G6 - Submitting Project Performance Reports
1. Loginto your G5 account OR Login.gov.

2. Under Grant Maintenance, choose Performance Reports > Package Submission.

L ET N =1 8-1=1{(, 8 |Grant Maintenance

Administrative Actions Performance Reports

Initiate Actions Package Submission
Inquire Actions

3. Select the Award from the list of awards > Click Continue.

Submit Performance Reports

Award List Performance Report List

My Awards

The table below displays the list of grantee awardsg|

Select* PR/Award No
O R305A090153
Go To Home| Continue >

4. There are two sections: Current report packages and My Performance report.

Performance Report Packages

The table below displays the list of packages for medestones, You may select s record to inftiste a package,

I( urrent Report Packages I

The listing below dsplays the report packages currently available. Select a record and use the Inmiate buston to begin a package.

Total Records: 1 M Page 1of1 LIl Jump to Page |1 Go I

Select Report Type Budget Period Due Date Packaqe Status
O Annusl Faancial 1 10/29/2010 0&:30 PM LST Mok Crastad

Total Records: 1 bel s Page 1 of 1 LC) Jump to Page Il Go I

Initiste

[Ply Performance Reports l

The table bedow displays &% available packages for milestones that you have previously inibated whech may still need to be submettad, This also includes

milestones which have passed,
Jump to Page |1 Go I

Select Eoport Type ER/Award No  Uudget Period Due Date Last Updated Date Package Stotus

o anrwal Pefarmance PAOTWLO00DL 1 07/02/2010 04,20 PM EST 07/29/2010 03,93 PM EDT Draft

& [= Page 1of1 M umete Page [ Go |

Total Records: 1 1 2 Page 1 of 1 D

Total Records: 1
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5. To start a new report, select the report and click Initiate.

Performance Report Packages

The table below displays the list of packages for milestonss, You may selact s racord to initiate & package,

Current Report Packages

Total Records: 1 b Page1ofl 2 o
Select Report Type Budget Period Due Date
@ Annual Foancial 1 10/29/2010 04:30 PH LST
Total Records: 1 LI Ll Page 1 of1 LU
Initiste

The listing below dsplays the report packages currently available. Select a record and use the Inftiate button to begin 3 package.

Jump to Page

Packaqe Status

Jump to Page

[ [sel

Mot Crested
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6. The new report will open.
It will show the forms that should be filled out for the progress report.

TORATRSTGS T =

Select* Farm Title

2390_6003_Geart Darformance Raport Covar Shast (ED 524B) - Ravised 2008

O 1851_6002_Geart Performance Report (ED S24B) Project Status Chart - Section A

O 1852_6003_Grant Performance Report (ED S248) Praject Status Chart -« Section B & C

O Standard Project Kamratue Form

Total Records: 4 LIggLt Page 1 of 1 LIy L

Wiew Form I Edit Form I Previaw Package I
< Previous | Cancel ‘ Continue > | Save [ User Privileges Comments View History

O T FagE

Jump to Page

IL3

|
Form Status

Drafe
Drafe
Draft

Drafe

F~ el

To fill out a form, select it > click “Edit Form”.

7. Click the appropriate Performance Report.

Check only one box per Program Office instructions.
m Annual Performance Report ™ rinal Performance Report

General Information

8. Fill out the form and upload any necessary attachments using the “Browse” function.

Grant Performance Report (ED 524B) Executive Summary Attachment:

Tite = IF‘roy_-a Director

File Browss.

Only the following file formats will be accepted: MS Word (Jdoc ), Rich Text Format (rtf ) or Adobe Portable Document Format (pdF )

™ rorm Complete

Cancel ‘ Save & Return to Package | Save l

Once the form is complete, select the Form Complete button then click Save & Return Package.
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9. When all forms have been completed, click Save.
Total Records: 4 0 % rege IoTl % umptopage 1 Go |

Select” Eorm Title Form Status
O 2390_£001_Swanrt Pesformance Report Cover Sheet (ED 524R) - Revised 2008 Complated
O 1851 _60032_Grant Performance Report (D 9240) Froject Statur Chart « Section A Completed
O 1852 6003 _Grant Performance Report (ED S248) Project Status Chart - Section B & C Complated
@ Standard Prodect Narrative Form Completed

Totsl Records: 4 0% 4 Page 10f1 oM jumotopage  [1 Go |

10. To preview the package, click on the Preview Package button first, then Click View the Report
Package Document.

Total Records: 4 U 1% Page 10f1 M umptorage 1 Go |

Select* Lorm Title Lorm Status
o 2390_&004_&rant Pesformance Report Cover Sheet (ED S24R) - Revised 2008 Completed
O 1851_6002_Grant Performance Report (ED 324R) Project Status Chart - Section A Campleted
O 1052 6003 _Grant Performance Report (ED S248) Project Statur Chart » Saction B & C Complatad
@ Standard Presuct Kamrabus Farm Complatad

Totsl Records: 4 LIggE] Page 1 of1 gLl Jump to Page |1 Go I

View Form | Edit Form | Preview Package |

< Previous | Cancal ‘ Continus > I Save l User Privileges } Commeants View History

A PDF document will open in your browser window.
It will contain a cover page, and the filled out forms for your progress report.
Once you have reviewed the PDF, you can close the PDF window.

11. The final step is to proceed to the Summary, and Submit the report

Eorm Title Form Stotus
2330_6001_Grant Performance Report Cover Sheet (5D 524B) - Revised 2008 Completed
1251_6002_Grant Paformance Report (ED S24R) Progect Status Cham - Section A Completed
1032_6003_Grant Peformance Report (FD S248) Progect Status Chart « Section b &< Completed
Project Karatue Completed

Authorization Statement

To the best of my knowledge and bekaf, o¥ dats in this performance report is trus and correct. Thes document has been duly authorized by the governing
body of the grantse,

Submission Alert

You are subsmitting this irdesmation on behalf of the Authorized Represertative, By submitting this parformancs report | cartdy that the authorizing
reprasentative of the grantes's orgamszation has spproved this report,

Submission Warning

Warring! All grantsss must Follow the internal admirestrabve and dearancs procedures of their organezation, [t s a fraud and a Federal falony 1o subemit
his report # not spproved by an Authorized Repracentative for your inst2ution,

Conflrmation Statement

A confiernation message will be sent to the authonzed representative o an e-mad address s provided.

< Previous | Cancel I swmnl
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12. You will receive confirmation that the report was submitted.

Submit Performance Reports

Package Information Summ ary Canfirmation

v The reports package was successfully submitted and a notification has been sent to the Grantee Representative. PR/Award No.:
PA07W 100001,

More information can be found on the G5 External Users guide.
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https://g5.gov/G5HELP/exthelp1/index.html

