
Instructions on how to access and submit the Interim Performance Report in G5 
 

1. Log into the G5 system. 
2. At the top of the page select “Grant Maintenance” 
3. In the “Grant Maintenance” menu select “Package Submission” 

a. This will produce a list of your available grants 
4. Select the grant with the PR/Award Number that corresponds with your respectively 

funded TRIO grant.  
a. Click the “Continue” button at the bottom of the list 

5. In the middle of the next page is a section labeled “My Performance Reports” 
a. Select the button next to “Interim Performance” 
b. Click “Edit Report” at the bottom of the list 

6. The next page will have 5 required sections that need to be completed 
7. Select the button next to the section you wish to complete 

a. Click “Edit Form” at the bottom of the list 
8. When you have completed a section, be sure to check the “Form Complete” box 

a. Click “Save and Continue” at the bottom 
9. Do each section the same way 

 
It is highly recommended that you have the “Guidelines for Entering Data in the 
Quantitative Data Charts in G5 Performance Reports,” open as a resource when 
completing the Grant Performance Section A-1.   
 
Helpful Hints provided by an actual TRIO Project Director that completed an Interim 
Report previously in the G5 system for Section Completion 
 
1. Project Narrative Section is a document you create based upon the questions asked in the 

letter to project directors.  You must convert your document to a PDF format in order to 
successfully upload it. 

2. Grant Performance Section A-1 
a. Target Raw number is the number of students you are funded to serve 
b. Target Ratio is the number of students you are funded to serve over itself.  For 

example, if you are funded to serve 150 students, the correct response in this box 
is 150/150 

c. Actual Performance Data Raw number is the number of students you have 
actually served 

d. Actual Performance Data Ratio is the number of students you have actually 
served over the number of students you are funded to serve.  For example, if you 
have actually served 99 students to date, the correct response in this box would be 
99/150. 

3. Grant Performance Section A-2 
a. Target Raw number is the number of both low-income and First-Generation; 

Disability students you are funded to serve (your 2/3 ratio).  So, if you are funded 
to serve 150 students total, 66% of that is 99 who have to meet both of these 
eligibility criteria. 



b. Target Ratio is the target raw number over the number funded to serve.  In this 
example where you are funded to serve 150 students total, the correct response in 
this box would be 99/150. 

c. Actual Performance Raw Number is the number of students who are both low-
income and first-generation; disabilities status that you have actually served 

d. Actual Performance Ratio is the number of both low-income and first-generation; 
disabilities students actually served over the total number of students actually 
served.  For example, if you have served 75 students who are both low-income 
and first-generation; disabilities from a total student served population of 99, the 
correct response in this box would be 75/99 

4. Grant Performance Section B & C 
a. First of all, Section B is the only one that is required 
b. This is another document that you create based upon the budget questions asked 

in the letter to project directors.  Be sure to upload it as a PDF. 
5. Grant Performance Report Cover Sheet Section  

a. This section contains a variety of questions that need to be answered.  Several 
pertain to indirect costs.  It may be helpful to consult with your Office of 
Sponsored Programs/Business office when completing this section.  They will 
know the dates of various agreements, etc.… 

 
Submitting the Completed Report 
 

1. You will know you are ready to submit when the form status column on all five sections 
reads complete. 

a. The bottom of this page has the “submission” option 
2. The report should be submitted by someone from your institution/agency who is 

authorized to certify on behalf of the institution/agency 
 


