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CAL-E-GRANTS REFERENCE GUIDE: PROGRESS REPORT 

 

 

1. From the Grants tab, select 
the grant you wish to create a 
progress report for 

 

 

 
 

 

2. The search bar can also be 
used to locate the grant 

 

 

 
 

 

3. Click on the New Report 
button  
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4. Select the appropriate 
quarter for the report 

 

 

 
 

 

5. Click the Next button 

 

 

 
 

 

6. Input a title in and click the 
Save button 
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7. Fill in the fields for each 
Narrative section.   

 

Once complete, click the 
Save button and then click 
on the Submit button       
  
Note: Text entry boxes are 
larger in the system; they have 
been cut down for the purpose 
of these training materials   
 
Each entry box also has a 3000 
character limit 
 

 

 
 

 

8. Click Confirm to move 
forward 

 

 

 
 

 

9. An error message will occur if 
any require files are missing 
data 

 

Please make all necessary 
corrections to move forward  
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10. Once submitted, the report 
will not be the Submitted 
status 

 

 

 
 

 


