
Grant eReporting Tutorial



Programmatic Reporting

• Report via online reporting tool by 5th of each month 
following the close of the quarter

• Enter metric value or text for each metric in MOA
• Metric categories

– Building retrofits -Energy Saved
– Building energy audits -Energy Costs Saved
– Gov./School/Institute Procurement -Emissions Reductions
– Loans/grants -Etc.
– Renewable energy
– Incentives
– Technical assistance
– Jobs
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To enter programmatic reports 
updates, access the website

Web site link

http://energyreports.ky.gov
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http://energyreports.ky.gov/�


Enter User Name 
and Password

Log on Screen
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To change your password, 
select the padlock icon 

Change Password
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Enter old password and new 
password (2X’s) then select 
“Submit” button to process

Change Password
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To enter data, select 
the Project name in 
BLUE

Once populated, the screen will list all your 
projects, date when report was last submitted, date 

when the next report is due & status

Project List
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* Indicates required data input; (Zero 
is an acceptable entry)

Data Entry

Add General Project 
comments

Use Scroll Bar to access all 
the required data fields

Jan 11, 2011- Rev B. Page 8



Attach Documents

Step 1:
-Use the Browse feature to locate 
file

Step 2:
-Select the appropriate category 
for the file using the drop-down 
menu
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Attach Documents

Step 3:
-Enter a brief description of what 
the file contains

Step 4:
-Select the “Upload File” button 
to complete action
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Edit Attachments

Attached files can be 
viewed, edited or deleted 
using the appropriate icon 
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Save your work in progress, by using 
the “Save Draft” button at the top left 
or bottom left of the page.

Note:  This does not “Submit” the 
report.

Save Data

If you wish to discard all your work 
since the last save, select the 
“Cancel” button at the top right or 
bottom right of the page..
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Before you can Submit report:
-Ensure all required (*) fields have 
inputs

“Zero” is an acceptable input
-At least one attached document is 
required 

Review Report
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Step 1:
When you are ready to submit the 
report, use the “Submit” Button at 
the top right or bottom right of the 
page.

Submit Report

Step 2:
Confirm submission in 
the pop-up box
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Successful submission will 
show new “Last Submitted” 
date & time and automatically 
update next report due date

Change Password
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Data Review

Problem:  Is there a way to review what milestones 
have already been submitted.

Solution: A Total “To Date” for all milestones previously entered 
is displayed next to entry field.
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Print or Save Current Report
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Problem:  Can the current report be downloaded for  
partners’ records or printed?

Solution: After submitting a report, you will see a new screen
with all submitted information, giving you option to save as pdf and print



Print or Review Previous Reports
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Problem:  Can a previously submitted report be 
accessed or printed?

Solution: On the Main Page, hover your cursor over “My Projects” and 
then click on “View Status Reports” in drop-down.  Then……



Print or Review Previous Reports
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…Click submission to view.  You will be able to save as pdf
or print as described previously.
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