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Introduction to Reports 
This guide will walk you through how to submit, edit, and track reports in the Golden 
LEAF Grant Portal. Reports are required for accountability and to track project progress, 
outcomes, and expenditures. 
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Report Types 
• You may be required to submit one or more of the following: 
• Interim Report: Due every six months while the grant is active. Includes updates on 

project expenditures, activities, outcomes, and other relevant information. 
• Final Report: Due within 60 days of the grant’s end date. Includes the same 

information as an interim report. 
• Post Grant Update: Typically, due annually. Focuses on long-term outcomes. 

Steps to Submit a Report 
1. Go to https://goldenleaf.fluxx.io, enter your username and password, then click Sign 

In. 
2. In the left menu, click 'Reports Due' under REPORTS. 
3. Select the correct report. Double-check the grant title, due date, and report type. 
4. Click Edit. 

 
 
 
 

https://goldenleaf.fluxx.io/
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5. Complete the narrative sections. If no information is available, enter 'None to report' 
or 'N/A'. This narrative information is an important part of your report and is your 
opportunity to provide information and context that is not conveyed in the outcomes 
and activities sections described below. 

 
6. Enter outcomes achieved during the reporting period. Only the fields highlighted in 

the red boxes in this guide are completed during the reporting process. All others 
are established at the beginning of the grant term and pre-populated in the report 
form. For Cumulative Outcomes, Golden LEAF will track the total number 
accomplished through the life of the project. For annual outcomes, Golden LEAF will 
track the number achieved during each specified reporting period, e.g., a school 
year. See Appendix A for information about which outcomes are cumulative and 
which are annual.   
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a) Cumulative Outcomes:  Enter the total to date, using the date your 
documentation was pulled. Example: 21 housing units have been built for the 
project - Current Data Reported as of 6/30/2025. 
i) Add any necessary notes in the 'Additional Notes/Clarifications' field.  
ii) The outcome reported should match the supporting documentation you 

provide. Do not adjust the reported data to account for the baseline, prior 
reported figures, or other factors.  

 

b) Annual Outcomes: Enter the total for your annual term. Use the full reporting 
period: Reported From = start of the annual term (1 day after your previous 
'Reported To' date), Reported To = end date of the current annual term. These 
dates should not overlap with your previously reported dates. Example:  40 
students, Reported From 7/1/2025 – Reported To 6/30/2026. 

i) Add any necessary notes in the 'Additional Notes/Clarifications' field. 
ii) The outcome reported should match the sup 

porting documentation you provide. Do not adjust the reported data to 
account for the baseline, prior reported figures, or other factors.  

 



 
 
 
 

5 
 

c) Average Wage: Enter the average wage at the reporting date. Example: Average 
Annual Wage $55,000 – Current Data Reported as of 6/30/2025. 
i) Add any necessary notes in the 'Additional Notes/Clarifications' field. 

 
 

See Appendix A for a list of priority outcomes and their reporting type. 
 

7. Update Other Project Outcomes and provide an overall assessment of progress. 
 
8. For activities:  

 • Completed – enter the completion 
date.  
 •In the status box, describe progress 
made and provide other information 
needed to fully update Golden LEAF on 
the activity.  
 • If the activity is dependent on completion of another activity, enter 'N/A' and 
provide a brief statement of the dependency if needed to clarify the status. 

 
 

 
 
 

9. To upload documents, click '+ Add Files' 
and choose your files. 
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 • Click Add Files or drag files into the 
window.  
 • Click Start Upload, then close the 
window once completed.  

 
 
 
 

 
•  Confirm the file has been 
uploaded before continuing.  

 
 
 
10. Click Save and Close at the bottom right of the page. 

 
 

11. Click Submit at the bottom right of the page, then click OK.  
After submission, you cannot edit a report unless staff return it to you. 

 
 

12. Confirm the status shows the report was successfully submitted. 
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Golden LEAF Staff Follow-Up 
1. If additional information is needed, the Primary Contact will receive an email. 

 
 
 
 
 
2. In the left menu, click 'Reports to 

Edit' and select the returned report 
(status: Returned to Grantee).  

 
 
 
 
 
 
 
 
3. Review instructions (displayed 

as a banner at the top of the 
report) and click Edit.  
 

4. Respond in the 'Note to 
Foundation' field if needed. 
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5. Upload additional or revised 

documents. 
 
 
 
 
 
 
6. Click Save and Close. 

 
 

7. Click Resubmit in the bottom right of the page, then click OK. 
 

 
 

8. Confirm status has changed to Report Submitted. 

  
 
 
 
 
 
 
 
 
 



 
 
 
 

9 
 

Checking Report Status 
You can find reports that have not been submitted in the Reports Due section of the 
grant portal menu. If reports have been returned to you for additional information, you 
can find them in Reports to Edit. Reports that have been submitted and are under 
review may be found in Submitted Reports.   

 

Approved reports remain in the Submitted Reports section, in view-only status—
uploaded documents can no longer be modified or removed by you. Previously uploaded 
documents can only be previewed. 

 

Best Practices and Tips 
• Save your progress frequently using 'Save and Close'. 
• Upload documents as PDFs whenever possible. 
• Use descriptive filenames (e.g., 'Invoice_Q1_2025.pdf'). 
• Contact grant portal help early if you run into issues. 

Contact Information 
For assistance with submitting reports or other portal-related questions, please contact 
us at GrantPortalHelp@goldenleaf.org 

For questions about the substance of reports, please contact your Program Officer. 

 

 

 

 

 

mailto:GrantPortalHelp@goldenleaf.org
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Appendix A 
Priority Outcomes 

Job Creation and Economic Investment 

Priority Outcome Unit of 
Measure 

Measurement 
Period 

Source of Data 

Investment in publicly 
owned infrastructure 

$ Cumulative Public Utility records / 
construction documents 

Investment in 
privately-owned 
property, plant and 
equipment 

$ 

Cumulative 

County tax records/ 
construction 
documents/award letters 

New full-time jobs 
created 

Number of FT 
jobs 

Cumulative 

NCUI 101/Employer 
certifications/payroll 
records 

Average annual wage 
of new full-time jobs 

$ (average 
wage of new 
jobs) 

Time of 
Reporting 

 Employer certifications/ 
NCUI 101/payroll 
records 

Number of new 
housing units 

Number of new 
housing units 

Cumulative Grantee Reported 

Workforce Preparedness 

Priority Outcome Unit of 
Measure 

Measurement 
Period 

Source of Data 

Increase in students 
completing at least one 
academic credential in 
the area(s) funded 
annually (certificate, 
diploma, degree 
programs) 

Unduplicated 
student 
course/program 
completers 

Annual Colleague/Datatel/Power 
School 
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Increase in students 
earning at least one 
industry/3rd-party 
credential/certification 
annually 

Unduplicated 
students 
earning an 
industry 
credential 

Annual NIMS/AWS/MSSC/ other 
industry certification 
reports 

Increase in high school 
students completing 
CTE pathway in 
area(s) funded 
annually 

Unduplicated 
high school 
student 
course/program 
completers 

Annual Colleague/Datatel/Power 
School 

Increase in secondary 
or post-secondary 
students participating 
in work-based learning 
annually 

Unduplicated 
students in WBL 

Annual WBL host-organization 
records/Program records 

Increase in secondary 
students receiving 
meaningful exposure 
and opportunities to 
explore local career 
opportunities annually 

Unduplicated 
participants 

Annual Course/module 
participation 
records/industry host 
records 

Investment in publicly 
owned infrastructure 

$ Cumulative Public Utility records / 
construction documents 

Agriculture 

Priority Outcome Unit of 
Measure 

Measurement 
Period 

Source of Data 

Number of participants 
at agricultural trainings 
(e.g. field days, etc.) 

Participants Annual Participant sign-in sheets 

New publications 
directed towards 
farmers 

Materially 
unique farmer-
friendly 
publications 

Annual Publications distributed 
to or made accessible to 
farmers 
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Monthly use of 
agricultural facilities 
that benefit farmers 

Farmer-users Annual Ag facility records 

Investment in publicly 
owned infrastructure 

$ Cumulative Public Utility records / 
construction documents 
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