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Online Reporting 

Frequently Asked Questions 
 

General Reporting Questions 
 

1.  What if I need to update my organization’s information as displayed in the online 
report? 

 
If any of your organization information needs updating, please create a separate document 
highlighting any changes and upload this document in the Attachments Section under the 
title “Organization Information Update.” 

 
2.  What if the original Executive Director or Project Contact recently left the 

organization and we no longer have access to the account associated with the 
online report? 

 
When that happens, please email the Foundation via grants@coloradohealth.org if you need 
to establish a new contact for the organization. We can set up an account with our online 
system for that person. 

 
3.  I don’t have access to my grant agreement and approved budget. How can I get a 

copy? 

 
If you need copies of your grant agreement and your approved budget, please contact 
grants@coloradohealth.org and we will email you copies. 

 
4.  What if I need more time to submit my report? 

 
We understand that things can come up! While we do expect that reports are submitted by 
the due date outlined in your grant agreement, please contact us at 
grants@coloradohealth.org if you expect a delay in your submission. 

 
5.  Can you share example reports from real grantees? 

 
To uphold confidentiality with our grantees, we are unable to share reports from other 
organizations. We encourage you to refer to the Sample Report Guide that was created to 
give grantees an idea of the types of information and the appropriate level of detail needed. 

 
6.  I have questions about when to submit an amendment to my grant. Who 

can I talk to? 
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Refer to Section 2 of your grant agreement for guidelines on when no cost extension and 
budget revision requests are required. If you still are unsure or would prefer to discuss with 
someone over the phone, please feel free to contact grants@coloradohealth.org or your 
Program Officer. 

 
7.   I have a requirement due that is not a progress or final report. How do I submit 

this? 
 

If you have a requirement due that is not a progress or final report, such as 
challenge grant documentation or a work plan, an email reminder will be sent to 
the Project Contact approximately 30 days prior to the requirement being due 
that provides a unique link for you to submit the requirement.  

 

 
 

Technical Questions 
 

1.  I am unable to log into my account with my email and password. What do I do? 

 
To log in to your account, click on the link in the reminder email sent to you. Try logging in 
with your email and password that you’ve used for prior applications or reports with the 
Foundation. If you have forgotten or do not know your password, please select the “forgot 
password” option and a temporary password will be sent to your email. Once you receive 
your temporary password, click on the link provided in the email, log in with your email and 
temporary password, and the system will prompt you to replace the temporary password 
with your own. You will receive an additional email with the password that you just set up. 
Please keep this email for future reference. If you do not receive an email with a temporary 
password, check your SPAM folder. 

 
2.  Can I forward the report requirement to another staff person in my organization so 

they can work on the report? And how about sharing my report with others? 
 

The answer to both is yes. For instructions and a step-by-step how-to for transferring or 
sharing your report, refer to the Technical Tips Guide included in your email reminder and 
as a link in the online report form. It takes just a few steps to transfer ownership of the 
requirement to someone else, to assign view-only rights, or to simply email a copy of the 
report. In addition to the directions in the Technical Tips Guide you can always call us at the 
Foundation to walk you through the steps or assist if needed. 
 
3. When I log in I only see the Application section and the Requirement tab is missing.  
What should I do? 
 
If the Requirements tab is not visible when logging in, this means the requirement was 
published to someone else.  The system only allows for the requirement to be published to 
one person at any time for editing so as to remove the possibility of overwriting or saving 
issues between multiple users.   As such, the Foundation only publishes the requirement to 
the primary grant contact we have in our system.  This contact has access to the editing the 
requirement as well as access to transfer editing rights or ability to give viewer rights to other 
contributors (please see the Technical Tips guide for more information).  Also, please feel free 
to contact the Foundation at grants@coloradohealth.org or 303-953-3600 for help in 
transferring the requirement to a different contact as needed.  Once a user has been given 
the editing rights, the Requirement tab will be visible when logging in. 
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4. When I click on the Requirements tab, all I see is a blank page.  Where is my 
requirement? 
 
In the requirement tab, there is a filter on the right hand side which shows three options: New 
Requirements, In Progress Requirements, and Submitted Requirements.  The default filter is 
the New Requirement option, so if logging in after previously working on the application the 
Requirements tab would appear blank.  Click on the filer drop down and select “In Progress 
Requirements ” to see your requirement. 
 
5.  I filled out a majority of the report, but now when I log back into complete it, none 

of my prior work is there! What now? 
 

Unfortunately, if upon logging back into your account and the requirement, you do not see 
any of your previous work, the work was not saved. You will need to start over and make 
sure to save frequently throughout the process so you don’t lose any of your hard work. 
You’ll notice in each of the online report form sections, there is a “Save and Finish” later 
button at the bottom of the screen. Unless you are completing the online report in full and 
submitting it on your first visit, it’s imperative that you select “Save and Finish Later” rather 
than just clicking on “Exit” or exiting out of your web browser. This will save information to 
your account so you can come back to the report form at a later time. We also recommend 
writing the sections in a word-processing document and copying and pasting them into the 
appropriate sections while Saving and Finishing throughout. 

 

6. Are there word limits to the responses that I provide? 

No, there are no word limits, but we ask that reports be concise and include only relevant 
information. We recommend providing 1-2 paragraphs per question. 

 
7.  Is there a limit on the number of attachments that I can submit? 
We require three documents: your organization's most recent financial statements for the 
reporting period, which include both the Balance Sheet and Income-Expense Statement and 
the required budget format capturing the grant’s actual expenditures as compared to the 
approved budget included in your grant agreement. You will not be able to submit your 
report without attaching these documents. 

 
If you wish to submit optional attachments, we ask that you submit only up to a few 
additional attachments. Examples include additional Evaluation results you would like to 
share, an amendment request, or if the Organization Information Section needs updating. 

 
8. What if I don’t receive an email confirmation after I’ve submitted? 
The system should automatically send a confirmation to you after you’ve clicked on Review 
& Submit. If you do not receive an email confirmation, please check your Spam folder and 
contact the Foundation if you still do not have an email confirmation. 

 
9.  What if I’m unable to submit my report online? 
If you are unable to complete the online report form, please contact 
grants@coloradohealth.org for instructions about an alternative submission.
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