Generating Internal QPRs in GPMS

1. After logging into GPMS, click on the Admin Console tab at the top left side of the
screen.
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2. Navigate to the Generate Internal QPR Reports tool.
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3. Verify that all required information is provided to the search tool by selecting Year,
Quarter, and Grantee. Optionally, you can include the sub-grantee and applicable state
(though we recommend avoiding inputting state information until some technical issues are
resolved, as this is causing issues with retrieving data). Click EXPORT.
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The following screen will be displayed, which shows that the report is being generated. This
process can take some time. Click REFRESH intermittently to see when the report is complete.
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Users can continue working by opening another session in GPMS within the same browser. This
can be done by holding the CTRL key + clicking another function in the header. For example,
CTRL+ a click on the ADMIN CONSOLE tab will open another ADMIN CONSOLE session. This will
allow you to generate multiple QPRs at one time.

Your screen will show this message when your QPR has populated.
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5. Then click the icon underneath Download to access the file.
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The file will download directly to your computer in an Excel (.xlsx) format.




