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How to Submit a Quarterly Narrative Report (QNR) in WIPS 
 

Click on the “My Reports” tab on the top menu and then select “Quarterly Narra�ve Reports” 

 

Enter your grant program informa�on in the fields provided. 

• Select “Quarter End Date” from drop down list. 
• Select “Grant Program” name from drop down list. 
• Select “Grant Number” from drop down list. 

 

Con�nue to next Sec�on or click on “Save” to return at a later �me to complete the report. 

If a grantee has never cer�fied a Quarterly Performance Report (QPR) for this grant in the past, 
then the “No par�cipants have been served grant to date” check box will be available. 

Users should only check this box if par�cipants have not been served during the grant. If 
par�cipants have been served at any �me during the life of the grant, grantees are required to 
submit par�cipant-level data in WIPS and produce a QPR for cer�fica�on and submission to the 
Department of Labor.  
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If a grantee selects the “No par�cipants have been served grant to date” check box, in the 
“Program Dashboard” the “QPR Status will show “No par�cipants,” indica�ng that a QPR will 
not be generated for this repor�ng quarter.  

  

For “Sec�on I. Contact Informa�on” enter contact informa�on in the fields provided. 

Complete the following fields: 

• DOL Grant FOA* 
• Grant Recipient Name* 
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• Grant Project Name* 
• Grant Project Address* 
• Grant Start Date and Grant End Date* 
• Full Name 
• Phone Number 
• Email address 

* Note: May be pre-populated for some grants. 

 

Con�nue to next Sec�on or click on Save to return at a later �me to complete the report.  

To complete the QNR, enter informa�on as needed for each of the following sec�ons in the 
fields provided: 

• Sec�on II. Summary of Grant Progress 
• Sec�on III. 
• Sec�on IV.  
• Sec�on V.  
• Sec�on VI. 
• Sec�on VII. 
• Sec�on VIII. 
• Sec�on IX.  
• Sec�on X. 
• Sec�on XI. 

Each field allows up to 2000 characters. Please note that all QNR sec�ons must be completed 
before you can cer�fy the QNR. If you have nothing to report in a par�cular sec�on of the QNR, 
you must indicate this by adding “No informa�on to report this quarter” or “Not applicable,” as 
appropriate.  
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Users have the op�on to upload supplemental files to their QNR. To upload a file, select, 
“Choose a file” and indicate the file you want to upload. You may upload up to 5 files. Files must 
be in one of the following formats: 

• Word 
• PDF 
• TXT 
• ZIP 
• Images 

 

A�er comple�ng the QNR, you may submit it by clicking on the “Cer�fy” buton. By selec�ng 
“Cer�fy,” the grantee’s authorized representa�ve is indica�ng that, to the best of their 
knowledge, the data submited is complete, true, and accurate. 
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Program Dashboard – QNR Status: 

• “In Progress” indicates that a QNR has been ini�ated in WIPS, but has not been 
submited to the Department of Labor. 

• “Cer�fied” indicates that a QNR for the quarter has been successfully submited through 
WIPS to the Department of Labor. 

 

 


