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After an event request has been approved and fundraising event has been held and completed, 

Parent organization officers are required to login to the School Fundraising website to submit the 

fundraising event financial statement. 

1. Locate the fundraising event with approved status. 

2. Click “View/Submit Financial Statement” button. 
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3. Scroll down to the bottom of the event, click “Click here for template” button to download the 

financial statement template. Fill out and complete required information on the excel 

spreadsheet template (FRONT and BACK worksheets) and save it in your computer. 

4. Print out the completed template and collect required signatures. Scan the financial statement 

(FRONT and BACK worksheets) with signatures into electronic document.  

5. Log back to the School Fundraising system, locate and select the fundraising event. At the 

bottom of the event, click “Choose File” and select your scanned financial statement document 

with signatures from step 4 above. Click “Upload” to upload the scanned financial statement 

document to the event. 

6. Fill out “Total Sales” and “Total Expenses” on the screen. The Total Profit will be calculated 

automatically by the application. 

7. “ASB Share”, “Club Share”, and “PTA/PTO Share” will also be calculated automatically by the 

application. 

8. Enter or provide any comments in the “Notes” text area, if necessary. 

9. Click “Save” to save financial data you entered in above steps 6-8. 

 

  



3 | P a g e  
 

Financial Statement FRONT worksheet screenshot 
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Financial Statement BACK worksheet screenshot 

 


