
TA Reporting 

Contact NACD Programs Manager Chessa
Ossefoort at chessa-ossefoort@nacdnet.org
with any questions.  

Project Performance
Guide



Single click arrow to expand project table. 1



Double click project name to open project details. 2



Navigate to Project Plan under related.3



Single click any Ref. ID to expand the table. 4



Single click the arrow next to Performance Measure to further expand the
table. Double-click each performance measure to input actual values. 5



Enter values in the Actual box. Values are cumulative over the quarters.
Add your previous quarter values for your actuals total. 
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Once all metrics have been updated, navigate to Reporting and run the
Project Performance Report. 
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Export the report as a PDF and save it to your files. 10



10 Navigate to Report Schedule. 



Upload it to the Reports Schedule under the Quarterly Accomplishments
Report for the current reporting period. 11



Attach the exported PDF under Add Notes/Attachments12



Your name here

Complete the details page being sure to click on a name for the report
filed by box rather than just typing. You will get an error if you do not
click on the name in the drop down. 
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The Report Status will update to “Submitted” when the report is attached
and saved. 14


	TA Reporting
	Project Performance Guide
	Single click arrow to expand project table.
	Double click project name to open project details.
	Navigate to Project Plan under related.
	Single click any Ref. ID to expand the table.
	Single click the arrow next to Performance Measure to further expand the table. Double-click each performance measure to input actual values.
	Enter values in the Actual box. Values are cumulative over the quarters. Add your previous quarter values for your actuals total.
	Once all metrics have been updated, navigate to Reporting and run the Project Performance Report.
	Export the report as a PDF and save it to your files.
	Navigate to Report Schedule.
	Upload it to the Reports Schedule under the Quarterly Accomplishments Report for the current reporting period.
	Attach the exported PDF under Add Notes/Attachments
	Complete the details page being sure to click on a name for the report filed by box rather than just typing. You will get an error if you do not click on the name in the drop down.
	The Report Status will update to “Submitted” when the report is attached and saved.

