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The Overview 
The process of completing the Progress Report and the Reconciliation Report can be found in 
the Monitoring section of GovGrants. 

 

 
This package will cover the activities that take place in the Monitoring Module. 

 
Overview 

 
Once funds have been awarded, and the due date arrives, Progress Reports and Reconciliation 

Reports are automatically created within the system. The service provider will automatically get 

an email and a pending task in Gov Grants prompting them to complete the report. Service 

providers will have 30 days to complete these reports. 

There are a couple of ways to access the generated Report. The external user can access the 

Progress or Reconciliation Report by going straight to the Award and selecting the Performance 

tab to view the Reports, or by going to the Monitoring Tab from the home page. This manual 

will show you how to access the reports using the Monitoring Tab.  

 



Progress & Reconciliation Module 
 

 
4 | P a g e  

 

 
 

Progress Reporting 

The Process 
 
 

 

 
Award Granted 

Email and Pending Task 

for Progress Report 

3-6 Months after start of 
Grant Period 

 
Service Provider 

Completes Progress 
Report 

 
 
 

 
 

Service Provider 
Acknowledges & Submits 

Progress Report 

 

Progress Report 
Reviewed by the Region 

of Peel 

Progress Report 
Approved or Sent back to 
the Provider for Revisions 

until approved 
 
 
 

Email Notification 

The Provider will receive an email notification that the Progress Report needs to be completed. 
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Finding the Progress Report 

Progress Reports will automatically generate based upon their reporting period and due date. 

The provider will have 30 days to complete the report. You will receive a Pending Task in 

GovGrants prompting you to complete the Progress Report. 

Log into GovGrants. Click on the Monitoring Tab at the top of the page. 
 
 

 

You will then notice a list of All Progress Reports. Click on Pending Tasks in the sidebar to 
find the Progress Report that you are required to complete. 
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A list of Pending Tasks (Assigned to You) will then appear. Search for the appropriate 
Progress Report by finding the correct GovGrants ID number (which was indicated in your 
notification email) and by the correct reporting period by date. Click the green triangle under 
the actions column to open and start the progress reporting process. 

 

 
 

The Progress Report Page now opens. Notice that the Progress Report page has 5 tabs: 
Overview, Performance, Attachments, Acknowledgement and Collab Tab. 
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Overview Tab 

If this is the last or final progress report to be submitted for the year, click the Final Progress 
Report radio button. If it is not, leave this section unchecked. 

 

 

Performance Tab 

This is where you will complete the details of your Progress Report. Click on the Performance 
Tab. Click the pencil edit icon. 
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Enter your Year-to-Date-Actuals. Enter any appropriate notes. Click the Section Save. 
 

 
 

Notice the green Saved Successfully message that appears. 
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Enter a narrative in support of the progress report if applicable. Click Save. 
 

 

 

Attachment Tab 
 
Supporting Documents Checklist 

Click on Attachments Tab.  Should there be any mandatory documents that are required to 
be completed, these documents will be listed in the Supporting Documents Checklist section.  
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Uploading Supporting Documents 
 
Click on the blue cloud icon next to the file you are to upload; click on choose file; choose 
your document from  your computer; click open. 

 

 
 

The file has now been uploaded. Click Save. 
 

 
You will see the green Saved Successfully confirmation message. Click the X to exit the modal 
window. 
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Adding An Attachment 

 
Should you need to attach a document to your report, complete the following steps. Click on the 
Attachments tab. Click the Add button in the Attachments section. 

 

 
 

The Add attachment modal window will appear. Click Choose File. Find the file from your 

computer, choose the file and click Open. 
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This will then take you back to the modal window. Write your description of the document in the 
Description box. Click Save. 

 

 
 
Notice the green Attachment added Successfully confirmation will appear. Click on the X to 
close the page. 
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Your attachment has now been added and the orange download icon now appears. 
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Collab Tab 

Use the Collab Tab to send an email to someone within GovGrants. A copy of the email will be 
saved in GovGrants. To create an email click on Send Email. 

 

 

 
A modal window will appear. Complete all fields and then click Send. 
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Acknowledgement Tab 

Click on the Acknowledgement tab. Read the Acknowledgement. Click the “I Agree” radio 
button. Click Save. 

 

 
 
 
 

Review each tab of the Progress Report to ensure everything is correct. Click the Submit for 
Approval button. Once this button is clicked, you will no longer be able to make any further 
changes to the Progress Report. 
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The Progress Report has now been submitted to The Region of Peel for approval. 
Notice the change in the status bar. 

 

 
 
 

Progress Report Approved 

Once the Region of Peel has approved the Progress Report, the provider will receive an email 
stating that it has been approved. 
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Once the Progress Report is approved, it will appear in the Approved Progress Reports 
section of GovGrants. To navigate to this section, click on the Monitoring Tab and choose 
Approved Progress Reports from the dropdown list. 

 

 
 

 

Notes: 
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Email Notification 

The Provider will receive an email notification that the Reconciliation Report needs to be 
completed. 
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Finding the Reconciliation Report 

Reconciliation Reports will automatically generate based upon their reporting period and due 

date. The provider will have 30 days to complete and submit the report. You will receive a 

Pending Task in GovGrants prompting you to complete the Reconciliation Report. 

Log into GovGrants. Click on the Monitoring Tab at the top of the page. 
 
 

 

 
You will then notice a list of All Reconciliation Reports. Click on Pending Tasks in the sidebar. 
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Search for the appropriate Reconciliation Report by finding the correct Reporting period by date. 
Click the green triangle under the actions column to open and start the reconciliation reporting 
process. 

 

 
 
 

This will bring you to the Reconciliation Page. Notice this page has 3 tabs: Overview, 
Acknowledgement and Attachments. 
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Overview Tab 

Review the Reconciliation Report Information section. 
Scroll down to the Budget Reconciliation section. 
Click on the pencil icon to edit each budget line. 

 

 
Input the amount spent this period and the Projected Spending for Remaining Periods. 
Click the Section Save. 
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Enter Each Line item. Click Save. 
 

 
 

Each time you save, you will get a green Save Successfully message. 
Scroll down to the Budget Reconciliation Narrative Section. 
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Enter your budget narrative. 

Note: After entering the budget narrative, scroll to the bottom of the page and click Save. 
 

 
 
 

Review your work. Should it require any edits, scroll to the top or the bottom of the page and 
click the Edit button then proceed to edit the section required. 
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The pencils will then reappear allowing you to click them and edit the line items that require 
revision. 

Note: Remember to first click the section save and then scroll to the top or bottom of the page 
and click the page save. 

 

 

 
 
 
 

Scroll to the top of the page. Click Edit. 
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Attachment Tab 

 
Supporting Documents Checklist 
Click the Attachments Tab. Should there be any documents that are required to be 
completed, these documents will be listed in the Supporting Documents Checklist section. 

 

 
Uploading Documents 
The steps to upload documents under the Supporting Documents Checklist section for a 
Reconciliation Report are the same steps as outlined on Pages 9 to 10 under Progress Reports. 
 

Adding An Attachment 
Should you need to attach a document to your report, complete the same steps as outlined on 
Pages 11 to 12 under Progress Reports. 
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Acknowledgement Tab 

Click on the Acknowledgement Tab. Read the acknowledgement. 

 

 

Click the Acknowledgement radio button. Then click Save. 
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Review your submission. Click the Submit for Approval button. 

 

 
 

Notice the status now changes to Submitted to Grantor. You can no longer edit your submission. 
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Approved Reconciliation Report 
Once the Region of Peel has approved the Progress Report, the provider will receive an email 
stating that it has been approved. 


