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You will learn: 

• How to complete and submit a Monthly Programmatic Report (MPR) in ED Grants 
• How to revise and submit a previously approved MPR in ED Grants 

 
 

Step Description Screenshot 

1 

Log into http://edgrants.force.com using the 
credentials for either the Primary 
Representative or Secondary Representative 
of your organization.  

 

2 

Go to the ‘Post Awards’ tab and then click on 
‘Pending Tasks’ along the left side. Look at the 
‘Assigned to Me’ section.  

 

3 

Find the MPR you would like to complete and 
submit. Click on the ‘Start’ icon (right-pointing 
arrow) to open it. NOTE: The system 
automatically generates a ‘Pending Task’ for 
each MPR. MPRs must be completed in order 
from oldest to newest. For example, your 
organization’s July MPR must be submitted 
and approved by the City before the system 
will allow you to submit the August MPR. Each 
MPR is due on the 15th of every month for the 
previous month’s activities. The system will 
track late submissions, and the City will use 
this data to evaluate your organization’s 
performance. 

 

http://edgrants.force.com/


 

           MPR Submission 
 

Page 2 of 9 
 

Step Description Screenshot 

4 

You should now see the MPR form with the 
‘Cancel’ and ‘Save’ buttons along with other 
basic information. Verify that this is the MPR 
you would like to complete by checking the 
reporting period under ‘Reporting Period.’ 

 

5 

Enter text into the ‘Narrative’ field. Refer to 
the instructions just above this field for 
directions. You are limited to 750 characters, 
including spaces. After you are finished, click 
on the ‘Save’ button.  

 

6 

After saving, you should now have access to 
the following tabs: ‘Overview,’ ‘Indicators,’ 
‘Demographics,’ ‘Attachments,’ and ‘History.’ 
You should also see the following buttons: 
‘Submit for Approval,’ ‘Edit,’ and ‘Validate.’ 
NOTE: Based on your organization’s project 
type, there may be an additional tab (e.g., 
‘Businesses,’ ‘Lead,’ etc.) that you may have to 
populate. 
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7 

Click on the ‘Overview’ tab to view the 
narrative you had entered earlier. Click on the 
‘Edit’ button if you wish to make changes and 
then hit the ‘Save’ button. Click on the ‘Cancel’ 
button if you wish to discard your edits. 

 

8 

Click on the ‘Indicators’ tab. Click on the plus 
icons (+) to display the project indicators you 
are required to enter. Click on the minus icons 
(-) to hide them. NOTE: The indicators vary 
according to project type and funding source. 

 

9 

Click on the pencil icon in the ‘Actions’ column 
to enter a number for each project indicator in 
the ‘Reporting Month Total’ column. NOTE: 
Depending on the project type, you may also 
need to enter information by individual home 
or business assisted. Use the pencil icon per 
line of home or business to open the fields you 
would need to populate. 
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Step Description Screenshot 

10 

You may click on the counterclockwise arrow 
in the ‘Actions’ column to reset the fields. 

 

11 

After you have entered the numbers, click on 
the ‘Save’ button to preserve your work. 

 

12 

Click on the ‘Demographics’ tab. Click on the 
plus icons (+) to display the demographic 
indicators you are required to enter. There are 
three sets of demographic indicators: ‘Client 
Info,’ ‘Ethnicity/Race,’ and ‘Income Level.’ 
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13 

Click on the pencil icon in the ‘Actions’ column 
to enter a number for each demographic 
indicator in the ‘Total’ column and, if 
applicable, ‘Hispanic/Latino’ column.  

 

14 

After you have entered the numbers, click on 
the ‘Validate’ button. The system will check to 
see that the sum of the ‘Total’ column for 
‘Income Level’ matches the sum of the ‘Total’ 
column for ‘Ethnicity/Race’ and that both 
sums match the ‘Total Unduplicated 
Beneficiaries’ entered for ‘Client Info’ 
(whether that is defined as clients or 
individuals, households, homebuyers, 
businesses, or housing units). The system will 
not allow the MPR to be submitted if the 
numbers do not match.   

15 

Click on the ‘Attachments’ tab. This is where 
you can upload documents relevant to the 
activities you are reporting for this MPR. 
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Step Description Screenshot 

16 

Click on the ‘Add’ button to open the ‘Add 
Attachments’ popup window with the ‘Upload 
File from Computer’ tab and ‘Upload File from 
Workspace’ tab. Click on the ‘Upload File from 
Computer’ tab.  

 

17 

Indicate the ‘Type’ of document you would 
like to upload by selecting from the drop-
down menu ‘Program Artifacts.’  

 

18 

Click on the ‘Choose File’ button to navigate to 
the file you would like to upload from your 
local computer. Click on the ‘Open’ button to 
upload the file to the system. NOTE: The 
system will only accept the following file types: 
PDF, JPEG, and PNG.  
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19 

Enter a required short description of the file in 
the ‘Description’ field. Click on the ‘Save’ 
button. You should now see the file listed 
under the ‘Attachments’ tab.  

 

20 

Before submitting the MPR to the City, click on 
the ‘Validate’ button and check the top of the 
page for any errors identified. Correct the 
errors if needed.  

 

21 

OPTIONAL: If you have any comments or 
questions for City staff, use the ‘Comment’ 
field to enter those. NOTE: Comments cannot 
be deleted or edited once entered. 

 

Look for attached 
files here. 
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22 

OPTIONAL: Click on the 3-bar icon to 
download the MPR as a PDF with all the data 
and text you have entered. The PDF may be 
useful in saving versions of the MPR prior to 
and after submission in your local hard drive 
or to send to someone via email for review or 
reference.  

 

23 

Click on the ‘Submit for Approval’ button to 
officially submit the MPR to the City for review 
and approval. NOTE: Only your organization’s 
Primary Representative will have access to the 
‘Submit for Approval’ button. If you are 
working as the Secondary Representative, 
coordinate with the Primary Representative to 
officially submit the MPR to the City. 

 

24 
If City staff rejects the MPR for some reason, 
follow steps 1–23 above to edit the MPR and 
resubmit to the City. 

End 

 

How to Revise and Submit a Previously Approved MPR: 
Step Description Screenshot 

1 

Log into http://edgrants.force.com using the 
credentials for either the Primary 
Representative or Secondary Representative 
of your organization.  

 

http://edgrants.force.com/
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2 

Go to the ‘Post Awards’ tab and then click on 
‘Manage MPR’ along the left side. Look for the 
previously approved MPR you would like to 
revise (the word ‘Approved’ should be in the 
‘Status’ column for that MPR). Click on the 
eyeball icon to open the MPR. 

 

3 

Click on the ‘Revise’ button to edit the MPR. 
NOTE: Clicking on the ‘Revise’ button will reset 
the approval status for this MPR, and any 
revisions will be tracked and may be factored 
into your organization’s performance report 
card. Confirming your desire to revise the MPR 
by clicking on the ‘OK’ button cannot be 
reversed. 

 

4 
Refer to steps 6–24 above for completing and 
submitting an MPR to continue with the MPR 
revision process. 

End 

 

For additional support, email CDBG@sandiego.gov or visit the ‘Resources’ tab at edgrants.force.com. 
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