
Instructions for Uploading Reports 

Step 1 - From the Submit Reporting Resources page (https://www.eere-

pmc.energy.gov/SubmitReports.aspx), select the “Log into the Recipient/Applicant Site” link. 

 

  



Step 2 - Enter the valid Email and Password information for your Recipient/Applicant Login 

account and click the “Login” button. Site warnings, links to the help desk, and events and 

notifications are also provided on this page. 

 

  



Step 3 – The terms of use for individuals using the Project Management Center are provided in 

the System Rules of Behavior. After reviewing the Rules of Behavior, select the “Accept” button 

to proceed to the Security Notice. 

 

  



Step 4 – The security restrictions for individuals using the Project Management Center are 

provided in the Security Notice.  After reviewing the Security Notice, select the “Accept” button 

to proceed to the upload site. 

 

  



Step 5 - Select the “Submit Your Reporting Requirements” tab and then select the “Link to Enter 

Award Number” link (found in the Award Recipients section) for access to upload reports. 

 

  



Step 6 – Enter the award number where indicated and select the “Click to Upload” button.  

 

  



Step 6 – Select the “Your Requirements - Upload Reports” tab (in the Submit Reporting 

Requirements section) to view the Reporting Requirements page.  When the report is available 

as an existing requirement, there will be an “Upload Report” button (in the Action column for 

Deliverable Requirements) to select and upload.  When the report is not available as a 

requirement, select the “Upload a Report Not Listed” link and proceed to the upload page.   
 

 



Step 7 (when the report is a deliverable requirement)  – Select the Choose File button and 

upload your report, then Submit to complete the report submission.  

 

  



Step 7 (when the report is NOT a deliverable requirement) – Select from the available options 

for each of the reporting options “Reporting Period”, “Frequency of Report” and “Type of 

Report” (a selection is required for each).  Then select the Choose File button, upload your 

report and Submit to complete the report submission. 

 

  



Confirmation – You will see a successful upload page and a confirmation will be sent to your 

email address. 

 


