024

Cancel ‘ ‘ e ‘ Save and Close

Grant Portal Basics — Submit a Report 5
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13) Click Submit.

Click OK.

14) Note the status to
confirm the report has
been successfully
submitted to the
Foundation.

Grant Portal Basics — Submit a Report

FOUNDATION

Terri's Mega Foundation

Grant ID: G-202303-07360 Due: April 30, 2024
Report Type: Interim Report Report ID: 12447

Status New / Pending Submission

¥ Table Of Contents

Narrative Information

Priority Outcomes

Other Project Outcomes

Grantee Assessment of Project Outcomes to Date
Project Activities

Documents

Due Date: 4/30/2024

¥ Narrative Information

Purpose of Grant:

Briefly describe other activiti plishments or imp to date, associated with the project that are not included in this report's outcomes
and activities sections. Please also discuss areas of underperformance. In your discussion, include factors that contributed to the
underperformance and steps taken to address it.

What lessons have been learned or best practices identified during the course of this project to date? What is your organization doing differently
as a result of these lessons?

Provide information about any significant Board and/or staff changes in your organization.

Submit

You are about to Submit this Reperts form. Please confirm that you would like to
procesd.

Cancel m

Terri's Mega Foundation

Grant 303-07360 Due: April 30, 2024
Report Type: Interim Report Report ID: 12447

[Status Report Submitted
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Golden LEAF Staff Follow-Up

If your program officer requires additional information or documents, the person listed as “Primary Contact” for
the grant will receive an email notification explaining what is needed and requesting login to the grant portal to

respond.
1) In the menu on the left, e
SCI‘0|| to and CIIC.k @L E A F Terri's Mega Foundation
RepOI‘tS tO Ed't, then Project Title: Teri's test app - grantss training

Grant ID: G-202303-07360
Due: April 30, 2024
Type: Interim Report

I Status: Returned to Grantee I

select the report that has
been returned to you.

Active (4)

Note: The status has
changed to Returned to
Grantee. REQUIREMENTS (10}

Closed

Reqguirsments Dus {9}

Requirsments to Edit
Submitted Requirements (1)

REPORTS (9)

Reports Dus (8)
Reports to Edit (1)
Submitted Reports

2) Instructions from the [~ ] &
Foundation will be
highlighted in yellow at LRI
the top Of reqUIrement. ‘Grant ID: G-202303-07360 Due: April 30, 2024
(These are the same Report Type: Interim Report Report ID: 12447
instructions that were in
the notification email.) Noto rom e Foundation:
Please upload supporting documentation for the result reported for outcome 1 (investment in publicly owned infrastructure
Click Edit. Please also upload the following invoices:

1) ABC Gompany invoice #9999, dated 11/28/2023, for 12,005.00

2) XYZ Contractor pay app #2, dated 03/28/2024, for $32,766 65

Note To Foundation :

Status Returned to Grantee

TS T ey S YT rrTEToT

3) Type your narrative

Note To Foundation

response, if any, in the D LSS S e 5 @
Note to Foundation
field.

Grant Portal Basics — Submit a Report 7
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4) Click + to upload T o—
additional or revised Frocse stach sny/al ivant cocuments o he below ‘Hepers Atschiments” sesicn
documents. In this e el
example, upload the [Eszeoring sociments o omcomes ﬂw—pl
requested invoices and RS
outcomes Other (photos, approved minutes, etc.)
documentation.

el [©

5) Confirm uploads. R @

)= GL print screen for project infrastructure.pdf D de
Supporting documents for outcomes
Added by TEST Wib Gulley at 12:60 PM on April 18, 2024

» Invoices - in order.pdf D =)
Invoice copies
Added by TEST Wib Gulley at 12:48 PM on April 18, 2024

A= 2 Test pdi.pdf D Ee
Signed Certification Form
Addad by TEST Wib Gulley at 12:18 PM on April 15, 2024

£ 1 test workbook.xlsx P ae
Financial report workbook
Added by TEST Wib Gulley at 12:02 PM on April 18, 2024

Cancel Save Save and Close

Click Save and Close.

6) Click Send Supporting
Info, then click OK. '

] 1 test workbook.xlsx GRS
Financial report workbook

Added by TEST Wib Gulley at 12:02 PM on April 18, 2024

Resubmit

You are about to Resubmit this Reports form. Please confirm that you would like to

proceed.

7) Confirm that status has : :
Changed to Report Teni's Mega Foundation
Submitted. Grant ID: G-202303-07360

Due: April 30, 2024

Report Type: Interim Report Report ID: 12447

IStatus Report Submitted

Grant Portal Basics — Submit a Report 8
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Checking Report Status

You can find reports that have not been submitted in the Reports Due section of the grant portal menu. If
reports have been returned to you for additional information, you can find them in Reports to Edit. Reports that
have been submitted and are under review may be found in Submitted Reports.

SeaTeT —

Terri's Mega Foundation Terri's Mega Foundation
Project Title: Terri's tsst app - grantes training

Grant ID: G-202303-07360

Dus: April 30, 2024

Type: Interim Report

Grant ID: G-202303-07360 Due: April 30, 2024

Report ID- 12447 Report Type: Interim Report Report ID: 12447
Status: Report Submitted
Active (4)
Status Report Submitted
Closed
REQUIREMENTS (10)
Requirements Dus () ¥ Table Of Contents
Requirements to Edft Narrative Information
Submitted Requirements (1) Priority Outcomes
Other Project Qutcomes
Grantee Assessment of Project Qutcomes to Date
REPORTS (9) Project Activities
Documents
Reports Due (8)
Reports to Edit Due Date: 4/30/2024

Submitted Reports (1)

Approved reports remain in the Submitted Reports folder, in view-only status—uploaded documents can no
longer be modified or removed by you. Previously uploaded documents can only be previewed.

Still have grant portal questions? Send your question(s) to grantportalhelp@goldenleaf.org or drop by virtual
office hours (schedule posted here).

Grant Portal Basics — Submit a Report 9
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