
1. To complete your final grant report online, login to your SK Arts SmartSimple Portal account. 



2. From the Home Page there are 2 places where 
your final report can be found. 

2a. The 1st is by clicking the Reports & Forms
Header in the Menu. 

2b. The 2nd is by scrolling down…



2b. …and clicking the Items Require 
Attention notification box.



3. Both options will bring you to the 
MY REPORTS page. 



3a. Scroll down to the REPORTS section. 



3b. All drafts will appear in the IN PROGRESS tab. 
Click on the COMPLETED tab to see reports that you have already submitted. 

3c. find the Grant Final Report you need to write and click OPEN.



4. Once you’ve opened your Final Report, 
you must click Save Draft before you can 
start adding information. 

REMINDER
Click Save Draft frequently while you are 

entering information in this report. If 
there are any disruptions to your internet 

connection or other unforeseen issues, 
ALL UNSAVED INFORMATION WILL BE 

LOST.    

NOTE: DO NOT click submit until you have 
fully completed ALL sections of this report.    



5b. If the displayed information 
matches your current contact 
information, select YES from 
the drop-down menu and then 
click Save Draft before moving 
on to the next section. 

5a. On the APPLICANT INFORMATION tab your 
contact information will autofill with the 
information provided in your grant application. 
Please review and confirm that this is correct. 



5c. If any of the displayed information is 
incorrect, select NO from the drop-down menu, 
and click Save Draft.



5d. This will direct you to your user 
profile to update your information.

5e. Make sure to click Save after 
making your changes, then click the X 
to return to your report. 



6. Click on the GRANT INFORMATION tab for a 
reminder of which grant report you are working 
on and what your original goals were. This 
information is auto-filled from your original 
grant application. 

NOTE: You can navigate back-and-forth 
between tabs as often as you need, just 
make sure to always click Save Draft first.



7. Click on the REPORT tab to enter details about your project. 

7a. Select one of the three 
options for reporting on your 
project: providing a budget and 
receipts, providing support 
materials, or both, then click 
Save Draft.



8a. If you select to include a 
budget and receipts, the budget 
tab will appear after you click 
Save Draft.



8b. Clicking the Report Budget 
button will open up a budget 
form in a separate window.

Clicking the Upload Receipts 
button will open a File Manager 
box.



8c. You can either drag & drop receipts into 
the box or browse your computer files to 
upload by clicking the FOLDER button.



8d. Once uploaded, your files will 
appear beneath the drag and drop box. 
Click the X when you’re done. 



9a. If you select providing support 
materials, the Supporting Documents 
tab will appear on your screen after you 
click Save.



9b. You can upload support documents, 
internet links and material that you 
agree to allow us to share on social 
media by clicking the corresponding 
button.

NOTE: Uploading social media content here does 
NOT guarantee it will be used but acts as an 

archive that SK Arts may easily access. SK Arts 
determines content relevancy and applicability in 
relation to our social media projections and goals. 



9c. When adding internet links to your 
support materials, use the notes field 
to give context and provide any 
passwords required to access protected 
materials.



10. If you select to 
provide both a budget 
and support materials, 
the Budget and 
Supporting Documents 
tab will both appear on 
your screen after you click 
Save Draft.

REMINDER
Save Draft



11a. After selecting your reporting 
option, you will be asked to provide 
a project overview, in addition to 
your other support materials. You 
will select whether to provide this 
as written text, or as a short video, 
then click Save Draft.



11b. Selecting the video option will 
open a File Manager box where you 
can either drag & drop the file into 
the box or browse your computer for 
the file to upload by clicking the 
FOLDER button. 



11c. Once uploaded, your file will 
appear beneath the drag and drop box. 
Click the X when you’re done. 



REMINDER
Save Draft

12. Click the DECLARATION tab.

12a. Read the 
Declaration 
Acknowledgement 
thoroughly before 
clicking the 
selection box. 

REMINDER
Once you have 
clicked Submit, 
you can’t make 
any changes to 

this report.    

12b. Once you have completed/reviewed every 
section and are satisfied with the quality of this 
report, click Submit. 



13. If any required fields remain 
empty upon submission, you will 
receive a Submission Failed Notice
listing which sections you must 
complete before you can 
successfully submit your report.  

Note: This system only works for areas 
that have nothing entered in them and 

cannot detect partial/unfinished 
entries. We recommend reviewing 

every section thoroughly before 
submitting. 



Successfully submitting your report 
will generate a Final Report 

Received notice. 

AND YOU’RE DONE! 


