eGMS Reach - How to Submit a Report

How to Submit a Report in eGMS Reach

Introduction

This document describes where to view your report schedule and how to submit a report in
eGMS Reach.

Submitting a Report

Log into eGMS Reach and select an award from the Awards dropdown list in the top menu, or
in the Awards section of the Home page.
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Figure 1: Selecting an award on the eGMS Reach Home page

On the Awards page, select the Forms & Reports tab. This tab shows the reporting
requirements, due dates, and report status for the award.
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Account  Help
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Interim Performance Due On
02/01/2023

For guidance on how to manage and
administer a discretionary award, see the
Institute of Museumn and Library Services
website at www.imls.gov/grants/manage-
your-award,

For Grants to States awards, please visit the
Grants to States Manual at
https:/Awww.imls.gov/grants/grant-
programs/grants-states /grants-states-
manual.

IMLS understands that COVID-19 may have
impacted your IMLS-funded project as
activities are postponed or canceled and
access to your workspace is limited or
denied. Please contact your program officer
through eGMS Reach to explore options
such as modifying project activities,
extending the performance period, revising
budgets, and rescheduling report
submissions. We are committed to working
with you to provide the maximum flexibility
allowed by our governing authorities,

Award: RE- -OLS-22

Information Funding Instructions Documents Venues Change Requests Payments

Messages Write Ups
Reporting Requirements

To submit a report, click on the pen next to the report's name. If the pen is not visible, the report has been received and the status has been
updated by agency staff, or you do not have permission to submit the report.
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Figure 2: Forms & Reports tab on the Award viewer

Submit a Performance Report

Performance reports are submitted through fillable web forms in eGMS Reach.
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To submit a report, click on the pen next to the report's name. If the pen is not visible, the report has been received and the status has been
updated by agency staff, or you do not have permission to submit the report.
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Figure 3: Accessing a report form in the Forms and Reports tab

Click the pencil icon next to the report’s name. If the pencil is not visible, either the report has
been received and the status has been updated by agency staff, or you do not have permission

to submit the report.
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Your name will be added to the IMLS Interim Performance Report Form as the Authorized Certifying Official when you submit this report.

Burden Estimate and Request for Public Comments: The public reporting burden for this collection of information is estimated at an average of 4 hours per response. This includes the time for reviewing
instructions, searching existing data sources, gathering and maintaining the data needed, and completing and reviewing the collection of ion. We welcome your ions for improving the form
and making it as easy to use as possible, Send comments regarding this burden estimate or any other aspect of this collection of information, including suggestions for reducing this burden, to
rantsadmin@imls.gov. Please note that awardees are not required to respond to a collection of information unless it displays  currently valid US. Office of Management and Budget (OMB) control number.

For the latest overall developments, please

Interim Performance Report

Recipient Identifying or Account Number (cptional

nter an account number or any other identifying number that you may have assigned to the award. This number is for your use only and is not required by IMLS.

Acti

s (required)

Provide a status report on your project actvities. I the irst cell enter a brief description of the first activity proposed in your approved application scheduled for this reporting period (1006-character limid. f ths is
or subsequent Interim Performance Report, begin with any activity that may have been scheduled for—but not completed within—a previous reporting period. In the second cell, choose
tion status s of the end of the period covered by this performance report. In the third, provide an explanation if you selected Partially

second, third,
“ompleted. Partially completed, or Not undertaken to describe the comp
completed or Not undertaken (2000-character limi).

Activity Proposed in Your Approved Application [compietion status [Explanation I Partially Completed or Not Undertaken 0]

Enter data and dlick Save at the end of the row to save and insert a new empty row.

B I Ujlarar¥ e O[T O

Select a value -
Save

| & ha Wordso Charscters 0 g

Figure 4: Open and complete a performance report form

Complete the performance report form, following the instructions provided for each question.
You may also refer to these detailed performance report instructions for additional
information. Required, conditionally required, and optional fields are labeled as such.
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Keywords (required)

Choose from one to eight keywords that best characterize your project. IMLS may use these keywords as search terms (n its compilations describing the agency’s grant
making andy/or provide them as tools to help applicants, other awardees, and the general public understand more about what IMLS supports.

* Keywords - Project Focus

Activities (required)

Provide a summary of your project activities. In the first cell, enter a brief description of the first activity proposed n your approved application (1000 character fimit). In the
second, choose Completed, Partially completed, or Not undertaken to describe the completion status as of the end of your awards period of performance. In the third,
provide an explanation if you selected Partially completed or Not undertaken (2000-character limit). Because this is the final report for your project, be sure fo include
all activities for the entire project, and not simply these completed since your most recent interim report.

Activ.ity Pmpuﬁed in Your Approved Completion Status Explanation If Partially Completed or Not Undertaken (7]
Application
Enter data and dlick Save at the end of the row to save and insert a new empty row.

BT U/« a4 -XD0E MK|EEEEEZe

€5 | BT

Select a value v
Save

<> HIML Words: 0 Characters: 0 4

Changes (conditionally required)

Certain changes in your project may require prior approval from IMLS, Consult the General Terms and Conditions for IMLS Discretionary Grant and Cooperative Agreement
Awards for your award, as well as 2 CER. part 200 (Uniform Guidance), for details. If there were any such changes for which you did not seek IMLS approval during the
period of performance for your award, list them here. In the first column, select the type of change. in the second, select the date it became effective. In the third, explain the
reason for the change. If you selected "Other Change” in the first cell. be sure to use the third fo include a description of the change you made. Please note that listing such
actions here does not constitute IMLS approval.

Type of Change “ Date Change Became Effective “Rﬂa“‘" for Change (7] |
Enter data and dlick Save at the end of the row to save and insert a new empty row.
None v £ ]
Save

Figure 5: Example performance report questions and instructions

If the performance report form contains multiple sections, use the Save and Continue button
to move through each section. You will need to enter data in each section’s required fields to
navigate to the next section.
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oy require prior approval from IMLS. Consult the General Terms and Conditions for IMLS Discretionary Grant and Cedperative Agreement

2 C.ER. part 200 (Uniform Guidance), for details. If there were any such changes for which you did not seek IMLS approval during the period of
hem here. In the first column, select the type of change. In the second, select the date it became effective. In the third, explain the reason for the
finge” in the first cell, be sure fo use the third to include a description of the change you made. Please note that listing such actions here does not

HDate Change Became Effective H Reason for Change (7] ‘
nd of the row to save and insert a new empty row.
- =
= Save

Close Save Save and Continue

Figure 6: Save and Continue button on a performance report form with multiple sections

If you would like to complete the form later, click Save to save your data. If you are finished
and ready to submit the form, click Submit.

‘Quality: The activities we carried out met the requirements and expectations of our target group(s).

Rate your performance during the project taking into consideration the performance measure statements you identified in your approved application. For each of the applicable performance measures, select one number, ranging from 1 (Never) to 5 (Always),
thaf best represents your project work. If the performance measure is not applicable. select "Not Appiicable” from the dropdawn.

Select a value v
Timeliness: We completed each task/activity within the projected timeframe.

Rate your performance during the project, taking into consideration the performance measure statements you identified in your approved application. For each of the applicable performance measures, select one number, ranging from 1 (Never) to 5 (Always),
that best represents your project work. If the performance measure is not applicable, select "Not Appiicable” from the dropdown.

Select a value v

Performance Measures Explanation (required)

Provide a brief explanation for your ratings.

Close | Previous || Save | Submit

Figure 7: Save or Submit a Performance Report Form

After submitting the report, the Reporting Requirements table indicates the Submitted status
of the report as well as the Submission Date. Click on the paper icon to view or download a
printer-friendly version of the report. If you need to make further edits, the pencil icon will be
visible and the report editable until marked as Under Review by agency staff.
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Award: RE- -OLS-22

Information Funding Instructions Documents Forms and Reports ~ Venues Change Requests Payments Messages

Write Ups

Reporting Requirements

To submit a report, click on the pen next to the report’'s name. If the pen is not visible, the report has been received and the status has been updated
by agency staff, or you do not have permission to submit the report.

Special Due Date Submission Submission

Actions Report Type N N Extension Date Comments Feedback  Status

Va Interim 10/31/2023 ot
Financial Submitted

— T

Interim Submitted via

B / Performance 10/31/2023 11212023 agency defined Submitted

form
T T = —— T T T T T

Interim Mot

4 Financial 101312024 Submitted

[ hl-g

Figure 8: Submitted performance report
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Submit a Financial Report

To submit a financial report, click on the pencil icon next to the name of the report you wish
to submit.

Complete the fields on the Federal Financial Report form. Click View Instructions for help in
filling out the form.

eGMS ENTNeGl Home  Awards Panels  Account  Help

Reminders v

Award: RE -OLS-22

Information Funding Instructions Documents Ferms and Reports Venues Change Requests Payments Messages Write Ups

Reporting Requirements

[Te submit a report, click on the pen next to the report's name, If the pen is not visible, the report has been received and the status has been updated by agency staff, or
ou do not have permission to submit the report.

3
Actions ~ Report Type H H
ol Federal Financial Report
Va im Financial View Instructions
B/ Interim 1. Federal Agency and Organizational Element to Which Report is Submitted nstitute of Museum and Library Services
Performance 2. Federal Grant or Other Identifying Number Assigned by Federal Agency RE-252381-0L5-22
e : Sample Institution(Washington, DC)
Interim Financial 3 g 0 4
/s 3. Reciprent Organization Washington, DC
Interim 4a UE
s
Performance 4b.EIN
Final Financial . Recipient Account Number or Identifying Number {optional)
5. Recipient Account Number o Identifying Number (optional)
7 Final 6. Report Type Interim v
Performance
7. Basis of Accounting Cash ’
8. Project/Grant Period 8/1/2022 - 7/31/2025
9. Reporting Period End Date 7/31/2023
10. Transactions Cumulative
Federal Cash:
10 a. Cash Receipts s
10 b. Cash Disbursements $
10 c. Cash on Hand (line a minus b) $ (calculate

Figure 9: Submitting a financial report
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After you complete the form, click on Submit Report. You may also click Save if you would like
to save your work and return to complete and submit the report later.

After you submit the report, the Reporting Requirements table now indicates the Submitted
status of the report as well as the Submission Date. Click on the paper icon to view or
download a printer-friendly version of the report. Click the pencil icon to edit the financial

report. You may edit only those reports that are in Submitted status or that agency staff have
indicated need revision.

nformation Funding Instructions Documents Forms and Reports Venues Change Requests Payments Messages Write Ups

Reporting Requirements

To submit a report, click on the pen next to the report’s name. If the pen is not visible, the report has been received and the status has been updated by agency staff, or
you do not have permission to submit the report.

Actions i Spemall Due Date Extension Submission Submission Feedback Status
Instructions - Date Comments

B/ Interim Financial 21172023 1M12/2023 Submitted
Interim . Not

4 Performance 21112023 Submitted
. ) . Not

ra Final Financial 11/28/2024 Submitted
p Final Performance /2812024 ot

Submitted

Figure 10: Submitted Federal Financial Report

Additional Help

If you have questions that are not answered within this document, please contact the eGMS
Help Desk by emailing Reach-HelpDesk@imls.gov.
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