
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 ROI and other outcomes

• Tracking milestones

• Surveys, data collection, and file upload submission
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The Life Cycle of an Opportunity

Progress Reports can be 
set up when creating, or 
later by returning to edit 
mode. More reports can 
be added over time.

= You Are Here



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 I 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.



Default Progress Report

• 3 sections:

• Funding

• Project

• Publications

• Can add:

• Fields to existing sections

• Additional sections

• File uploads

• 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



Question Field Types

• Date – Pick date from calendar

• Date Range – Pick 2 dates from calendar

• Dollar Amount

• Multiple Choice – Pick one from a list

• Multiple Choice with Other – Pick one or 
“Other” and then type in response

• Multiple Select – Pick one or more from a list

• Number Field – Commas inserted every 3 digits

• Text Box – Can set character or word limit

• Text Field – 255-character max (one line)

• Yes/No



Publications Section

Administrator Creation View Awardee Submission View



Adding File Uploads

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)

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.

Screenshots on next page



Assigning Progress Reports (Individual)



Assigning Progress Reports (In Batches)

• 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. 

Screenshots on next page



Assigning Progress Reports (In Batches)



Setting Report Reminders (Optional)

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 a specific 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.

Screenshots on next page



Setting Report Reminders (Optional)

Continued on next page…



Setting Report Reminders (Optional)



What will awardees see?

• Progress Reports tab 
(must be logged in)

• Click Progress Report 
Title to view a specific 
report

• Status and Deadline
columns help 
Awardees prioritize 
report completion

Continued on next page…



What will awardees see?
• 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

• Opportunity-Level – Download Application & Applicant 
Details report from Data Grid
• Each progress report shows on its own tab

• Section headers and file names display

• Across multiple opportunities – Reports tab > 
Applications > Download Report > Progress Reports



More questions?

Visit the Support Portal
• Log in to your site

• Hover over Help

• Click Administrator

Email support@inforeadycorp.com.com


