
Welcome to the Grant Application System!

Project Reports

Accessing Your Account:
1. Access our grant portal by going to:

https://ut-archivesandrecords.force.com/portal

2. Sign in using the SAME information you used to apply. Your username is your email

address. If you cannot remember your password, click “Forgot Your Password?” and

follow the steps to create a new one.

Creating a Report:
1. Login at https://ut-archivesandrecords.force.com/portal with your username (email

address) and password.

2. Select “Update.” You will be taken to a page listing your grant application.

https://ut-archivesandrecords.force.com/portal
https://ut-archivesandrecords.force.com/portal


3. Click on the blue icon.

4. You will be taken to a page with your application details. There will be a message saying

“No reports found.” Don’t worry, this message will go away once you start your report.

Click on the blue button that says “New Report.”



5. You will be taken to a page listing the currently available reports. The only option at the

moment is “USHRAB Grant 2022-2023 Interim Report.” Click on “New” to get started.

Completing and Submitting a Report:
1. Once you create a new report, you will be taken through a series of questions to answer

providing details about your project and where things stand at this halfway point. The

first section, “Overview,” is blank. Simply click “Next” to move on to the next section.



2. Please take some time to answer each of the six questions thoughtfully. Each answer

space has a 3,000 character limit, so you should have plenty of space. If you find you

need more time, you can always “Save & Exit” and come back to it later.

3. Be sure to click, “Save” to save your work, even if you plan on submitting right away.

4. Question 6 is asking for examples of press related to your project and requires a file

upload. To attach a file to the report, click on “Choose File.”



A window will pop up through which you can search for the press files you’d like to

attach on your computer.

5. Once you have selected the file, click “Upload.”

6. When your file has successfully uploaded, you should see the file name, upload date,

and option to delete. You may upload multiple files.

7. Remember to Save!

8. When you have answered all of the questions, uploaded your files, and Saved, click

“Next.”



9. Review your report to make sure you have answered all of the required questions and

uploaded the required files. If you are ready to submit, click “Submit Final Report.”

Please note that the “Submit Final Report” option will not be available if one of the

required questions has not been answered.

10. If you would like to download a PDF copy of your report for your records, click on the

PDF icon next to “Submit Final Report.” A PDF will open in a new window where you will

be able to save it to your computer.



Editing an Existing Report:
1. Login at https://ut-archivesandrecords.force.com/portal with your username (email

address) and password.

2. Click “Update” to be taken to the page with your application and access your report.

Click the blue page icon under “Actions.”

3. You will be taken back to the page with your application details and open reports. From

here, you can click the green pen icon to return to continue editing.

https://ut-archivesandrecords.force.com/portal


4. Don’t forget to “Save” often as you work!


