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How to submit a challenge report

Click here to watch the video on how to submit a report.

This how-to guide and accompanying video will give you step-by-step instructions on how to submit a report (i.e.
Challenge Report, Progress or Final Reports)

How to submit a challenge report
1. Loginto your grant portal. Under the section that’s labeled “Reports,” you should see the

number of reports for your organization in the tile labeled “To Be Submitted.” Click this tile.
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2. You will now see a list of your reports, which were agreed upon on the grant agreement terms
signed by COSF and your organization. Open the one you would like to submit.
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3. Therecord has been opened. Please fill in the appropriate information in each section. If this is a
Challenge Report, information has been broken down into three tabs: Program Update,
Fundraising Update, and Attachments. There are sections that need to be filled out in each tab.
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4. If you need to leave your report, and it hasn’t been completed, just hit the “Save Draft” button
at the bottom.

5. Inthe Attachments tab, upload your challenge report document or additional, if needed. To do
this, click the blue button with an up arrow. If you hover over it, it will say “upload.” Once you
click this button, you can either drag and drop your challenge report or upload via the blue
button with the file on it. Please note: you can also find the template to use here, just click the

hyperlink that says “Challenge Report Spreadsheet.”

B B
(5l

Aetione w Tof
=33 1

2022-1120 - Challenge Report

1yef L.

Organization Name: Hum Program asssciate:

Grant Amount; Program Director:

Dua Date:

IGRAM LIPDA UNDIAISING D2 ATTACHMENTS

Instructions
Your Challenge Re escribed below, This can be done by uplosding o single ik that inchides all the icems described below o s can be found at the botlom of the page

PLEASE NOTE W

sarate signatures, For

e regquire t

- Gner a wonle i 10 share with us, such as your etest annual regert, & sample fundrels
your program efficer o

* Challenge Report List

2

hallenge Report Statement

2

ther Confirmation

Egn



6. Once all information has been entered and all attachments have been uploaded, you can click
“Submit.” You have submitted a challenge report. In the grantee portal, you will see a “1” on the
tile labeled “Submitted.”



