Upload of project and reporting quick recap

· On left menu click on work plan/project

· Click on projects

· Locate “offline project upload” ,download project excel template and save 

· Fill in all project information 

· On offline project upload locate “attach file” button and click

· Choose the file from from save location

· Click upload

· Success

· On left menu locate reports and click on it

· Click Ongoing reports
· Click project progress reports

· Click Add project Progress

· Click project to reveal list of project to be reported on

· Select the specific project to be reported on by name

· Fill in all details and save and go back to the list


· Click quartely reports

· Click project progress reports

· Click Add project Progress

· Click project to reveal list of project to be reported on

· Select the specific project to be reported on by name

· Fill in all details and save and go back to the list


· And submit for approval by supervisor

On reports 

· Locate Review /approve

· Project progress report approval

· Supervisor approval

· Select the project put – remark and approve

· It move to M&E approval list

· Locate Review /approve

· Project progress report approval

· M&E  approval

· Select the project put – final %,remark and approve

· It then reflects on the dashboard
