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Welcome to the MyDAV.org Annual Financial Report 

The Annual Financial Report (AFR) has transitioned to an online form. It is now another one of the 

functions accessible through your Membership CRM Page on MyDAV.org.  

 

Register or Sign in to MyDAV.org 

If you haven’t already registered for login credentials for MyDAV.org, or if you need help logging in, 

utilize the tools available on the Member Resources site on DAV.org. 

 

Locate resources to help access MyDAV.org 

1. Navigate to DAV.org.  

2. Click the Member Resources link on the top menu. 

 
3. Scroll down to the Register or Sign-in to MyDAV.org section. 

https://www.dav.org/
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4. Click the appropriate button. 

Button Action 

Register If you haven’t previously signed up, complete the New User 

Registration form and submit it for processing. You will receive a 

confirmation email when your login credentials are ready to use. 

Sign-In Use your login credentials to access MyDAV.org resources. 

MyDAV.org 

Manual 

This user guide provides an overview of the self-service repository, as 

well as steps to assist in registering or accessing the site. It also 

includes descriptions of the available resources. 
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Work with an Annual Financial Report 

The Annual Financial Report (AFR) is an online form, available for your department or chapter, through 

the Membership CRM Page.  

 

Access an AFR 

1. Log in to your Membership CRM Page on MyDAV.org. 

Note: See Register or Sign in to MyDAV.org in this guide for assistance. 

2. Click Membership. 

 
3. Click Annual Financial Report. 

Note: See Email Notifications in this guide to ensure you receive messages related to the AFR via 

your preferred email address. 

https://mydav.org/login
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The AFR Landing Page and its features:  
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Feature Description 

A The Create a New Report button opens a blank form for completion. 

Note: See Work on an AFR in this guide for assistance. 

B Click Refresh to view the most up-to-date details in the list, as 

necessary. 

C A list of AFRs currently in-process in the system, based on your role. 

Once the list grows, you can filter or sort to locate the appropriate 

record. 

D View the Status for each AFR in this column. 

 Saved – An in-process report that has been started but not yet 

finalized. This allows you to work on a report over time 

without losing what has been completed.  

 Locked By – An in-process report that an individual has 

temporarily made unavailable for edits by others.  

 Submitted – A report that has been sent for approval. While 

in this status, no additional changes can be made. 

 Rejected – A report that contains errors that must be resolved. 

E The Actions column indicates how you can interact with the record. 

 Edit – Use this to update previously entered information, 

complete empty fields, or as a final review before submitting 

the form for review. 

 View – Opens a read-only report for the chosen record. 

 Review – Chapter reports submitted and ready for the 

appropriate department approving authority to review, based 

on user role. 

F Choose to show 5, 10, or all available AFRs in the table by changing 

the number of entries. 

G Use the Search field to find AFRs for a particular year. For example, 

if you type “2022” in the field, two records, 2021-2022 and 2022-2023 

display. 
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Work on an AFR 

1. Create a new report or continue working with an in-process one.  

Note: Thanks for your patience as the information loads on your screen. It may take a while to 

fully display. 

Note: See Access an AFR in this guide for assistance. 

 
2. Complete the appropriate fields. 

 
3. Complete the applicable fields under all of the tabs. 



 
 

7 

 

Note: Click the title of each line to open the schedule and access the available fields. 

 
4. As necessary, select the appropriate Type, enter the required information, and click Add to 

include it on the schedule. 

Note: The Add button doesn’t automatically save the data that was entered. Be sure to click Save 

before exiting the AFR. 

 
5. Click the following buttons, located along the bottom of the form, as needed: 

Button Description 

Save Keeps any information added or updates made to the form. This allows 

you to return later to enter the remaining details. 

Review Displays an overview of what has been entered for the AFR. Once in 

this option, click Adjust/View My Report to return to the form and 

complete any missing information or make modifications, or click 

Submit to send your completed report for review. 
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Note: See Submit an AFR in this guide for assistance. 

Lock Only allows the person who uses this function the ability to make 

updates. For example, one user hasn’t finished the report yet and needs 

to come back to it later and they don’t want anyone else making any 

changes to it in the meantime. 

Cancel Exits the form and returns to the Landing Page. Any data entered that 

hasn’t been saved will be lost. Therefore, you will receive a message 

asking if you want to leave the AFR. 

Download All 

Attachments 

A quick way to review all supplemental documents that have been 

previously uploaded to support applicable fields. This will create one 

compressed folder, known as a .zip file, which contains each 

document. 
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Submit an AFR 

1. Create a new report or continue working with an in-process one.  

Note: See Access an AFR in this guide for assistance. 

2. Once all information has been added and the appropriate documentation attached, click Review. 

 
3. Look over the displayed details to ensure the form is complete. 
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4. Scroll down to the Signors section. 

5. Enter the signee membership number or click the magnifying glass to search for and add the 

appropriate individual to each of the necessary fields, one at a time. 
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a. Enter the criteria to find the person. 

b. Click Search. 
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c. If multiple records are returned, locate the applicable member.  

d. Click Select. 

Note: If the Select button is gray, the individual is not eligible. 

 



 
 

13 

 

Note: If there was an incorrect selection, click the X next to the magnifying glass to remove an 

individual. 

6. Click Submit. 

Note: Once the AFR is submitted, you will not have access to make additional changes unless the 

report is rejected and sent back for updates or missing information. 

Note: If you are not ready to submit the report but want to keep the added individual(s), click 

Adjust/View My Report for a Save option.   

 
7. If there is anything missing, review the pop-up message. 

a. Make note of the contents of the message. 

b. Click OK.  

 
c. Click Adjust/View My Report to make the necessary adjustments and submit the AFR 

again. 

Note: The issues to be corrected are listed in red above the tabs and remain there as you 

move through the AFR. 
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8. If everything required is included, the AFR will be submitted and you will be navigated to the 

AFR Landing Page. 

Note: An update is emailed regarding the AFR.  

Note: See Email Notifications in this guide to ensure you receive messages via your preferred 

email address. 
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Email Notifications 

All email communication that occurs as a result of actions taken on the AFR will go to the email that is 

set as Primary in your MyDAV.org profile. This email may be different than the one you use to log in to 

MyDAV.org. 

 

Set your primary email address 

1. Log in to your Membership CRM Page on MyDAV.org. 

Note: See Register or Sign in to MyDAV.org in this guide for assistance. 

2. Click Membership. 

 
3. Click Member Profile. 

https://mydav.org/login
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4. Within your Member Profile, scroll down to the Email section. 

 
5. Select the appropriate email as Primary. 

6. Click Submit. 
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