
TA Reporting 

Contact NACD Programs Manager Chessa
Ossefoort at chessa-ossefoort@nacdnet.org
with any questions.  

Financial Report
Guide



Single click on the arrow to expand the table1



Double click on the project name to open the project details2



Navigate to Budgeting page under Related3



Click on the blue arrow to expand the table4



Right click on the Direct Value for the budget category to add a transaction. 
Click New Transaction.5



Complete the Transaction Details. The amount in section one should be
the total of all expenses for that budget category (direct plus match).6



Allocate the total expenses between direct and match expenses. Change
the transaction type to match the appropriate category. The transaction
balance must equal $0 to save.

7



After all transactions are entered, navigate to Reports under Related.8



Generate the transactions report. If the actual expenses match your
expectations, export the report to a PDF.
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To modify or delete transactions, expand the table then double click on
the transaction you’d like to change. Use the trashcan icon in the top right
to delete transactions or modify values as necessary. Save and close. 
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Refresh the report. Changes to transactions will not be reflected until the
report is refreshed. Generate the PDF after changes are complete.11



Navigate to Report Schedule to submit the PDF.12



Expand the table by clicking the arrow next to Quarterly Financial Report. Click
on the pencil on the right side of the row for the appropriate reporting period.13



Attached the PDF on the Add Notes/Attachments tab. Complete the
project details tab. Click Save and Close.14



Report Status will change to submitted when complete.
Ensure there is an attachment for your report. 15
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