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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.

w

Go to https://goldenleaf.fluxx.io, enter your username and password, then click Sign

In.

In the left menu, click 'Reports Due' under REPORTS.
Select the correct report. Double-check the grant title, due date, and report type.
Click Edit.
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Test Grantee
Project Title:

Grant ID: G-202503-10262

Due: March 20, 2025

Type: Final Report

Report ID: 14998

Status: New / Pending Submissien

Test Grantee

Project Title:

Grant |D: G-202502-10262

Due: March 30, 2025

Type: Inferim Report

Report ID: 14998

Status: New / Pending Submission

Test Grantee

Project Title:

Grant ID: G-202503-10262

Due: March 30, 2025

Type: Fost Grant Update

Feport ID: 15000

Status: New / Pending Submission

Test Grantee
Project Title:

Grant ID: G-202503-10261

Due: March 31, 2025

Type: Inerim Report

Feport ID: 14905

Status: New / Pending Submission

Test Grantee
Project Title:

Grant |D: G-202508-08622

Due: July 31, 2028

Type: Final Report

Report ID: 15873

Status: New / Pending Submission
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Test Grantee

Grant |D: G-202503-10262 Due: March 30, 2025

Report ID: 14003

Repart Type: Final Report

Status New / Pending Submission

¥ Table Of Contents

Narrative Information
Pricrity Outcomes

Other Project Outcomes

Grantee 1t of Project O to Date

Documents

Due Date: 313012025

¥ Narrative Information

Purpose of Grant:

Briefly describe other activities, accomplishments or impacts, to date, associated with the project that are not included in this report's outcomes
and activities sections. Please also discuss areas of underperformance. In your discussion, include factors that contributed to the
underperformance and steps taken to address it.

What lessons have been learmed or best practices identified during the course of this project to date? What is your organization doing differently
as a result of these lessons?

Provide information about any significant Board and/or staff changes in your organization.

¥ Priority Outcomes

Please enter data for baseline actual, date reported from and date reported to below. The other fields are generated based on your data you inputted into the applicati
section. Then click “Save and Continue” to save data inpulted.


https://goldenleaf.fluxx.io/

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.

¥ Marrative Information

Purpose of Grant:

This award provides funding to TEST GRAMNTEE to support the start-up of the X Program which is a new component of X. X will engage youth who are at risk of
dropping out of high school but not eligible for X by placing them in education and workplace readiness initiatives designed to lead fo employment in rural X and X
Counties. The X program unites K-12 education, community college partners, and local advanced manufacturing leaders to train at-risk high school students to help

meet the local employment nead.

Briefly describe other activities, accomplishments or impacis, to date, associated with the project that are not included in this report's cutcomes and activities
sections. Please also discuss areas of underperformance. In your discussion, include factors that confributed fo the underperformance and steps taken fo
address it.

We had 3 seniors te graduate in May. One of these students was hired full-fime with X through their Workforce program. After a brief irial period, he
hopes to be hired as an X associate. The other 2 seniors have secured employment in their desired fields.

Two students have decided 1o return to their home high schools and leave the X |program for differing reasons. One student's decision was the result of a
dizcipling incident. The other student put much thought inte his future and has decided to graduate early from his high school then seek full-time

What lessons have been leamed or best practices identified during the course of this project to date? VWhat is your organization doing differently as a result
of these lessons?

A

Provide information about any significant Board and/or staff changes in your organization.

A

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.




a) Cumulative Outcomes: Enter the total to date, using the date your

b)

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.

i) 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.

Mumiber of new housing units

Outcome Details

Cumulative Goal: 50
Cumulative Goal date: 3nz0eT
| Cumulative Projected Increase: 0
Baseline: o
Baseline date: 3M/2025
Data source: Report Y

Reporting Period

Total Housing Units | 21 |
Current Data a0
Reported as of | 08302025 |

Additicnal Notes or Clarifications {Optional)

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.

i) 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.

noreass in students eaming at least one academic credential (cericulum diploma, cerifieste, or associzte degres’con =d certificats] in the amea fundsd

Outcome Details

Annual Gaal: 55
Goal date: 3/27/2025
| Projected Annual Increase: i}
Baseline: 34
Basalina date: 3/8f2005
Data source: Report 2
Annual Student Total | 0 |

Date reported frem | A7I0112025 |

Diate rzported to | 08/30/2025 |

Addmienal Nates or Clarfications {Optional}




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.

Ayerage annual wape of new full-time jobs

Outcome Details

Cumulative Goal: 3688, 000.00
Cumulative Goal date: 3MI2027
Baseline:

Baseline date: 10M/2025
Data source: Report A

Cumulative Progress

Cumulative Increase Prior Reporting:

Reporting Period

Awzrage Annua | 555,000 |
Wage |

Current Data i

Repored as of | 06/30/2025 |

Additions| Notes or Clarifications (Optional)

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: Activity 1 Target Date:
e Completed — enter the completion ——
date Complreted :
' A .'A_ctl'./rt',' 1 Status ) )
.In the status bOX, deSCFIbe prog ress Discuss progress made fo date, and resolutions, ons for not meeting target dates, and any other comments.

made and provide other information
needed to fully update Golden LEAF on
the activity.

o 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.

¥ Documents

9. To upload documents, click '+ Add Files'
and choose your files.

Repodt Attachmants



Upload files

Select or drag
Upload files

Filename Select or drag files then start upload

Filaname

* Click Add Files or drag files into the e ~
window.

* Click Start Upload, then close the
window once completed.

. . Report Attachments
* Confirm the file has been

uploaded before continuing. test.txt

Emall
Added by Gran Tee al 4108 PM an Seplember 15, 2025

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.

Test Grantee

Project Title:

Grant ID: G-202503-10252
Dwe: March 30, 2025
Type: Final Report

Report 1D: 14983

Status: Report Submitted



Golden LEAF Staff Follow-Up

1. If additional information is needed, the Primary Contact will receive an email.

Dear Test,

Thank you for having submitted your Final Report. | have completed my initial review. Please log into the Golden LEAF grant portal, navigate in the menu to “Reports to Edit” {or
“Requirements to Edit”), then select the relevant item to respond to the following request(s) :

Please provide documentation of XYZ.

Please let me know if you have questions.

Thanks!

In the left menu, click 'Reports to
Edit' and select the returned report
(status: Returned to Grantee).

Search...

Test Grantee

Project Title:

Grant ID: G-202503-10262
Due: March 30, 2025

Test Grantee Type: Final Report

Active (3) |Stalus: Returned to Grantee |

Closed

REPORTS (20)

Requirements Due (1)
Requirements to Edit
Submitted Requirements (2)
Reports Due (4)

Reports to Edit (1)
Submitted Reports (12)

Test Grantee

Grant ID: G-202503-10262 Due: March 30, 2025

Revlew |nstruct|0ns (d|sp|ayed Report Type: Final Report Report ID- 14998

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

Respond in the 'Note to
Foundation' field if needed.

Note from the Foundation:

For project outcomes, you noted that there were six new students, but the documentation does not include any new positions, nor
does the outcome section above. Please upload documentation supporting this

Note To Foundation

@ B i Y & § 8 = F 4 ¢

Document X has been upload. Additional information can be found in the Y document.



¥ Documents

Please attach anyi/all relevant documents to the below "Report Attachments” section

Invoice copies

Evidence of payments made

Upload additional or revised B
documents. Supporting documents for outcomes

Supporting documents for activities
Supporting documents
Signed Certification Form

Other (photos, approved minutes, etc.)
Report Attachments

O] ftesttxt
Email
Added by Gran Tee at 4:09 PM on September 15, 2025

Click Save and Close.

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

Confirm status has changed to Report Submitted.

Test Grantee

Project Title:

Grant ID: G-202503-1026G2
Due: March 30, 2025
Type: Final Report

Repaort ID: 14888

Status: Report Submitted
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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.

Search

@ L E A F Test Grantee Test Grantee

Project Title:

Grant ID: G-202503-10261
Due: July 31, 2026 N
Type: Final Report Grant ID: G-202503-10261 Due: July 31, 2026
Report ID: 15974 Report Type: Final Report Report ID: 15974
Status: Approved

REPORTS (20) >
Status Approved

Requirements Due (1) Test Grantee

Project Title:
Requirements to Edit Grant ID: R-202608-10854
Due: July 31, 2026
Type: Final Report ¥ Table Of Contents
Reports Due (4) Report ID: 15976

Narrative Information

Status: Approved
Reports to Edit (1
eports to m Priority Outcomes

Submitted Reports (12) Other Project Outcomes
Grantee Assessment of Project Outcomes to Date
Documents

Submitted Requirements. (2)

Test Grantee
PAYMENTS (7) ProjectTitle: ..

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

e Save your progress frequently using 'Save and Close'.

e Upload documents as PDFs whenever possible.

e Use descriptive filenames (e.g., 'Invoice_Q1_2025.pdf").
o 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
mailto:GrantPortalHelp@goldenleaf.org

Appendix A

Priority Outcomes

Job Creation and Economic Investment

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

student
course/program
completers

Priority Outcome Unit of Measurement | Source of Data
Measure Period
Investment in publicly | $ Cumulative Public Utility records /
owned infrastructure construction documents
Investment in $
privately-owned County tax records/
property, plant and construction
equipment Cumulative documents/award letters
New full-time jobs Number of FT NCUI 101/Employer
created jobs certifications/payroll
Cumulative records
Average annual wage | $ (average Employer certifications/
of new full-time jobs wage of hew Time of NCUI 101/payroll
jobs) Reporting records
Number of new Number of new | Cumulative Grantee Reported
housing units housing units
Workforce Preparedness
Priority Outcome Unit of Measurement | Source of Data
Measure Period
Increase in students Unduplicated Annual Colleague/Datatel/Power

School

10




Increase in students Unduplicated Annual NIMS/AWS/MSSC/ other

earning at least one students industry certification

industry/3rd-party earning an reports

credential/certification | industry

annually credential

Increase in high school | Unduplicated Annual Colleague/Datatel/Power

students completing high school School

CTE pathway in student

area(s) funded course/program

annually completers

Increase in secondary | Unduplicated Annual WBL host-organization

or post-secondary students in WBL records/Program records

students participating

in work-based learning

annually

Increase in secondary | Unduplicated Annual Course/module

students receiving participants participation

meaningful exposure records/industry host

and opportunities to records

explore local career

opportunities annually

Investment in publicly | $ Cumulative Public Utility records /

owned infrastructure construction documents

Agriculture

Priority Outcome Unit of Measurement | Source of Data
Measure Period

Number of participants | Participants Annual Participant sign-in sheets

at agricultural trainings

(e.g. field days, etc.)

New publications Materially Annual Publications distributed

directed towards unique farmer- to or made accessible to

farmers friendly farmers

publications

11




Monthly use of Farmer-users Annual Ag facility records
agricultural facilities

that benefit farmers

Investment in publicly | $ Cumulative Public Utility records /

owned infrastructure

construction documents

12
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