
 

 
 

         
 

               

 

                                              

                         

                       

                                       

          

 

 

 

 

                                

 

 

 

 

 

 

 

 

 

 

 

 

     

       

       

 

DEC01-CWA15-2015-
00003 

ement Too 

DECD1-
C00002GG- Multi-Year Linda V 
3350000 

Related Documents 

Name 

Initiate a/an Progress ~ 

PRGRPT-DEC01-C00002GG-3350000 1 

01/01/2016-
12/31/2018 

01/[)1/2016-
12/31/2016 

Contract 
Executed 

$60,000 [)[) 

Grants Gateway Progress Report Walkthrough 

To Initiate a New Progress Report (by Grantee): 

1. Log in as grantee and find the contract that you want to initiate a new progress report on. The contract has to be 
in the status of “Contract Executed”, “Grantee Modification Request (PM)”, “Offline Grantee Modification 
Request (PM)”, “Modification Request Review (PM)”, “Modification Request Review (CM)” or “Modification 
Request in Internal Review” within a period to have a Progress Report initiated. If in one of the stated statuses, 
click on the Application link. 

2. Hover over the “Progress Reports and Related Documents” link and click on “Initiate a/an Progress Report” 

If another Progress 
Report has already been 
initiated it will show 
here 
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PROGRESS REPORT MAIN PAGE 

Contract Properties 

Contract Number Contract Term From Cont ract Term To 

DEC01-C00002GG-3350000 01/01/16 

Period 1: 01/01/2016 - 12/31/2016 

Progress Report Summary 

12/31/18 

Prog1ress Re1r;mrt Number: PRGRPT-DEC01-C00002GG-3350000-P1-0D2 

Prog1ress R.e1port Period: 

Progiress R.e1port Name: 

Submitted By: 

Date Submitted: 

Date Apprnved: 

Final Report: 

Contract Type 

Multi-Year 

Status Changes Management Tools Progress Reports and Related Docu!Tilents 

Grant Creation and Editing Mlodule 
Use the menu below to acc ess the various ~o ponents of t e template .. 

Current Mode: Active 

Grant Opportunity B11ild Menu I Conlract Build Menu 

Progress Report Formats 
II n stmctio ns: 
1. Complete lhe req uired fields below. 
2. Uploead Progress- Report Te plates or enl.er a l1nk lo your website if applicable. 
3. Setect !he Save· button to save your work before mov[n;g from this screen 

-Setect-
Acce'ptable Prog1r,ess Re port Formats: I t, t * 

3. This takes you to the Progress Report Main Page as shown below. Note all fields will appear blank until you start 
working through the Forms menu and information will fill in as completed. 

4. From the Main Page, click on the Forms Menu link: 

5. The items to be updated are dependent on what was selected during the Contract Build Phase. The Grants 
Coordinator can select for either Work Plan or Uploads to be updated or may select both. 
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Forms Menu 

P,-nnr,:,<>c:. R,:,nnrt W m k Pl,m R,:,=nl -
E Forms Menu 

Progress Report Work Plan Based -
Project Summary 

Progress Report Work Plan Based -
Performance Measures (5) 

Progress Report Uploads 

Progress Report External Review 

Progress Report Summary 

Progress Report - Project Summary Update 
Provide an update on the project, including the overall goal and desired outcomes. Inc lude information such as location, target population, overall number 
of persons to be served, service delivery method and hours of operation. 

I\ 

V 

o of 50000 

Progress Report - Organizational Capacity Update 
Provide an update on the project staffing, qualifications and ongoing staff development/training activities, and relevant experience of the provider 
organization to support the project. 

I 
:1 

o of 4000 

6. First, click on the Progress Report Properties link. You must complete Report Period From and To dates, Progress 
Report Name and indicate if the Progress Report you are doing is the Final Report in order to get the page to save 
successfully. 

Note that the ‘Stop’ sign shows next 
to the link until the page has been 
changed, just like when working 
through the contracting process. 
You will know you have completed 
that page once the icon has 
changed 

7. Go back to the Forms Menu link and select the next link; Progress Report Work Plan Based – Project Summary. 
Just like when completing an application, Project Summary Update is required (indicated by the red asterisk), 
Organizational Capacity Update is not. Once completed go back to the Forms Menu and select the next link. 
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PROGRESS REPORT WORK PLAN BASED - PERFORMANCE MEASURES 

lln structi o ns,: 

1. Complete the required fie lds below. 
2. Selec th.e Sav,e but on o, save. 

Period! 1: □11D1 12D 1 6 - 12/3 1/2016 

Progress Report Number 

Progress Repo rt Period 

Progress Report Name 

P RG RPT-ID EC01-CO 002G G--3350D00-P 1-002 

01/D1/2016-12/3112D16 

Demo Prog ress Reports_ 1 

Progress Report 
Performance Measure 

Objective N!ame 

Objective 
Desaription 

Statewtde Coord inator for the 6D4l(b) Nater Qual'i!y Manag ement Plan 

Serve as Statewide Coord inator for the 604(b) Wa e,r Qu ari y Management Planning Program 

Task. Name Participate in afld encourage col!aboration of programs afld efforts between the 6D (b) grant rec ipients, olher entities 
rnvolved t water qu ality p rotet tion activities s atewide, and the Department 

Task Description 

Progress Report Perfonnance Measure Update 

Performance Mea,su re Name perf measure #1 

Progress Report- Pertmmanae Meas.ure Nar rafiv,e Update 

Progress !Report Perfo~mance Measure Up load U'pdate 

Bro•,vse .. . I 

Contract Performance Measure 

Contract - Performance Measur,e Narrative 

d esc riplion of pen measure #1 

Contract - Performance Measure U1ploadl 

NIA 

Contract- Performance Measure Integer 

>--

8. Next link takes you to the Progress Report Work Plan Based – Performance Measures. (This is only showing 
because it was selected when setting up the contract properties) This screen shows you all of the information 
the contract was originally submitted with, provides a place for you to input an update to your Performance 
Measure on each Objectives Task. You are also able to upload any documents to update your Performance 
Measure IF uploads were originally allowed when creating the application. 

Shows what was 
originally 
submitted with the 
contract 
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PROGRESS REPORT WORK PLAN BASED - PERFORMANCE MEASURES 

Instructi ons: 

PROGRESS REPORT UPlOADS 

Instructions: 

1.1.1 perf measure #1 
1 _2_ 1: perf measure #2 
1.3.1: perf measure #3 
1.4 .1: perf measure #4 
1.5.1: perf measure #5 

1. Agencies may d 1oose to provide Reporting Ternplales .. lf an Ag ency decides to provi de Tem plates it can be done in one of two ways, either by 
making the Reporting Tem plale(s) available for downlo acd or provid ing a 11111k to, the ir Agency Tem plate Library. 

2. Dow111 r.oad Reporting Ternp l:ates : If a template has been provided for download you can access it by clicking Ille Docum ent l ernp late: Click Here 
l[nk. Save 111,e Tem plale to your compu er. Once you have fi lled out he Reporting Template you can use the Bmws,e button under the Temp late 
Name/Descripti on to locale the docum ent on your computer arid upload ii as pearl of your Progress Rep ort.. 

3. If Download Reporting Templates is WA Ihle Ag ency did no make any Reporting Templates available for down lo,a;d 
4. Reporting lemplate Library Unk: Click this link o access Ul e Agency Reporting l em plal:e Ubrary. Do,wnload the les fro m Ill e I..Jib rary and save 

them lo your com pute.r. T o up oad these documents use U7 e Other Prog re ss Report Up I oad s sec lion. 
5. lf lRe po rting lernp late Lilbrary Link is NIA Ill e Agency did not provid e a link o a l emplate Library. 
6. Other Progress Report Uploads: Use !his section lo uploa d Reporti rng Tem plates downloaded from an Agency Ubrary, as well as fo r Report 

Doc urn ents w'here no template has been provided. Se lee I the B rnwse button to locale the docu men! on your computer. 
7. Se lec ltte Save butlon above to save uploaded documenls. 
8. Nole - Individual uploads are l im ited to a maximum 10 M B lite size, but there is no Cirn ii on th e number of documents you can upload. 

Progress Report Templates 
Downloading Reporting Templates NIA 

Reporting Template Ubra1ry L irnk: NIA 

Other Progress Report Uploads 

Remove Row Name 

□ 

Description 

Browse ... 

9. If you had more than one performance measure you must update each of them before you can submit your 
Progress Report successfully. Once all performance measures have been updated you can return to the Forms 
menu to click on the next link. 

10. If the agency has provided a template for you to update as part of your Progress Report you will do so on the 
Progress Report Uploads screen. Even if a template was not provided, documents can be uploaded here 
provided uploads were chosen during the contract creation. 
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- No errors have been found. 

Retu rn to t tte Forms Menu by clicking here. 

Managemeni To ols Progress Reports arnd Rela eel Doc umen s 

Selet t a button below to exei:ute 1h e approp riate stalu s push. 

Document I nforrrnaition: PRG RPT -DECO 1 -COIJ0□2 GG-3350000-P 1--002 

Parent l111formation: DECll1-CWA15-2ill..5...--0illilll 

Details 

li S UBMIITTE □ 

PROGRESS REPORT MAIN PAGE 

Contract Properties 

Contract Number Contract Term From Contract Term To 

DEC01-C00002GG-3350000 01/D 1116 

Period 1: 01/D112016 - 1213 1/2016 

Progress Report Summary 

1213 1/18 

Progress Report Nu mber: PRGRPTJDEC01-COODG2GG-3350 000.,P1-002 

Progress Report Period: 

Progress Report Name: 

Submitted By: 

Date Submitted: 

Date Approved: 

Fina l Report: 

01 /0112016 - 12/3112016 

Demo Progress Reports_ 1 

A StaceyGC S 

12114/2015 

No 

Contract Type 

MultiaYear 

Reports 

~ Progress Schedule Report 

11. Once you think you have updated all screens that need to be, click on the Check Global Errors button in the blue 
ribbon at the top of the screen: 

The green light indicates that all required screens have been updated successfully and the Progress Report is ready 
to be submitted: 

To submit the Progress Report click Status Changes and then Apply Status under Progress Report Submitted: 

12. In Step 3 we saw how none of the information on the Progress Report Main Page was completed. Once the 
report has been submitted you can go back to the Progress Report Main Page and see the Summary complete. 
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