ODF-UCF Tutorial: Submitting a Progress Report

Getting Started

Progress Report Forms

Progress Report Video Tutorial

Getting Started

1. Loginto the online grant portal (WebGrants - Oregon Department of Forestry).

L Login

A Enter your user id and password

b‘[ester‘} ‘

Forgot User ID? Reset Password?

2. From the side menu, click on “Grants”.

Evan Tester

Tester Role, Grantee

Dashboard
Funding Opportunities
Applications

@ Grants >
Reports

My Profile



https://www.youtube.com/watch?v=fMIsKvOk1Nk&list=PLhtLP-50RDaROfkNDcH-zVw0GkR2x6iMk&index=1
https://orforestry.webgrantscloud.com/index.do
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3. Select the grant you would like to access in the “Current Grants” listing.

CurrentGrants  Closed Grants Search Claims

iE Current Grants

All active grants are listed below.

Search:
ID & Status Year | Title Organization Program Area Funding Opportunity Start Date  End Date
1011 2024 Evan's Test BaseLine Tester UCF-Urban & Community  1010-Growing Equity: Urban & Community 01/01/2024  12/31/2024

App - KEEP Organization Forestry Program Forestry Inflation Reduction Act - 2024

Showing 1 to 1 of 1 entries

Grant
Amount

$316,223.00

$316,223.00

4. Once you have selected the grant, you will be directed to the Grant
Components. Select “Progress Reports” from the list of Grant Components.

i= Grant Components

The grant forms appear below.

Your grant award details are saved here, as well as man

Component

General Information
Claims

Progress Reports
Contract Amendments
Site Visits

Contract

5. Click “Add Status Report” button.

Grant List Genera Claims Progre Contra Site V Contra Encumb Comes Parine Eligib

Progra Key Mi Budget Intern Clozeo

B Progress Reports

All status reports created for this grant appear below.

D & Type Status Title Reporting Period Due Date Last Submitted Date = Arrived
1011 - Quarterly Approved - 1062872024 © Oct 15, 2024 5:31 AM ~ On Time
001 Report




Back to Top

6. You will then be directed to the Claim “General Information” form.

General Information - status Report - Edit

In the form below, complete all required fields. Enter the period of coverage for the information detailed on this
report. Select the starting day and the ending day. All statuses and activity reported on this report should have
occurred during this period of time.
Status*:
Sub Type*: v
Title:
Report Dates:

Start Date End Date

7. Select from the following “Sub Type” options:
a. “Quarterly Report”: This will be the standard progress report for
subrecipients, unless it is the final close-out report for the award.
b. “Final Report”: This is the closeout report, which is selected only when all
the work is complete.

8. Enter a title for the report. There is no required format, but we recommend the
following: Organization Name - “Progress Report” - Quarter Number - Year. For
example, if the organization was ODF and | were submitting a report for the second
quarter of 2025, | would use the title “ODF - Progress Report — Q2 - 2025”.

9. Enter the Report Dates. Include the start and end date of the period you are
reporting. For example, if you are submitting a progress report for the second
quarter of the year, type in 04/01/2025 as the start date and 06/30/2025 as the end
date.

10. Click the “Save Form” button to finish the “General Information” form.

General Information - status Report - Edit B saveFo

In the form below, complete all required fields. Enter the period of coverage for the information detailed on this
report. Select the starting day and the ending day. All statuses and activity reported on this report should have
occurred during this period of time.
Status®:
Sub Type®: Quarterly Report v

Title: | ODF - Quarterly Report - Q2 - 2025

Report Dates: | 04/01/2025 06/30/2025

Start Date End Date




[Back to Top]

11.When you create a new Progress Report, you will automatically be directed to the
Progress Report Components list after saving the General Information form.

Progress Report Preview  Attachments  Alert History Map

[ Progress Report Details

Progress Report cannot be Submitted Currently
* Progress Report components are not complete

Component Complete?

General Information v
Progress Report Form
Program/Project Narrative

Key Milestones

Supporting Documentation

51 Copy @ Preview Progress Report

Last Edited

Dec 15, 2025 9:13 AM - Evan Tester
Dec 15, 2025 1:37 PM - Evan Tester
Dec 15, 2025 9:13 AM - Evan Tester

Dec 15, 2025 1:37 PM - Evan Tester

12.If you are returning to a report that you already set up, follow steps 1-4 above,
navigate to the progress report you want to update from the list of available reports,
and click on the “Edit Progress Report” button.

[ Progress Reports
All status reports created for this grant appear below.

ID & Status

Type Title Reporting Period Due Date Last Submitted Arrived
Date
1011 - Quarterly 10/29/2024  Cct15,20248:31  OnTime
oo Report AM
1011 - Final Report Editing
002
1011 - Quarterly ting ODF - Quarierly Report - Q2 04/01/2025 -
013 Report - 2023 067302025
Status Report Preview  Attachments Alert History Map

B Status Report Details

1011 - Evan's Test App - KEEP - 2024
Status Report Details

ol

g
2
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Progress Report Forms

1. There are five sections that need to be completed before you can submit a
progress report. Once you have marked a form as complete, a green check mark (+)
will appear in the middle (“Complete?”) column of the component list (for example, see
General Information above). You will only be able to submit the progress report once all
forms are marked as complete.

a. General Information - This form is completed when you create a progress
report and requires you to input basic information on report type, title, and
dates (see steps 6-10 above).

b. Progress Report Form - This form is where you document a summary of
project progress, any problems encountered, planned changes, and
additional comments.

c. Program/Project Narrative — This form is where you document

accomplishments completed (i.e., performance metrics).

d. Key Milestones - This form is where you document progress towards
completing project deadlines.

e. Supporting Documentation — This form is where you submit any additional
documents. Note: you will need to complete the first question of this form
regardless of if you wish to submit additional documentation.

Progress Report Preview  Attachments  Alert History  Map

R Progress Report Details ¢ Withdraw | 2 Copy

Progress Report cannot be Submitted Currently
* Progress Report components are not complete

Component Complete? Last Edited

General Information v Dec 15, 2025 9:13 AM - Evan Tester
Progress Report Form Dec 15, 2025 1:37 PM - Evan Tester
Program/Project Narrative Dec 15, 2025 5:13 AM - Evan Tester
Key Milestones Dec 15, 2025 1:37 PM - Evan Tester

Supporting Documentation

2. You can update the General Information form by clicking on “General Information”
in the component list and then clicking on the “Edit Form” button. You can toggle
back to the component list (or any other of the forms) from any of the forms while in
preview mode by clicking on the “Report List” tab at the top of the form (see
highlight below).
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Component Complete?
General Information o

Progress Report Form

Last Edited

Jul 72025 712 AM - Evan Tester

Jul 7, 2025 7:20 AM - Evan Tester

Report List Genera Progre Progra suppor

General Information - status Report

Report Number: 013
Status®: Ediing
Sub Type*:  CQuartery Report
Title:  ODF - Quarterly Report - Q2 - 2025
Due Date:

Report Dates:  04/01/2025 06/30/2025
Start Date  End Date

This form displays the high level information about the status report.

Last Edited By: Evan Tester - Jul 7, 2025 7:12 AM

3. Click on the Progress Report Form in the component list.

Status Report Preview  Attachments Alert History Map

[ Status Report Details

Status Report cannot be Submitted Currently
+ Status Report components are not complete

Component Complete?
General Information v
Progress Report Form

Program/Project Namrative

Supporting Documentation

Last Edited

Jul 7, 2025 7:50 AM - Evan Tester

Jul 7, 2025 7:20 AM - Evan Tester

Jul 7, 2025 7:12 AM - Evan Tester

4. Click the “Edit Form” button and enter the following information:
a. Calendaryear (2025, 2026, 2027, or 2028) and quarter (Q1, Q2, Q3, or Q4)

covered by the report.

Whether or not any claims were submitted during the reporting period.
An update on project progress and the benefits to the community.

d. Any problems encountered.
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e. Anychanges that you plan to propose.

f. Anyother comments.

g. A certification that the Urban & Community Forestry Program can use
information from the progress report in their reporting to leadership and the
US Forest Service public-facing accomplishment reporting dashboard.

h. A certification that the performance report is consistent with the financial
reports that cover this reporting period.

i. Acertification that the reportis true, accurate, and complete.

E Progress Update & Save Form

Please provide brief information on the following questions

Federal Assistance Listing Number: 0T

Calendar year coverad by this
report®:

Quarter covered by this report®:

Have you submitted any claims this
quarter?:

Provide updates on the project progress and how the activities have benefited the community of focus.

Status Summany*:

A
3000 character(s) left
Any problems encountered?
Explain delays, changed costs, or conditions that significantly impair the ability to meet project objectives and tmelines
Problems Encounterad®:
A
1000 characten(s) left
Any chanpes that you plan to propose?
If the: chjectives need to change, or if mare than 10% of the total budget will change object ciass categories, plezse submit 3 modification request in WebGrants to updste the current agresment.
Changes Plannad®:
4
1000 characten(s) left
Any other comments considered of importance but not discussed above?
Additional azsistance requestsd?
Comrments*:
A

1000 character(s) left

| autharize the Urban & Community Forestry (UCF) Program to use this report for informing leadership at the US Forest Service and Oregon Department of Forestry. | authorize the UCF
Program to include information from this report in the US Forest Service public-facing accomplishment reporting dashboard.

Certification - Accomplishment
Reporting?*:

| certify that the work outlined in the performance report is consistent with the financial reports (ie., claims) that cover this reporting period.
Cerfification - Consistency with
Claims*:

| certify that this performance report is true, accurate, and complete to the best of my knowledge. It outfines the progress, metrics, and cufcomes achieved under this grant, with all
data verifiable and in compliance with the grant terms.

Certification - Report Veracity*:
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5. Once the information above has been entered, click the “Save Form” button and
“Mark as Complete”.

[E Progress Update

Please provide brief information on the following questions

Calendar year covered by this
report®:

Bl Progress Update

ation on the following questions.

Calendar year covered by this 2025
repaort®:

6. Click on the Program/Project Narrative form in the grant component list.

Propress Report Preview  Aftachments  AlertHistory  Map
[ Progress Report Details X Withdraw @ Copgy S, Praviaw Progress Report
Progress Report cannot be Submitted Currentty
» Progress Report compenents are not complete
Componant Compiate? Last Edited
Ganeral Information /
Prograss Raport Fom o

ProgramiProject Mamstive

Key Milestones

Supporting Documentation

7. There are three sections to complete in the Program/Project Narrative form:
a. Performance Metrics (from application) -these performance metrics are

those that were entered during the application process (note: the quantities

can be updated in the grant, but you will have to contact ODF staff to initiate

a change).
b. Additional Performance Metrics (from application) — these include any
additional performance metrics that were entered during the application

process (note: this can be updated in the grant, but you will have to contact
ODF staff to initiate a change).
c. Additional Performance Metrics - this is where you would enter additional

accomplishments or performance metrics that you are tracking as a part of
this grant that were not entered at the time of the application.
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E Performance Metrics (from application) - -

Which of the following performance metrics apply to this program/project?
Provide an estimated quantity for each. (Enter zero (0 if the metric does not apply)

“If there are any additional program/project outcomes or performance metrics that will be tracked as a part of this program, please list and describe in the ‘Additional ProgramiProject Qutcomes or Performance Metrics”
section below.

Parformanca Matric Applies to This Estimated GQuantity Compisted (Prior to this Guantity Complsted [This Quantty of
Pragram Quantity Reporting Parlod) Reporting Pariod) {Total) (Thia Reparfing Period)

Murmber of management plans peneraled Yes 1 0.00 0.00 0.00

Murnber of frees planted Yoz 100 0.00 0.00 0.00

Murnber of free maintenance visits. Yes 500 0.00 0.00 0.00

For example, each time a tre

walered, pruned, or manitored

woukd count as ane mainlen: il

Murnber of 1 i inc fered Na a 0.00 0.00 .00

Nurmber of participants in educational, recreational, ar cammunity: Yes 100 0.00 0.00 0.00
building iitiatives

Mumber of degrees or cerificales awarded es 200 0.00 0.00 0.00
Mumber of imemships or apprenticeships completed Ma a 0.00 0.00 0.00
Murnber af new jobs crasted Yes 2 0.00 0.00 0.00
Las=t Edited By: Evan Tester - Jul 7, 2025 B:20 AM & EmifGrid

[l Additional Performance Metrics (from application)

Are there any additional program/project Mo

outcomes or performance metrics that will
be tracked as a part of this
program/project?:

Quantity Completed (Prior to this Reporting 0,00
Pariad)*:

Quantity Completed (This Reporting  0.00
Period)*:

Quantity Completed (Total):  0.00

D iption of Acce i G

(This Reporting Period):

& Eai Form

B2 Additional Performance Metrics - crid 3 Edit Grid
Row Parformance Mstric Nams @uantity Complsted {Prior to this Reporting Parlod) ‘Quantity Completed {This Reporting Perlod) | Quantify tal) ption ot [Thia Period)
Additional Metric 1 0.00 0.00 0.00
Additional Metric 2 0.00 0.00 0.00
Additional Metric 3 0.00 0.00 0.00
Additional Metric 4 0.00 0.00 0.00
Additional Metric 5 0.00 0.00 0.00

8. Click the “Edit Grid” button to edit all three sections.

B2 Performance Metrics (from application) - Grid

Which of the following performance metrics apply to this program/project?
Provide an estimated quantity for each. (Enter zero (0) if the metric does not apply)

*If there are any additional program/project outcomes or performance metfrics that will be tracked as a part of this program,
please list and describe in the 'Additional Program/Project Outcomes or Performance Metrics' section below.

Performance Metric Applies to  Estimated Quantity Quantity Quantity Description of
This Quantity Completed (Prior | Completed (This Completed  Accomplishments
Program to this Reporting Reporting (Total) Completed {This Reporting
Period) Period) Period)
MNumber of management plans Yes 1 0.00 0.00 0.00
generated
Mumber of trees planted Yes 100 0.00 0.00 0.00
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9. For each performance metric in the first two sections (with data pulled from the
application), enter 1) the quantity completed prior to this reporting period, 2)
the quantity completed during this reporting period, and 2) a description of the
accomplishments. Note: The total quantity completed will be updated when you
save the form.

Which of the following performance metrics apply fo this program/project?
Provide an estimated quantity for each. (Enter zero (0} if the metric does not apply)

Program/Project Outcomes or Performance Metrics' section below

Performance Metric Applies to Estimated Quantity Completed = Guantity Completed Guantity  Description of Accomplishments Completed (This Reporting Period)
This Quantity {Prior to this {This Reporting Completed
Program Reporting Period) Period) {Total)

Number of management ey 1 0.00 0.00 0.00

plans generated

Number of trees planted Vs 100 0.00 0.00 000

Bhanibeguiiee fes v| | 500 0.00 0.00 o

maintenance visits.

For example, each time a

tree is watered, pruned,

or monitored would

count as one

maintenance visit

Number of professional No W 0 0.00 0.00 0.00

trainings and/or

workshops offered

MNumber of participants in oz A 100 0.00 0.00 0.00

EH Performance Metrics (from application) - Edit w

*If there are any additional program/project outcomes or performance metrics that will be tracked as a part of this program, please list and describe in the "Additiona

E Additional Performance Metrics (from application)

Are there any additional
programiproject outcomes or
performance metrics that will be
tracked as a part of this

programiproject?:

Guantity Completed {Prior to this 0.00
Reporting Period}*:

Quantity Completed (This 0.00
Reporting Period)*:

Guantity Completed {Total): 0.0

Description of Accomplishments
Completed (This Reporting

1000 charascter(s) left
Period): araclens) e

10. If there are additional performance metrics that you are tracking, enter them in
the third section (“Additional Performance Metrics”).

10



Back to Top

For each additional performance metric, enter 1) a name for the metric, 2) the
quantity completed prior to this reporting period, 3) the quantity completed during
this reporting period, and 4) a description of the accomplishments.

EH Additional Performance Metrics - Eait w

Row Performance Metric Name: Quanfity Guantity Quantity | Description of Accomplishment (This Reporting Period)
Completed [Frior | Completed {This | Completed
to this Reporting ~ Reporting Period)  {Total)

Period)

Additional 0.00 0.00 0.00
Metric 1

Additional 000 0.00 0.00
Metric 2

Additional 000 0.00 0.00
Metric 3

Additional 000 0.00 0.00
Metric 4

Additional 0.00 0.00 0.00
Metric 5

11. Click any of the “Save Grid” or “Save Form” buttons when you are finished with
the form and then click the “Mark as Complete” button.

Description of Accomplishments

Completed [This Reportin,
Bl PO 1000 character(s) lek
Period):

E= Additional Performance Metrics - Eait ,w

Row Performance Matric Name Quantity Quantity Quantity | Description of Accomplishment (This Reporting Period)
Compieted (Prior | Completed (This | Completed
i ; s Borinelt | Tt

Report List Genera Progre Progra Suppor

¥ Program/Project Narrative - Gurrent version

&5 Performance Metrics (from application) - Grd

Which of the following performance metrics apply fo this programvproject?
Provide an estimated quantity for each. (Enter zero (0} if the metric does not apply )

12. Click on the Key Milestones form in the component list.

Progress Report Freview  Attachments  Alert History  Map

[ Progress Report Details T

Progress Report cannot be Submitted Currently
= Progress Report components are not complete

Compensnt Complata? Last Edited
Ganeral Information v Dec 15, 2025 213 AM - Evan Tester
Progress Report Form o Dec 16, 5 4:14 PM

ProgramiProjact Hamative o Dec 16, 2025 4:15PM - Eva

Key Milestones Dec 15, 2025 1:37 PM - Evan Tesier

Supporting Documantation

11
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13.The Key Milestones from the proposal/grant will be visible in the Key Milestones
table. Click on the milestone that you would like to update. Note: Do not click on
the “Add Entry” button. If you would like to add milestones, contact UCF Program
staff to update the “Key Milestones” outside of the Claims module.

Key Milestones - muiti-List

For each milestone listed below, enter 1) the percentage complete prior to this invoice period, 2) the percentage complete during this invoice period, 3) the tofal percentage complete, and 4) a
descriplion of the accomplishments completed during this invoice period.

Milestone | Description

a ge | Description of
Completion | Complete (%) of | Complete (%] of | Complete (%) | accomplishments
Date Activity - Prior to | Acfivity - This | of Activity - | completed this invoice
this Invoice Invoice Period Total period
Period
Thebig It the big aned Isnt it obwious? This is where all the shuff happens! s the big ane! lsn't it sbvious? This is whereall  0S/06i2025 0.00% 0.00% 0.00%

14. For each milestone, 1) enter the percent complete prior to this invoice (%), 2)
enter the percent complete during this invoice period (%), 3) provide a
description of the accomplishments, 4) and click the “Save Row” button. Note:
the total percent column will update automatically by adding the prior and current
completion percentages.

B Key Milestones W —

For each milestone listed bel
and 4) a description of the ac

enter 1) the percentage complete prior to this invoice period, 2} the percentage complete during this invoice period, 3) the total percentage complete:
plishments completed during this invoice period

Milestone® The big one!

It's the big one! Isn't it obvious? This is where all the stuff happens! It's the big one! Isn't it obvious? A
1073 charaster(s) left

Description®

Anticipated Completion Date 02/06/2025

Percentage Complete (%) of Activity -
Prior to this Invoice Period*

Percentage Complete (%) of Activity -
This Invoice Period*

Percentage Complete (%) of Activity - 0.00%
Total

Descripfion of accomplishments
completed this invoice period*

1500 character(s) left

15. Once you have completed entries for all milestones, click the “Mark as
Complete” button.

= Key Milestones - vuli-List

For each milestone listed below, enter 1) the percentage complete prior to this invoice period, 2) the percentage complete during this invoice period, 3) the tolal percentage complete, and 4) a
description of the accomplishments completed during this invoice period

Milestone | Description

o g ge | Description of
Completion | Complete (%) of | Complete {3) of | Complete (%) | accomplishments
Date Activity - Priorto | Activity- This | ofActivity - | completed this invoice
this Invoice | Invoice Period Total period
Period
Thebig  If's the big onel Isnt it obuious? This is where il the stuff happens! It's the big one! Isn't # obvious? This is where 2 08/08/2025 0.00% 0.00% 0.00% No updates

12
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16. Click on the Supporting Documentation form in the component list.

Status Report Preview  Aftachments  Alert History ~ Map

Status Report Details

Status Report cannot be Submitted Currently
= Status Report components are not complete

Component Complete?
General Information «
v

Progress Report Form

Last Edited

Jul 7, 2025 7:50 AM - Evan Tester

Jul 7, 2025 8:01 AM - Evan Tester

Jul 7, 2025 8:20 AM - Evan Tester

Program/Project Narrative

Supperting Documentation

17.Select “Yes” or “No” to the question, “Are you submitting supporting
documentation with this progress report?”. Then, click save form.

B Supporting Documentation

Are you submitting supporting documentation with this progress report?

Supporting Documentation
Included::

18. If you selected “Yes”, click the “Add New Attachment” button, attach the file,
provide a description of the attachment, and click the “Save File” button for
each attachment you would like to include with the report.

& Attach File x

& Attach File

Upload File*: Salect file

Description®:

500 character(s) left

19. Once you have finished uploading attachments, click the “Mark as Complete”
button. If you selected “No”, simply click “Mark as Complete”.

E Supporting Documentation

Are you submitting supporting documentation with this progress repart?

Supporting Documentation  No
Included:

13
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20. When all five components have been marked complete, you will notice a green
section above the grant components lists that says, “Progress Reportisin
compliance...”. If you are read to submit, click the “Submit Progress Report”
button and click the “Submit” button on the confirmation pop-up window.

Propress Report Fravisw  Attscnments  alert History  Map

[ Progress Report Details ’ ey ey I
+ Progress Report is in compliance and is ready for Submission

Compansnt

compits? Last Exlis

Ganeral Informstion v Dz 18, 2025 613 AM - Evan Tesser
Progress Report Form
ProgramProject Namstve
Key Misalanen

Supporting Documentation

Please confirm

Please confirm that you wish to submit this document for review. After submission
you will not be able to edit this document.

Any technical assistance with the report or questions about what to include with the
progress report, please contact your UCF point of contact or request technical
assistance through the ucf.program@odf.oregon.gov. Thank you.

14
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