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Agenda
• The importance of the Final Report
• Reason for the change to online
• What Final Reports are impacted
• Detailed walkthrough of the NTDF Portal 

Final Report screens
• Q&A



Importance of the Final Report

• Since the NTDF Award is a reimbursable award, it cannot be 
paid out until the Final Report is submitted and approved

• The Final Report must be submitted no later then 90 days 
from the end of the event

• Final Reports submitted later then 90 days after the end of 
the event may be rejected and the award may be forfeited.
– And the organization can be blocked from applying for future 

NTDF awards for one year



Why?
• All primary event documents will be in the 

NTDF Portal
• It creates an end-to-end process
• Automatic reminders that the Final Report 

is due
– Reducing the confusion of when 

Final Reports are due



Impart
• This update impacts all Final Reports for the 

2023-24 Annual Cycle and beyond
– For events that started on May 1, 2023 or later

• It does not impact Final Reports still remaining 
from the 2022-23 Annual Cycle and for the 
2022-23 4th Quarter Cycle
– These will continue to be submitted through 

the fillable PDF



NTDF Portal Final Report Screens

• The Final Report screens and process were 
developed to remain like the screens and process 
you have already used for the application process

• You will login to the NTDF Portal as you have in 
the past

• And your organization’s Dashboard will continue 
to be your central base

The following screens were taken from our test system, so are “peach”. Your screens will be “beige”.



Your Event 1 Name

Your Event 2 Name

Your Event 3 Name

Your Name

Dashboard with no actions needed.
Contact Documents has been uploaded and submitted and can only be viewed.



Your Event 1 Name

Your Event 2 Name

Your Event 3 Name

Your Name

Dashboard with an action noted.
The Final Report for Event 2 can be completed.  And the due date is noted.
Click the link to Start or Edit the Final Report.



What triggers this notification?

• End date of the event, plus
• Having the PO-Contract completed

– Dependent on having all Contract Support 
Documents uploaded and approved.



Your Name

Your Organization Name – The Event Name

- 20XX - Name of

Note that the tabs across the top of the Final Report screen are like the tabs on the application screens.
As you complete and save one section, you will progress to the next tab. 



At the bottom of the page, you can either:
• “Save and Exit” which will allow you save your work and return later to complete it or
• “Save and Continue …” to more to the next tab and continue working on the report



Your Name

Your Organization Name – The Event Name

2X-X-XXX

Your Organization Name 

The Event Name 

As you work through the Final Report tabs you will notice the information being requested is that same information 
that was requested in the PDF Final Report form (if you completed one previously. )  One benefit of the online 
version is that some information can be prepopulated.

- 20XX - Name of



The Event Name 

As you scroll down, continue working through the information be requested.



When you complete the information on the tab, you have the two save options noted before, plus an option to save 
and return to the previous tab.



Your Name

Your Organization Name – The Event Name

As you complete one tab and “Save and Proceed …”, you will move to the next tab and get a “saved” confirmation at 
the top of the page.

- 20XX - Name of



Continue to scroll down and work through the rest of the Project/Event narrative questions.



At the bottom of the Project/Event narrative questions, “Save and Continue …” to move on to the Audience Data.



As you complete one tab and “Save and Proceed …”, you will move to the next tab and get a “saved” confirmation at 
the top of the page as previously notes.  You will now start working through and entering Audience data.

Your Name

Your Organization Name – The Event Name

- 20XX - Name of



Continue to scroll down and work through the rest of the Audience questions.



Continue to scroll down and work through the rest of the Audience questions.



Continue to scroll down and work through the rest of the Audience questions.



Continue to scroll down and work through the rest of the Audience questions.



At the bottom of the Project/Event narrative questions, “Save and Continue …” to move on to the Budget.



Project/Event Budget Tab
Some important items before jumping into the Final Report’s Budget Section:

• The budget information is for the entire event, not just NTDF Award spending
– It is highly recommended that you complete the event’s income and expense reports prior to starting the 

NTDF Final Report Budget section
• Gather and organize all information and receipts
• After putting the Income and Expense report together, review it for accuracy and completeness*

• Determine what Income and Expense items are NTDF’s and what are related to Other sources
– Scan all the expense documents (paid invoices, cancelled checks, bank statements, etc.) that are being used as 

reimbursable NTDF expenses, so they are ready before you start the Final Report Budget section
– If there are multiple support documents for one expense item, scan them into a single document

*If your NTDF Award was greater than $20,000, this information needs to be reviewed and approved by a Certified Public Accountant or an equivalent 
internal or external officer.



As you complete one tab and “Save and Proceed …”, you will move to the next tab and get a “saved” confirmation at 
the top of the page as previously notes.  You will now start working through and entering Budget data.

In this section we will be using $5,000 for the amount that the event was awarded by NTDF.

Your Name

Your Organization Name – The Event Name

- 20XX - Name of



The Budget section is divided into two main areas – Income Sources and Expenses.
The following slides will address the Income Sources first and then the Expensed.



As noted before and above, this is to include all Income Sources and Expenses for the entire event.
In the example above, several income sources are entered.  With only NTDF award funds entered in the “NTDF Dollars” column –
this must be equal to the total amount of the NTDF Award for the event.  All other income is entered in the “Other Dollars” 
column.  This will automatically cross total and sum.
If additional rows are needed for Income Sources, press the “Add More Items” button.



As we move on to the Expenses section, note that the amount entered in the Income Sources section have already been carried down to the 
Balance area.  The Balance area will automatically adjust as the Expenses are entered.
Note that here is only one Expense area in the online Final Report – it combines both the Expense and Reimbursement sections from the PDF 
form.  This will be covered in the following slides.



The entry for “Security Services Inc” is not being entered as an NTDF expense, so the $2,500 is only entered in the “Other 
Dollars” column.
Since the “Budget Code” is set to Non NTDF the “NTDF Dollars” column is grayed out and will not allow and amount to enterd.
Note that the $7,000 “Other” Balance from the previous page has been reduced to $4,500 since this $2,500 expense has been 
entered.  The total has also been reduced from $12,000 to $9,500.



To enter an expense that is an NTDF expense related item, press the down arrow in the “Budget Code” column. Here an item is 
going to be entered on line 2. 
Only the items listed in the drop-down are allowed as NTDF expenses.

This example continues on the next slide.



Note that once the budget code “Advertising” was selected, two things happened:
1. The “NTDF Dollars” cell on line 2 was unlocked (turned white) so an expense amount can be entered and
2. An upload box appeared in the “Receipts” column.

All expenses using NTDF dollars require some form of receipt – paid invoice, cancelled check, bank statement, etc. –
as proof of the expense. This is not required for expenses being paid with “Other Dollars”.  

This example continues on the next slide.



As the “Vendor Name” and  “NTDF Dollars” are entered on line 2, both the “Total Expenditures” and “Balance” continue to 
adjust.  Note that the “Receipts” has been uploaded and now shows as “pending”. We will cover that in a moment.

This example continues on the next slide.



Another Non NTDF expense for Digital and Equipment Rental is added, and both the “Total Expenditures” and “Balance” 
continue to adjust.  No receipt is required.

This example continues on the next slide.



Another expense is added for Talent Management Services is added on line 4 and split between NTDF and Other.  It has been set to Entertainment in the “Budget Code” column so that NTDF 
Dollars can be entered and will require a receipt. Both the “Total Expenditures” and “Balance” continue to adjust.  And note the “Balance” for NTDF is now $0.00.  All NTDF Award dollars have 
been accounted for in the Expenses.  The “Total Expenditures” represent the amount of reimbursement being requested.
This example continues on the next slide.



Like uploading files in the Application screen, the receipts/proof of the expense payment can be uploaded by “drag and drop” 
shown here, or through the file explorer (shown next.)

This example continues on the next slide.



Line 5 has another expense to “Joe’s Services” and set to Budget Code Permits.  It has been entered in the NTDF Dollars column.  
The required receipt is be upload by pressing the “Upload PDF” button that was added.  The file expsloer opens and the PDF 
named 1Joes Svcs is selected and then the “Open” button is the file explorer is pressed to upload the file.
But note that the NTDF Dollars total is now $5,500, $500 over the award amount.  We will correct this shortly.

This example continues on the next slide.



The “Total value for In-Kind …” is entered to complete the Budget tab.  And just as the “Save and Continue …” button is pressed 
you notice that the NTDF Balance is negative.  Too much expense was allocated to NTDF.

This example continues on the next slide.



At the bottom of the Submit tab, there is a “Save and Previous …” that will allow you to go back to the Budget tab and correct the 
Expense error.

This example continues on the next slide.



Notice the Receipts are no longer “pending”.  When the page was saved, all the documents were uploaded and can how be Viewed, Downloaded 
and Removed.  So, you can you can remove and the upload a new document is an incorrect one was previously uploaded.  Since you are going to 
correct the $500 error by moving it from NTDF to Other, you will no longer need the receipt, so you press Remove.

This example continues on the next slide.



The file has been removed.  Indicated by the “Upload PDF”.

This example continues on the next slide.



The Budget Code has been set to Non NTDF.  And the NTDF Dollars cell in line 5 had been cleared and locked, and 
the NTDF Balance is now $0.00.  The correction is almost complete.

This example continues on the next slide.



The $500 expense for Joe’s Services has been entered in the Other Dollars cell on line 5.  And the NTDF Balance is 
now $0.00.  The correction is now complete.

This example continues on the next slide.



Scroll down to the bottom of the page to access the Save Buttons.   Press the “Save and Continue …” to save the 
correction.

This example continues on the next slide.



Now, back on the Submit tab, and errors or missing information are noted at the top on the page.  The Final Report cannot be Submitted until all 
errors are corrected.  In this case there is only one error in the “neighborhood impact research file”.  Clicking the Return to the Audience step link 
will take you to the error.

This example continues on the next slide.

Your Name

Your Organization Name – The Event Name



Surveys were done via Survey Monkey to gain insight.

The error – missing data or incorrect information – is noted in red.  After correcting the error, press the green “Save 
and Continue … “ to save the update.  Note that is may be necessary to press “Save and Continue …. “ on more than 
one tab to get back to the Submit tad.



Your Organization Name – The Event Name

Back on the Submit tab with all errors corrected, it’s time to read and accept the Assurances.



After accepting the Assurances and completing the Signature Block the Final Report is ready to submit by pressing 
the Submit button at the bottom. 

Your Typed Name

Your Title



Your Event 1 Name

Your Event 2 Name

Your Event 3 Name

Your Name

After pressing Submit, you will be returned to your organization's Dashboard.
As confirmation will appear at the top of the page.
And the Update Final Report has changed to View Final Report.  By pressing the View Final Report, you will be able to view and 
print your Final Report.  
If you made an error and need to edit the Final Report, you will need to contact us to have it unlocked.
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