
 

  
Once your fundraiser is over and all money has been turned in, open your saved excel sheet and 
complete the recap portion.  

Bookfairs & Catalog Sales: 
a) Enter the actual number of items sold 
b) Enter amount of total sales. It calculates average price per item for you.  
c) Enter total amount of money receipted. If it calculates a difference, explain in the box 

provided. 
d) Enter the actual cost of merchandise. It will calculate profit or loss for you.  

 

 
 
 
 
 
 
 
 

STEPS FOR COMPLETING  

RECAP 



Product Sales: 
e) Enter the actual number of items sold 
f) If price per item changed, enter price per item. 
g)  It calculates Actual sales for you. 
h) Enter total amount of money receipted. If it calculates a difference, explain in the box 

provided. 
i) Enter the actual cost of merchandise. It will calculate profit or loss for you.  
j) Enter Inventory Recap information.  

 

 
 
 
Open Eduphoria select formspace/submit new form/general forms/Fundraising Recap 

 



 
 
Enter the Form number that is found on your Fundraising Application. Fill in all required fields and 

upload your saved spreadsheet with recap completed.  
 

 
 
Once recap is submitted, Notification will be sent to the Financial Secretary and Auditors.  
 


