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How to Submit a Report in eGMS Reach 

Introduction 
This document describes where to view your report schedule and how to submit a report in 
eGMS Reach.  

Submitting a Report 
Log into eGMS Reach and select an award from the Awards dropdown list in the top menu, or 
in the Awards section of the Home page. 

 
Figure 1: Selecting an award on the eGMS Reach Home page 

On the Awards page, select the Forms & Reports tab. This tab shows the reporting 
requirements, due dates, and report status for the award. 
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Figure 2: Forms & Reports tab on the Award viewer 

Submit a Performance Report 

Performance reports are submitted through fillable web forms in eGMS Reach.  
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Figure 3: Accessing a report form in the Forms and Reports tab 

Click the pencil icon next to the report’s name. If the pencil is not visible, either the report has 
been received and the status has been updated by agency staff, or you do not have permission 
to submit the report. 
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Figure 4: Open and complete a performance report form 

Complete the performance report form, following the instructions provided for each question. 
You may also refer to these detailed performance report instructions for additional 
information. Required, conditionally required, and optional fields are labeled as such.  

https://imls.gov/grants/manage-your-grant/grant-administration#performance
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Figure 5: Example performance report questions and instructions 

If the performance report form contains multiple sections, use the Save and Continue button 
to move through each section. You will need to enter data in each section’s required fields to 
navigate to the next section.  
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Figure 6: Save and Continue button on a performance report form with multiple sections 

If you would like to complete the form later, click Save to save your data. If you are finished 
and ready to submit the form, click Submit.  

 
Figure 7: Save or Submit a Performance Report Form 

After submitting the report, the Reporting Requirements table indicates the Submitted status 
of the report as well as the Submission Date. Click on the paper icon to view or download a 
printer-friendly version of the report. If you need to make further edits, the pencil icon will be 
visible and the report editable until marked as Under Review by agency staff. 
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Figure 8: Submitted performance report 
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Submit a Financial Report 

To submit a financial report, click on the pencil icon next to the name of the report you wish 
to submit. 

Complete the fields on the Federal Financial Report form. Click View Instructions for help in 
filling out the form. 

 
Figure 9: Submitting a financial report 
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After you complete the form, click on Submit Report. You may also click Save if you would like 
to save your work and return to complete and submit the report later. 

After you submit the report, the Reporting Requirements table now indicates the Submitted 
status of the report as well as the Submission Date. Click on the paper icon to view or 
download a printer-friendly version of the report. Click the pencil icon to edit the financial 
report. You may edit only those reports that are in Submitted status or that agency staff have 
indicated need revision. 

 
Figure 10: Submitted Federal Financial Report 

Additional Help 
If you have questions that are not answered within this document, please contact the eGMS 
Help Desk by emailing Reach-HelpDesk@imls.gov. 
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