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Appendix 10-2: Activity Reporting Process 

eCivis Activity Reporting Process 

Step Action 

1 Log in to the portal with your credentials.  

2 

Scroll to Program Solicitation and click the link for the award that needs 
an activity report.  
 Make sure to select the option that shows Awarded in the status 

column. 

 

3 

Scroll to Pending Tasks and look for the report you would like to complete.  
 This will be an Activity Report for the appropriate reporting period.  

 

4 

Click on the corresponding three lines  under Actions and select 
Create Activity Report in the pop-up window. 
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Appendix 10-2: Activity Reporting Process 

Step Action 

5 

Under Activity Report, find the Reporting Period field. Click in the field and 
use the calendar to select the reporting period. Click Apply. 
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Appendix 10-2: Activity Reporting Process 

Step Action 
NOTE:  If the Grantee needs to save the report before it is ready to submit, they can 
click Save and Close to return to the report later. 

 
 The Grantee can locate the unfinished report under Award Activities on the 

Award Dashboard.  

 The Current Status of the incomplete report should show as Draft, and Edit 
Report should appear in the Actions column. 

 

  

6 

Under Report Narrative, the Grantee should provide a detailed narrative 
about the project activity that has taken place during the reporting period. 
(See the next section for more information about report contents.) 

 Grantees should take care to proofread the narrative before 
submitting to make sure their information is captured correctly. 



\\\  

Published September 2023  4 
 

Appendix 10-2: Activity Reporting Process 

Step Action 

 

7 

Below the Narrative field, Grantees will find the Activity Report Files 
section. If documentation is needed to provide evidence that a particular 
milestone has been met or deliverable has been completed, the Grantee 
must upload additional activity documentation here by using the Upload file 
function.  

 Some file uploads are optional. For example, some Grantees choose 
to attach brochures, newsletters, photos of project progress, or other 
documents related to the project. 

 Some file uploads are mandatory under certain circumstances. See 
the Activity Report Contents section below for a partial list of 
circumstances under which supporting documentation is required. 
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Step Action 

8 
 When the report is ready to submit, the Grantee clicks the red Submit 
Report button at the bottom of the page. 

9 

A warning box will pop up. The Grantee should click OK if they are ready to 
submit the report.  

 Clicking Cancel will take the Grantee back to the reporting screen. 

 

10 After selecting OK, the Grantee will be taken to the Award Dashboard. 

11 

Check status before exiting. Scroll to Award Activities and your submitted 
report status should say Pending Approval. 

 

 

 


