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1. Complete all required financial forms stated in your grant agreement and save them to your computer. Downloadable financial forms can be found at https://www.nps.gov/thpo/grants/report-forms.html
2. Log on to the THPO HPF Grant Reports Portal at https://grantsdev.cr.nps.gov/THPO/login.cfm.   
3. Click on the “Attachments” link
4. Attach ALL required Annual and Close-Out financial reports
5. Complete the Annual Accomplishments Report on-line
6. Contact your Tribe’s NPS grant administrator to let them know that the reports have been submitted.

THPOs can, and are encouraged to, submit information required on the Annual Accomplishments Report digitally rather than completing the form and scanning and submitting it to the reports database.  


Screenshot steps for submitting reports:

1. Using your User Name and Password, log onto the Portal.  Contact NPS if you’ve lost or forgotten either.


[image: ]


Step 2:  Click on “Attachment”.
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Step 3:  

Click on “Add Attachment” in the upper right.  
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Step 4
a. Click on “Browse” to find a document on your computer.
b. Name the document in the box marked “Document Title”.  Please name the file in a way that we can determine what form it is and the grant number to which is refers.
c. Click on “add attachment”.
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Step 5:  The document you loaded should show up in the middle section of the main screen. Continue adding each document one at a time until all required financial forms are listed.  
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Step 6: Click on “Click HERE to Complete the Annual Accomplishments Report On-Line” 
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 Step 7: Complete the on-line Annual Accomplishment Report and click “Submit” at the bottom.

[bookmark: _GoBack][image: ]

Step 6:  Email your NPS grant administrator once everything is complete to let them know the report(s) is/are ready for review.
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