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How to Submit a Financial Statement 
After an event request has been approved and fundraising event has been held and completed, 
schools and parent organizations officers are required to login to the School Fundraising website 
to submit the fundraising event financial statement. 

1. Click on the Reports menu, then select Pending Financial Statement. Find the approved 
fundraising event and click the View button. 
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2. To download the financial statement template, scroll to the bottom of the event page 
and click the "Click here for template" link. Fill in the required information on the Excel 
spreadsheet template's FRONT and BACK worksheets and then save the file to your 
computer. 

 

3. Print the completed template and gather the necessary signatures. Then, scan the 
financial report (both FRONT and BACK worksheets) with signatures into a single 
electronic document. Please refer to Appendix A for a screenshot. 
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4. Log back into the School Fundraising system and select the fundraising event. Click 
“Choose File” at the bottom of the event, then select your scanned financial statement 
with signatures. Then, click “Upload” to save the document to the event. 
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5. Enter "Total Sales" and "Total Expenses" on the screen. The application automatically 
calculates Total Profit, ASB Share, Club Share, and PTA/PTO Share. 

 
6. Optionally, enter comments in the “Notes” text area, then click Save button to 

save the financial statement. 
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Appendix A 

 
Financial Statement FRONT worksheet screenshot 
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Financial Statement BACK worksheet screenshot 
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