
 
 

Welcome to FIRST® Washington! We are looking forward to the upcoming season of learning, 

innovating, and competing. If you are reading these instructions, you have graciously agreed to be your 

team’s administrator. We have recently changed some of our systems to allow for much easier access 

to your team’s information and records. 

 

Aplos Account Set-Up 

The beginning of this document will guide you through the initial set-up of your team Aplos account. 

With Aplos, you will be able to better manage your team’s finances and donations. 

 

Expensify Account Set-Up 

The next part will be a guide for the initial set-up of your team Expensify account. With Expensify, you 

will be able manage team expenses and reimbursements.  

 

Booster Account Manual 

The final part will be a day-to-day guide on how to use both Aplos and Expensify in the best way 

possible for your team! 

 

 

 

  



 
 

APLOS ACCOUNT SET UP 

INITIAL APLOS ACCOUNT SET-UP: 
1. You will receive an email confirming your email address that FIRST® Washington is using, when 

you do click ‘verify’. 

** The email may not show up in your main inbox, check your junk or spam inbox to move it** 

 

2. This will take you to the sign in page.   

 



 
 

3. Enter your email and click ‘Forgot Password?’ and enter your email address. Go back to your 

email and click on the ‘reset password’ link. 

 

Type in your email address and choose your password and confirm it. This will give you access 

to reports related to your team’s activities including balance in account, donations recorded, 

and expenses that have been processed.  



 
 

TEAM ADMINISTRATOR SET UP: 
You will also be given responsibilities as a group administrator for your team.  

1. You will be invited to join your team’s group. Email invite will look like this (NOTE: the email 

address that it comes from is comms@aplos.com):   

 

Click on the link to join the group. It will take you to this page where you will be able to accept 

the invite by clicking on the ‘Accept’ button. 

 

  



 
 

2. Confirm your acceptance by clicking the button 

 

Your Aplos account home page looks like this and you will have an active link to your team 

page.  

 

  



 
 

MANAGING APLOS ACCOUNT AND GROUPS 
1. From your Aplos home page you can manage your account; in the top right corner, you will see 

this icon: 

Click on the icon and select ‘My Aplos’. 

Then you will be taken to this screen where you can manage your group or view your 

donations: 

 

The ‘Group Name’ is a live link that will take you to your Group page.  

 

GROUP HOME PAGE 

Your group’s home page should look like this: 

 

From your Group Home Page, you can manage:  

• People (team members) 

• Meetings 

• Events scheduling and  

• Email communication 

• Document management

** See https://www.aplos.com/support/articles/using-groups-and-teams/ for more information on 

managing groups/teams.   

https://www.aplos.com/support/articles/using-groups-and-teams/


 
 

Here is a brief summary of some basic tools to get you started: 

PEOPLE  

Click the ‘people’ button on the left navigation bar, then click on the  icon to add new/existing 
team members, delete members, and send or resend invitations to members. You can also add ‘roles’ 
if you’d like to delegate some responsibilities to manage the group.   
 

 
 

To invite members: 

1. Select ‘add new person’ from the menu above and complete the fields below: 

 

  



 
 

2. After you create the team member, click on the 3 dots, and ‘invite’ the team member (see 

highlights below) 

 

 
 

Assigning Roles 

You have the option to assign group administration responsibilities to each member by clicking on the 

button next to each person’s name. 

 

Each of the roles have different permissions. Below is an explanation of each role: 

• Group Administrator – Full access to group settings and functions 

• Meetings and Events Administrator – Add, delete, and edit meetings & events 

• Documents Administrator – Add, delete, and edit documents 

• Email Administrator – Manage distribution lists in the email area 

• Group Member Administrator – Add, delete, and edit members from the People screen 



 
 

MEETINGS 

Schedule any group activities, meetings, for your team here: 

 

 

 

EVENTS  

Here is where you can schedule volunteers/location for events, track attendance, view calendar: 

 



 
 

EMAIL 

You can send and receive emails from your group members. Unlike messages where members will 

have to log into the group to see them, emails will be sent to a member’s email address so they can 

see it even if they are logged out. 

  

You can also create email distribution lists to make communication easier to different groups within 

your team. Instructions for creating distribution list can be found here.   

https://www.aplos.com/support/articles/create-email-distribution-list/ 

 

  

https://www.aplos.com/support/articles/create-email-distribution-list/


 
 

DOCUMENTS 

This area provides a centralized, easy-to-access area that help groups and teams store and organize 

documents such as minutes, flyers, forms, and other group information that is helpful for group 

members to be able to access. 

 

**Note: Only Group Administrators and Document Administrators can upload documents, but all 

members have access to this area to be able to download files. 

https://www.aplos.com/support/articles/document-area-overview/ 

 

ONLINE DONATIONS  
Collecting donations to your team can be done online via credit/debit card or ACH (eCheck). As your 

teams raise money, it is easy to send the link via email and potential donors can make the donation. 

Funds are available within a few days and tracking of donations is easy. All you need to provide is your 

team number and the link below: 

https://www.aplos.com/aws/give/FirstWashington/DonateNOW! 

We encourage all our teams to move toward online donations to minimize administrative burden on 

team administrators/treasurers as well as keeping our costs low so we can spend more on supporting 

programs.   

 

https://www.aplos.com/support/articles/document-area-overview/
https://www.aplos.com/aws/give/FirstWashington/DonateNOW!


 
 

TEAM EXPENSES 
FIRST® Washington is implementing a new system for managing expense reimbursements from team 

booster accounts, using expensify.com. The expense reporting and reimbursement will be electronic 

using an expense reporting software called expensify.com. We ask that reimbursements be 

requested/managed by one member of the team in order to keep cost low. Additional users will add 

expense to the process and may be passed on directly to the team.   

 

  



 
 

REPORTS 
When you log into Aplos you will see options across the menu bar: 

• Dashboard (where it takes you when you log in) 

• Reports – access to current account balances, donations made by person, and expenses 

you’ve incurred 

 

 

Income statement 

 

 



 
 

Balance Sheet 

The balance sheet shows the amount available in your booster account. 

 

 
 

 

Donations by contact (donor) 

 

 



 
 

EXPENSIFY ACCOUNT SET-UP 
 

FIRST® Washington is implementing a new system for managing expense reimbursements from team 

booster accounts, using expensify.com. The expense reporting and reimbursement will be electronic 

using an expense reporting software called expensify.com. We ask that reimbursements be 

requested/managed by one member of the team in order to keep cost low. Additional users will add 

expense to the process and may be passed on directly to the team. 

 

1. Once a team administrator registers (or re-registers), an email invitation will be sent from 

expensify.com, click on the link and create a password for your account. 

 

 
 

2. After you set your password, go to ‘Settings > Your Account > Account Details’ on the left 

navigation bar and put in your name. 

 

 



 
 

 

3. Add your reimbursement account 

a. Go to ‘Settings > Your Account > Reimbursement’ and walk through the steps to add the 

account to which funds should be direct deposited (bank deposit) 

 

 
 

OR 

b. Click ‘Link’ for PayPal deposit 

 
 

**In either case, this must be done in order to receive reimbursement, all reimbursements will be 

electronic. 



 
 

 

 

4. Other items that can be managed are on the left navigation menu: 

• Preferences - e.g. export format 

• Expense Rules - If you use the same vendors over and over, you create a rule to code them 

to the appropriate account 

• Credit Card Import - Transaction can import transactions from a file 

5. Click of your profile to change account details. 
 

TEAM EXPENSE REIMBURSEMENTS 

Once your account is set up, you can send receipts directly to your expensify.com account. 

 

1. Enter expenses – three ways to load recipients into expensify: 

a. Send receipts from your email account used to set up your expensify.com to: 

receipts@expensify.com 

b. Upload receipt via expensify.com; OR 

c. Manually enter (Follow Step 2) 

2. Log into your expensify account and click of ‘Expenses’ on the left navigation bar. Click on the 

green ‘+’ and the following window will open: 

 

** All fields are required ** 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. If you have uploaded or emailed receipt directly to expensify, you can click on the receipt and 

fill in the fields that have not yet been completed. 

 

mailto:receipts@expensify.com


 
 

4. Reports 

a. Once you’ve created a report, you can add expenses to the existing report by clicking 

the green ‘+’ button below. 

 
 

OR 

b. You can submit your expense report for processing to FIRST Washington by clicking the 

‘Submit’ button. 

 
 

5. FIRST Washington will review expenses and approve when all documentation has been 

submitted. *FIRST Washington may reject any expenses without receipt or proper 

documentation* 

 

6. Reimbursement of expenses: all reimbursements will be via expensify.con 

a. You must enter the account where the reimbursement should be deposited, go to 

‘Settings > Your Account > Reimbursement’  



 
 

b. You can either enter a bank account OR a PayPal account, click on the buttons and 

follow the instructions to add your account: 

 

i. Click on ‘Add Deposit Account’ 

 
 

OR 

ii. Under PayPal reimbursement accounts, click on the link adjacent to ‘deposit’ 

 
  



 
 

BOOSTER ACCOUNT MANUAL 
FIRST® Washington (“FW”) is only able to process credit card transactions, electronic funds transfer and checks 

for donation purposes. FW will NOT accept donations of materials for resale, cars, boats, or other items. We will 

accept items donated for raffles in some cases with prior approval. 

 

FUNDRAISING & DONATIONS 
In order to qualify as a charitable contribution under IRS regulations, funds must be raised for the benefit of FW 

but may specify support of your specific teams.  

TEAM EXPENSES 
Account funds can be used to pay for expenses that meet the mission of FW including materials, registration 

fees, and other documented event expenses directly related to FW charter.   All costs are managed by 

Administrator or a single designee.  

1) Legitimate expenses may be paid for out of your team funds including but not limited to: 

a) Robot parts 

b) Participant travel expense 

2) Expenses that are not considered valid include, but are not limited to: 

a) Non-participant travel  

PRE-APPROVALS 
Prior written approval is required on certain purchases. 

1) Travel related expenses and purchases in excess of $xx must be approved in advance. 

2) Equipment purchases in excess of $xx may require direct payment by FW.  

Any expense that may raise a question regarding the legitimacy of the expense. 

SALES TAX 
Please pay sales tax; purchases for resale are exempt (if you have a resellers permit), but nothing teams are 

purchasing are for resale.   

REIMBURESEMENT OF TEAM EXPENSES 
Administrator must verify Account balance before requesting reimbursement for team expenses by logging into 

the team admin account at www.aplos.com.   

Team expenses are reimbursed electronically through www.Expensify.com  

1) Each team will have one expensify account/email associated with your team. 

2) Expenses with valid receipt will be entered into Expensify by Administrator or their designee. 

3) Administrator will submit expenses for approval through Expensify.com. 

4) FW will review, approve (or reject), and reimburse funds directly from expensify (electronically).    

5) Reimbursement of expenses will be processed electronically through expensify.com.  This will require 

administrator to input a direct deposit account into expensify directly. NOTE:  It takes few days for 

expensify to verify account before allowing reimbursement.   



 
 

TEAM DONATIOINS 
1) Online donations are the preferred method of collecting funds.   

2) Donations can be made at www.firstwa.org. (click on the donation button) or with the attached link:  

[link to donation widget] 

3) If your donors intend on specifically supporting your team, they must select the team/program number 

under purpose on the donation page e.g. “FRC 4089”, “FTC 1039” or “FLL 10141”. 

a) Donations made online will be available within three business days. 

b) Administrator will be able to verify receipt by logging into Aplos.com and going to the reports page.   

Checks must be made payable to “FIRST Washington”, the memo line should contain your team’s program and 

number.  

1) DO NOT MAKE the check payable to your team or an individual. FW cannot deposit these funds. 

2) Donors full name, address and email address must be included on all checks.  

a) The mailing address for the FW is: 

FIRST Washington 

21238 68th Ave S  

Kent, WA 98032 

 

b) Funds donated by check may take up to 2 weeks for funds to become available for use. 

c) FW reserves the right to charge a processing fee for any checks processed. 

3) Donation receipts are generated for all online donations. 

TEAM NUMBERS 
 FLL Teams should use their current team number. If your team number changes year to year, you should let FW 

know about the new number as soon as it is assigned. 

CORPORATE MATCHING 
Teams may request employee matching funds from Donors’ employer.  

1) Donors must designate your team (include team # and program) in order to credit your Account. 

2) Documentation for donors:  Information that some donors require, including W-9 form, the IRS 

determination letter, and a funding instructions is available on the online donation page at 

www.firstwa.org[need specific link] 

DONATIONS VS FEES 
We need you to keep clear the distinction between a donation and a fee. We are willing to accept both for your 

team, but donations and fees are accounted for differently. 

If your team is soliciting funds from the general public, family members, and sponsors to support the activities of 

the entire team, then these will all be considered donations to a public charity and will be eligible for tax 

deductions. 

If your team requires or collects a fee from each participant on the team, these are generally considered not to 

be donations. You can still collect them, and we will manage them on your behalf, but they are generally not 

eligible for tax deductions. 



 
 

Fees collected as team activities get a little tricky. If your team is holding a summer camp for FIRST Lego League 

as a fund-raising activity, we can accept and manage the funds on your behalf. The fees collected by your team 

from the participants are not generally deductible and you should not be collecting such fees as donations. 

However, if you are collecting donations to cover all expenses for the summer camp from sponsors or the 

general public, these donations (as long as not required for participation or direct at specific individuals) may be 

deductible. 

What we require is for you to keep separate donations vs fees. Again, we can help manage both sides, but we 

require you to tell us when money collected is in the form of a fee. 

Sales of goods at events like silent auctions are also considered donations when the amount paid for the item is 

above fair market value. If someone pays $100 for a cake at your desert auction, you need to prepare a 

statement for this item that claims a reasonable fair market value. As an example: perhaps 

$10 for a cake at the store. The donor therefore bought a $10 cake and donated the other $90 to your team. 

They can deduct $90. 

Statements for these items are required for any contribution valued at over $75. 

TAX DEDUCTABILITY EXAMPLES 
For a donation to be tax deductible by your donor, there are some specific guidelines that must be met. You 

need to be aware of this as some of the money you collect is likely to NOT be deductible. There are many 

permutations for this and lots of grey areas. In general, if someone is paying for a specific person to participate 

in an activity, it is not deductible. If someone is donating to offset expenses for the entire team, it is deductible. 

Some examples: 

1) Your team has asked Donor X for $1000 to support your team. Donor X writes a check to FW and 

specifies it is to be used for your team. This is a deductible donation from Donor X, and we will 

2) be sending them a tax receipt. 

3) Your Microsoft parent donates $500 to your team. This is deductible. The Microsoft parent submits a 

matching gift request to the company. This can also be received and put towards the funding of your 

team. 

4) Your team requires each student to pay a $150 user fee to participate on your team. Each team member 

sends a $150 check to FW. In this example, the fee is NOT deductible! We can still collect the money, 

and use it for your team, but FW will not send out tax receipts for this, nor should the student’s family 

attempt to deduct this from their taxes. 

5) Your team is travelling to Atlanta for the World championships. Money collected to pay the entire 

team’s expenses may be deductible by the donors and can be used to send the team members to 

Atlanta for the purposes of participating in the program. We cannot, however, pay for brothers and 

sisters, aunts and uncles, or other persons not involved in the participation in the event as a deductible 

activity. In addition, we can’t have individuals pay their share of the expenses as a deductible activity. 

We can accept fees and apply them on the individual’s behalf, but they are not able to deduct these 

from their taxes. This is a particularly grey area of the accounting rules. If you have questions about this, 

you should consult your tax advisor. 
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