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How to Submit a Performance Report

Programmatic Measure Report Submission 
Note: Make sure to have a Reporting Schedule for the Programmatic Measures Report 

Submission. 
 

 
 

A. Step 1: Download the Report 
 

1. Select  My Projects found under the Grants Section from the navigation menu, then 
double-click on the Grant/Project from which you want to submit the Report 
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How to Submit a Performance Report

2. Select the Related drop-down menu, then select Reports. 
 

 
 

3. Filter or select the report information related to the project reporting period. Select  

Refresh. Then, select  Export to PDF. 
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How to Submit a Performance Report

B. Step 2: Submit the Report 
1. Select  My Projects found under the Grants Section from the navigation menu, then 

double-click on the Grant/Project. 
 

 
 

2. Select the Related drop-down menu, then select Reports Schedule. 
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How to Submit a Performance Report

3. Select the report line-item from the scheduled reports, then select the  Edit Button. 
 

 
 

4. Select the Add Notes/Attachments Tab, then select  Add Note and Attachment. 
 

 
 

5. Fill in the required information*, then select and search for the file to attach. Then, 

select  Save. 
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How to Submit a Performance Report

6. Fill in the Report Filed By, and Report Filed On information. Then, select  Save and 
Close. 

 

 
 


