2018 Access For Athletes
Grant Receipt Upload

This resource will walk you through the entire 2018 CAF grant receipt
upload process, step by step. We hope you will find it helpful!

Step 1: Click on Receipts Upload link

The link is in the email you
received from CAF. Please locate
and click to get started.

Step 2: Click “Forgot Your Password?”

CAF has already added your email
address into this system (the email used
on the grant application). You DO NOT
need to create an account. You simply
must change your password by clicking
the “Forgot your password?” button.

Step 3: Reset Password

Type in your email address (the one
the receipts upload link was sent to
you at) and click the “Reset” button.

A link will then be emailed to you to
change your password. Click the link.

Step 3 Cont’d: Reset Password

Once you click on the reset password
link, you’ll need to create and confirm a
new password, and then click “Reset”

Login with your email address
and new password

Step 4: Upload Receipts
This is the A4A Receipts Portal
Homepage. We have already created
your profile based on the
information in your application. If
you’d like to view or edit your profile,
click the Pen & Paper icon on the
right. However, this is not necessary.

Once you’re ready to
upload, click the “Get
Started” button.

Step 4 Cont’d: Upload Receipts

Read directions at the bottom of the
page, and then click the Pen & Paper
icon to begin uploading your receipts.

Step 4 Cont’d: Upload Receipts
Type in Grantee’s name, and then
click “Select a File”. Receipts can all be
uploaded within one file, or can be
uploaded one-by-one using separate
files. Use as many file uploads as you
need, we’ve provided plenty!
Example:
Type in the total dollar
amount of all the receipts
combined at the bottom
of the page.
Then click “Save”.

Step 4 Cont’d: Upload Receipts
(Almost Finished!)

You’ll see the green “Complete” mark on
your receipt submission portal. This means
your receipts successfully uploaded.

The last step of the process is to click the
green “Submit” button.

Once you click “Submit”, you will receive an email confirmation.
Thanks for uploading your 2018 receipts!

Grant Receipt FAQs
•

Q: When do receipts need to be uploaded by?

•

A: All 2018 grant receipts must be submitted by January 31st, 2019. However, please upload them as soon as they are available.

•

Q: My sport/competition doesn’t take place until after 1/31/19. What do I do?

•

A: We suggest pre-paying for as much as possible (hotels, flights, etc.) and uploading the receipts before 1/31.

•

Q: I didn’t use all my grant funds. What do I do with the leftover money?

•

A: Please send any unused funds back to CAF Headquarters via check. Please address to CAF Grants Team and make a note that these are returned grant funds. Please include the
grantee’s name in the memo.

•

Q: I used my CAF grant to pay a coach for a team sport/travel accommodations, so the receipt will not accurately reflect what I paid. What do I do?

•

A: We still need a receipt for the cost, and you can note what portion you paid.

•

Q: What if I cannot find my receipts?

•

A: It is extremely important that CAF grantees upload all receipts in order to verify how grant funds were spent. If you cannot find a receipt, we will accept bank or credit card
statements. Failure to upload receipts could prevent a grantee from receiving future grants.

•

Q: What if I already emailed my CAF Grant receipts to cafgrants@challengedathletes.org?

•

A: Grantees must upload receipts through the online portal. Emailed receipts will not be accepted.

For any other questions, please email cafgrants@challengedathletes.org

