
Applicants –
Submitting Invoices 

& Reports
Instructions on Submitting Invoices 

and Reports for Applicants



Accessing Your ZoomGrants Account
https://www.zoomgrants.com/login

Passwords can be recovered via the ZoomGrants login page ‘Forgot Password’ link if misplaced or forgotten.

https://www.zoomgrants.com/login


Find Your Application

1. Look in the Approved 
Applications section to 
access your application.

2. Once you’ve found the 
application, click the 
application title link to open 
the application.

Navigation: Summary Tab (first tab of your application) > Collaborators



Want to add Collaborators to your 
Application?

3. If you have other users that you’d like to invite to work on the reports in your application, add them as 
collaborators or update the access of existing collaborators to ensure that they can access these features.

A. Inviting a new collaborator to 
work on your application – Fill 
out the email, first/last name, 
and job title boxes.  Then, put a 
check in the Editing Access 
box.  Click the Invite button.

A. Updating existing collaborator 
access – You can give current 
collaborators additional editing 
access by putting checks in the 
other boxes that appear in the 
Editing Access section.

Navigation: Summary Tab (first tab of your application) > Collaborators



Submitting Invoices



Access the Financial Tab

1. Navigate to the Financial Tab 
OR click the ‘Add Invoice’ 
button on the My Account 
Home page.

Keep in mind, the label on this 
tab may differ depending on 
what the admin has chosen to 
call the tab.  If you’re not sure, 
contact the admin to ask what 
they named this feature.

Navigation: Financial Tab > Invoice OR My Account Home > Approved Applications



Complete the Invoice

2. Click the button to create a 
new invoice OR click the 
invoice title link to open an 
existing invoice

3. Fill in the fields and upload 
requested documents, as 
applicable



Submit the Invoice
4. Click the Submit Invoice
button near the top of the 
invoice.

Successful submissions will 
replace the ‘Submit’ button 
with the timestamp (in Pacific 
time) of when it was 
submitted.



Submitting Reports



Access the Report Tab

1. Navigate to the Report Tab 
OR click the ‘Add Report’ 
button on the My Account 
Home page.

Keep in mind, the label on 
this tab may differ depending 
on what the admin has chosen 
to call the tab.  If you’re not 
sure, contact the admin to ask 
what they named this feature.

Navigation: Report Tab > Report OR My Account Home > Approved Applications



Complete the Report

2. Click into the 
individual report tabs.

3. Fill out the questions 
and upload the requested 
documents (at the 
bottom), as applicable.



Submit the Report
4. Click the Submit button near the 
top of the report.

The system will check to make sure 
that you have answered all the 
displayed questions and uploaded the 
required documents. Anything 
missing will be listed in red.

5. Complete the missing fields, then 
refresh the page using the Refresh 
Page button near the upper right 
corner of the application and try the 
submit again.
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