
Regional Services Final Report Instructions 
 

1. Login to SmartSimple then on the Grantee Home page click on “Reports” in the upper right corner 
 

 
2. Click on the final report you are working on under the “Due” tab 

 

 
 

3. There are five tabs you will need to complete in the final report (General, Report Details, Financials, Questions & 
Attachments, and Certification). 
 

4. The “General” tab is just the organization and Project Director’s information pulled from the grant record. You don’t have 
to enter anything in this tab. 
 

5. The “Report Details” has three sections (Project, Participation Summary, and Regrantor Information). 
 

a. Under Project again you don’t have to do anything this is just the project information pulled from the grant record. 
b. Participation Summary is where you will enter the total amounts from each mini-grant. You will need to total up 

the four program summary sheets (Bus, Arts & Equipment Supplies, POD, and Arts Project grants). 
i. To get to the summary sheets go to Step 9 (page 3) 

c.    Regrantor Information is information for the fiscal year of regranting. 
 

d. Once all the information is entered be sure to click on “Save Draft”. 
 

6. Financials section, click on the blue “Open” button then a new window will open where you can enter in the expenses and 
revenue. You are reporting on the services/administration part of the grant award plus your POD grant if you received one. 
 

 
 
 
 
 



a. In the new pop-up window, click on the “+” below the categories to enter your line items. Once all the line items 
are entered click “Save” then close out of that window. You will also want to click on “Save Draft” in the Financials 
tab of the final report. 
 

 
 

7. Questions & Attachments, please answer all the questions. Remember each text box has a 2,500-character limit (a space is 
counted as a character).  Under attachments, please upload program summary reports.  Make sure to click “Save Draft” 
after completing the questions and uploading your attachments. All attachments need to be PDF documents. 

 
8. Once you have completed all the tabs then you can click “Submit”. Once you click submit the Final Report Certification is 

sent to the Project Director via DocuSign. Once the PD completes the DocuSign email then then the Final Report 
Certification is sent to the Authorizing Official via DocuSign. After the AO completes the DocuSign email the Final Report 
Certification is automatically uploaded in SmartSimple then the final report is submitted. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 



9. Regrantor’s Minigrant Summary Report by Program 
 

a. In the Re-Grantor home page in SmartSimple, scroll down to “Program Manager” 
 

 
 

b. From here you click on the name of the program you want for the summary report. In this example I selected the 
Minigrants Arts Project program. You will need to do all four programs separately (AES, Bus Grants, POD, and Arts 
Projects). 

 

 
 

c. Once you’re in the program, scroll down below the list of applications and you will see “Regrantors Minigrant Data 
Report” (View button) and Generate Minigrant Report Summary (Generate & Save button). If you click on the 
“View” button, the summary report opens in a new window. If you click on the “Generate & Save” button, it will 
create a report and upload a link below. 

 

 
 

d. The top portion of the report is the summary section. These are the numbers you should cross check with each 
minigrant. The individual grants are listed below the summary section. 



 

 
 

e. In the summary section, you will need to add the four programs (AES, Bus Grants, POD, and Arts Projects) numbers 
up for the Participation Summary in the final report. 

 
f. You should also be checking that the total award amount is correct from the grant agreement. 

 
 
 
 
 


