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InfoReady Quick Start Guide

Progress Reports



What are Progress Reports (PR)?

A module in InfoReady to collect follow up reports from “Awardees”

for previously submitted applications. Progress Reports are helpful for:
* Ensuring post-award requirements are met
 Measuring ROl and other outcomes

* Tracking milestones

e Surveys, data collection, and file upload submission
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Progress Reports can be
set up when creating, or
later by returning to edit
mode. More reports can
be added over time.



How many should you set up?

* Questions to Consider
* Who are my stakeholders, i.e., who will want to know about the outcomes of awarded funds?
* How often do they need an update?
*  Who do you need information from?

*  What type of data will | need to extract?

* Notes

* You can wait to build progress reports after launching (and even after awarding).
* You can add more progress reports over time as needed.

* You can skip irrelevant progress reports for specific awardees.
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Default Progress Report

* 3 sections:
* Funding
* Project
e Publications

e (Can add:

* Fields to existing sections
e Additional sections
* File uploads
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Other actions:

Include instructions at top of PR

Add notes (instructions) for
individual fields

Make fields optional or required

Move fields or sections (drag
and drop by hovering to the
right)

Delete fields or sections



Adding Sections and Fields

* Click Add a Field to this
Section link below any section

* Click Add Section button to
create a new section

* Repeat as needed to modify
existing or new sections
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Drag & drop fields or sections to reorder

Section Title
New Section ]

© Add a Field to this Section

Add a New Section

Add a new section to this report by clicking the "Add Section” button below. You will be able to create a
section title, as well as add and configure any field types. Sections can be reordered via drag and drop.

Add Section




Question Field Types

 Date — Pick date from calendar

Add a Field to This Section

Ty e e * Date Range — Pick 2 dates from calendar

*Field Label: * Dollar Amount

Notes to Awardee: | Date Range | * Multiple Choice — Pick one from a list
RGO : * Multiple Choice with Other — Pick one or

Multiple Choice

“Other” and then type in response

Multiple Choice with Other
Multiple Sefect * Multiple Select — Pick one or more from a list

Number Field

* Number Field - Commas inserted every 3 digits

Add a New Section | TextBox

Text Field e Text Box — Can set character or word limit

Add a new section to this fton
section title, as well as ad( veq/No Question ns c

* Text Field — 255-character max (one line)
* Yes/No
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Publications Section

Administrator Creation View

Section Title
Publications

Note to Admin: The fields you include below will pertain to one publication entry. If more than one

Drag & drop fields or sections to reorder

@

publication exists, the Awardee will have an "Add Another Publication” button which will duplicate this set of

fields for the next publication entry.

Publication Title

Option v | | Text Field

Publication Date

Option v | & Date

Status

Option v | TextField

Publication Description

Option v | |Text Box

© Add a Field to this Section
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Notes to Awardee

Optional note to awardee about this field

Notes to Awardee

Optional note to awardee about this field

Notes to Awardee

Optional note to awardee about this field

Notes to Awardee

Optional note to awardee about this field

S

S

S

S

Awardee Submission View

Publications

Publication 1 @

Publication Title:
Publication Date:
Status:

Publication Description:
@ @@
BIUSHXHx T

Styles - Format

© Add Another Publication

Source

Words: 0, Characters: 0



Adding File Uploads

File Upload(s)

You may want to provide a document (file) to be completed and returned (uploaded) by the awardee and/or

simply request a document to be submitted (uploaded) by the awardee.
o Do you want to include file upload(s) with this report?
® Yes O No

v File Upload 1 @
e @® Ask the Awardee to upload a file
O Provide afile for the Awardee to complete and upload
*Label

Supporting Materials

Instructions

CRCRCIRS BE =™ im=EQ ¥ Bsouce
BIUSXx| Ll=:: ] EEE
Styles -~  Nomal - A- @)~

e Upload any additional documentation not captured in the questions above |

body p Words: 10, Characters: 72

e Will this file upload be required or optional? () Required @ Optional

Cance[

1. Select Yes to enable the file upload(s) section.
2. Choose how you would like to collect the file.

3. Add a label.

4. Add additional instructions for the Awardee.

5. Select if the file should be Required or Optional.
6. Click Add.

If needed, click the Add Another File Upload link
directly below the last file that was created.

To provide a file for the Awardee to Upload
Process is the same except in Step 2, you will:
- Select the file from your computer.
- Click Upload to attach the file.



Assigning Progress Reports (Individual)

Screenshots on next page

Application must have status of Awarded before any progress report can be assigned

1. From the Data Grid, click the title of the awarded application.

*  Click the Progress Report(s) button on the right local navigation menu.
2. Expand the relevant progress report by clicking the > or title.
3. Choose when to send the assignment email:

*  Automatically when the Schedule Assignment button is clicked OR
* A customized send date and time.

4. Choose a progress report deadline for the report for this Awardee.
The date set here will not apply to any other awarded applications.

5. Review the email subject line and body, then click Schedule Assignment.
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Assigning Progress Reports (Individua

HOME CREATE MANAGE APPLICATIONS PROGRESS REPORTS  CALENDAR MESSAGES REPOR’ v I Progress Repon 1 TEBD

Back | Manage Application: A sample competition Assignment and Reminders
Application When you're ready, configure and schedule this report assignment email to be sent to the Awardee. After the
has been , you will be able to schedule report reminders at any time.
‘You made Jane Doe a competition awardee. Rescind Award Accept or Return Application
Reviewers
Award Cycle: Ongoing Report Assignment
Internal Submission Saturday, May 15, 2021 Activity v Send assignment on:
Deadline: Please review the following information, make modifications if need, enter a report deadline and click
’ Notes (0) the "Schedule Assignment" button to schedule this report assignment.
Application Title: My really innovative proposal
Application ID: 000007 . @® Send i when the Assi button is clicked.
Applicant First Name: Jane e:ustomized Send Date Time

@ . e T o s

Progress Report Assignment

Delete Application *From
éssignment and Reminders _ v _ 1 of 3 Applications *Message Q
xpand a report to schedule the assignment and reminder(s), as well as to set a report deadline for this Awardee.
Areport will only be visible and accessible to the Awardee after the report assignment email has been sent. Prev Next (s) Email A (es) [EI |.EJ ;-@ [. ) E E Q :: @ Source
() Skip Progress Report 1 for this Awardee BIUSHXx T = IRTAE 3

Separate email addresses with commas

: L Styles -~ Fomat -~ A-BQ-
e . Erogress Reportd 1ep Award or ReJeCt Appllcatlon Cc/Bec others on this message

1>

() Skip Progress Report 2 for this Awardee Award “Report Deadline C ition: A sample ition
06/1/2021 & |1159Pm ®EDT o Application: My really innovative proposal
> I Progress Report 2 TBD Reject Hello Jane Doe,

Congratulations again on your award! As part of the award for the application listed above,
you have now been assigned Progress Report 1. This report is due {report deadline}.

Additional information can be found by clicking the "View Report" button below and logging
into the system to view the report. X
Words: 64, Characters: 403

Q
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Assigning Progress Reports (In Batches)

Screenshots on next page

* Go to the Data Grid > Post Award tab.
* If there are multiple progress reports, only one PR can be assigned at a time.
* Repeat the steps below for each report that needs to be assigned.

1. Check the boxes next to the applications that need to have progress reports assigned.

* If there are multiple progress reports, you only have to check the box next to one row that lists the
application.

* You'll select the report you want to assign in a later step.
2. From the Batch Application Actions menu, select Assign Progress Report.
3. Click Continue.
4. Select the progress report you want to assign to the selected Awardees.

5. Set a report deadline. (If you need to edit this deadline later, you must navigate to the
individual application.)

6. Review the email message and make changes if needed. When the message is finalized,
click Schedule Assignment. The email will be sent immediately.
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Assigning Progress Reports (In Batch

All Submissions & Drafts Review Award Post Award

v Overview

Report Status ® Ssubmitted ® In Progress @ © Otner Statuses @)  Overdue Assign Progress Repor[
® Submitted (2)

P Report 1 EE—— 2
® In Progress (0) @ fogress Kepo

0 . &
il Other Statuses (3) @ . 1 Select Report i
assigned Overdue (0)
Progress Report2 0 Progress Report 1 v
0
2 =
0 From
*Awardee(s) Email Address(es)
0 2 4 6 8 10
Separate email addresses with commas
Cc/Bec others on this message
i= Batch Actions ~ M Columns » | @ Grid View ~ & Download Reports Search Q
Clear All Search Fields & Filters @ “Report Deadline:
Add a Note
El 06/10/2021 @ [11:59PM O EDT
Assign Progress Reports 3
$¢  Download Selected (PDF) 4 Applicant 4+ Primary Organization 4+ Amount Awarded § Award AcctiRe “Subject
T —— Progress Report Assignment
O~ |Seach.. Q Search . Q Search .. Q Al - Search .. < e <
*Message @
000010 My application title Doe, Jane Academic Areas - College of Arts & A
Science - Psychology

Cancel Schedule Assignment
o 000023 My application Smith, Mary Academic Areas - College of 1000 P—

Engineering - Chemical Engineering

000023 My application Smith, Mary Academic Areas - College of 1000
Engineering - Chemical Engineering
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Setting Report Reminders (Optional)

Screenshots on next page

Schedule additional email reminders to encourage the Awardee to complete each report.
1. Click the Progress Report(s) button on the right side.

2. Expand the relevant progress report by clicking the > or its title.

3. Click the Schedule Reminder(s) link.

4. Choose how to send the reminder:
*  On aspecific date and time OR

*  Offset the send date by a certain time period before the deadline.
5. If needed, cc or bcc others on the message. This is optional.
6. Review the email subject line and edit if necessary.
7. Review the body of the email message and edit if necessary.
8. Click the Schedule Reminder button in the lower right corner.

Click the Add Another Reminder link to configure additional reminders for the progress report.



Setting Report Reminders (Optional)

Back | Manage Application: A sample competition

‘You made Jane Doe a competition awardee. Rescind Award
Award Cycle: Ongoing
Internal Submission Saturday, May 15, 2021
Deadline:
Application Title: My really innovative proposal
Application ID: 000007

Applicant First Name: Jane
Applicant Last Name: Doe

Assignment and Reminders
Expand a report to schedule the assignment and reminder(s), as well as to set a report deadline for this Awardee.
Areport will only be visible and accessible to the Awardee after the report assignment email has been sent

Skip Progress Report 1 for this Awardee

I >y I Progress Report 1 Ie Due: 06/8/2021

() Skip Progress Report 2 for this Awardee

?nfoReady“

Application

Accept or Return Application

Reviewers

Activity

Notes (0)

Edit

0 Progress Report(s)

Delete Application

1 of 5 Applications

Prev Next

Award or Reject Application

Award

v I Progress Report 1 Due: 06/8/2021

Assignment and Reminders
When you're ready, configure and schedule this report assignment email to be sent to the Awardee. After the
assignment has been scheduled, you will be able to schedule report reminders at any time.

Report Assignment
> Assignment was sent on: 05/10/2021 2:53 pm ¢#® Edit Deadline: 06/8/2021

Report Reminder(s)

I © Schedule Reminder(sﬁ e

© Add Another Reminder

Continued on next page...




Report Reminder(s) (2]
Vv Send Reminder On

*Send Date Time
@ 05/20/2021 ] 11:59 PM © EDT
e “Offset Send Date By Days/Weeks/Months
() Days v Before the Deadline
“From
v I Progress Report 1 Due: 06/8/2021
*Awardee(s) Email Address(es)
Separate email addresses with commas
Assignment and Reminders
Cc/Bec others on this message e When you're ready, configure and schedule this report assignment email to be sent to the Awardee. After the
Report Deadline assignment has been scheduled, you will be able to schedule report reminders at any time.
06/8/2021 B 1159PM © EDT
Report Assignment (2]
“Subject > Assignment was sent on: 05/10/2021 2:53 pm ¢ Edit Deadline: 06/8/2021
Progress Report Reminder @
“Message (3] Report Reminder(s) (2]
— -~ - > Send Reminder On: 05/20/2021 11:59 pm &' [iil —
@ @@ L] N RMEQ | [Bsouce
U x, x* | T iz E MW EE=EE
B Il Sxx L I © Add Another Reminder I
Styles - Format ~ A-DB-
Competition: A sample competition e
Application: My really innovative proposal

Hello Jane Doe,

This note is a reminder to complete and submit Progress Report 1 for your application as
part of the competition listed above.

Q Please take the time to comnlete this renort It must he suhmitted hv Tuesdav .lune 8 2

Words: 61, Charact 8 0
In I c Cancel Schedule Reminder




What will awardees see?

Hello, Jane | Sign Out | Help

clﬁfoRead
y * Progress Reports tab

(must be logged in)

(o]0 | L S R(@ (el PROGRESS REPORTS @RS »).\:3

° .
Your Progress Reports @) Cl |Ck Progress Report
. . o[
All of your Progress reports are listed below. The search, sort and filtering options allow you to organize your Progress Reports as desired. Click the Report Title to access your Progress Tlt I e tO Vl eW a S p e C | fl C
Report, along with details about the opportunity, and your submitted application.
report
e seret « Status and Deadline
columns help
All -
Awardees prioritize
My sample proposal A sample PR competition 1-Year Report Submitted 01/1/2022
My really innovative proposal A sample competition Progress Report 1 Submitted 06/8/2021 re p 0 rt co m p | et I O n
My really innovative proposal A sample competition Progress Report 2 Not Yet Assigned
An application title A sample competition Progress Report 1 Overdue @ 05/11/2021 at 11:00 am
An application title A sample competition Progress Report 2 Not Started 12/1/2021
Showing 1 to 5 of 5 entries Previous 1 Next

Continued on next page...
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A sample competition
Application Title: An application title

Progress Report 1: Due: 05/11/2021 (Overdue)
Progress Report 2: Due: 12/1/2021

Progress Report(s)

Progress Report 1 Progress Report 2
Due: 05/11/2021 Due: 12/1/2021

Progress Report 1

Funding

Have you received funding? Yes

Start Date
Funding Date Range: &
Direct Funding: $
Indirect Funding: $
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[® Excet

* indicates required

Publication Description:

© Add Another Publication

File Upload for Progress Report 1
Upload File

Select File

Upload

Save as Draft

Source

Words: 0, Characters: 0

Submit Report

Any assigned report will
display at the top with its due
date.

Report content (including
title) will vary, based on the
administrator’s configuration.

Awardees can save as draft if
needed.

When ready, they click
Submit Report.



Downloading Progress Report Data

* Individual report — Click Excel icon on Progress
Report(s) screen of application

e Opportunity-Level — Download Application & Applicant
Details report from Data Grid
* Each progress report shows on its own tab
* Section headers and file names display

e Across multiple opportunities — Reports tab >
Applications > Download Report > Progress Reports
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More questions?

Help and Support

Visit the Support Portal
This application runs best on the latest

b Log in to yOu r Site supported versions of Chrome, Firefox,

and Safari browsers.

e Hover over Hel p For assistance logging in or using the

system, please click here to submit a

e Click Administrator SippaRtickEE

Please visit the Support Portal to access

Email Su ppOrt@infOreadyCOrp.COm | FAQs, videos, user guides, forums, and

more!

Click to access help for:

« Administrator fi—

« Applicant
« Reviewer

. What's New




