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Tips for using the online system for grant reporting

All grantees of The Ian Potter Foundation are required to submit a report which confirms that

the funds granted were used for the intended purpose. 
For multiple-year grants from the Foundation, a report is due at the end of each year of the grant period. The reporting schedule is detailed in the Standard Grant Conditions. Refer to Standard Grant Conditions 8 and 9 sent to you with your award letter and grant payment.

If you have any questions or if you encounter technical difficulties, please don't hesitate to contact the Foundation on 03 9650 3188 or by email at applications@ianpotter.org.au
Writing Instructions

It is recommended that you compose your answers in a separate document (such as Microsoft Word). You can then cut-and-paste your answers into the online application form. This will prevent you from losing your text due to a time-out or a dropped internet connection. 
Please use plain text only. Quotation marks, numbered or bulleted lists, apostrophes, $signs, parentheses, and hard returns are all accepted by the system. 
Note: the software does not recognise formatting in bold, underline, or italics.

Saving a report 

You will be able to save your report and come back to it later. This will allow you to enter information and review your report in multiple online sessions before formally submitting it to the Foundation. 
To leave an unfinished report, click on the Save & Finish Later button, which appears at the bottom of each page of the online form.

When you are ready to continue working on your report, return to your account page by following the instructions above. You can open and continue working on your grant report until you are ready to submit it to us.

Email draft
The Email draft button at the top of the screen allows you to email a draft of the report to a colleague for review and discussion before finalising and submitting it to us. 

Submitting your grant report
When you have finished entering all the information into the form, click Review & Submit.
When you have finished reviewing your report scroll to the bottom of the page and click Submit. This step must be performed before your report will be submitted to the Foundation. You will receive a confirmation email shortly following your submission.

After the report is submitted, you can access a copy of it under the Submitted Requirements section on the Requirements tab in your account.

If you have any questions or if you encounter technical difficulties, contact the Foundation on 03 9650 3188 or by email at applications@ianpotter.org.au 
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