
    
   

    
     

       
         

      
       

      
   

    
   

 
  

    
     

  
       
        

 

 
       

   
      

 
      

 
     

   

Instructions for Completing the Year 5 Project Narrative (FY2020 First Semi-Annual PPR) in PAGES 
The project narrative portion of the non-competing continuation application can be completed by going into 
the Participant Accomplishment and Grant Evaluation System (PAGES) and completing the FY2020 First Semi-
Annual Performance Progress Report (PPR).  In PAGES, you will complete FY 2020 Projections only and the 
2020 First Semi-Annual Performance Explanations for the Introduction and Proposed Changes sections only. 
You will not make any edits or additions to the 5 Year Cumulative Projections – those will continue to populate 
as entered previously. You may need to provide explanations for your projections or other items in the 
Explanation of Variance/ Explanation section on the FY 2020 PPR. You will then print the FY2020 First Semi-
Annual PPR from PAGES, have your Authorized Official sign and date it, and then upload it with your Year 5 
Non-Competing Continuation Application (kit) in GrantSolutions under the Project Narrative Upload. Please 
refer to the application kit instructions found in GrantSolutions for details about all required documents for the 
Year 5 Non-Competing Continuation Application. 

Entering Projections for Year 5 
- On your grantee page, look for the section labelled “Projections” on the lower part of the screen. 
- You will select the “+’ sign next to the Projections section to add new projections for FY2020. This will 

then open a “New Projections” screen. 
- Click on “Projection Type” and select “Yearly.” 
- You will then click on the year field and enter 2020 (this corresponds to Grant Year 5 09/30/2019 – 

09/29/2020). 

- You will then enter numerical values for each of the seven quantifiable projection categories for Year 
5.  These projections will come from the grantee application or determined from the annual numbers 
necessary to achieve the five-year quantifiable projections given progress of Years 1 - 4. 

- Once you have finished entering your projections, click “Save and Close” at the top of the screen. You 
may also click “Save” at any time to save projections you have entered. 

- Once the projection window is closed, you will be returned to the grantee screen and under 
Projections a 2020 line will appear reflecting the entered projections. 



     
       

    
 

     
  

  
   

   
  

    
   

 
        

  
    

 
     

    

 

         
    

 
 
 
 
 
 
 
 
 
 

- If edits to projections are needed, go to the Projections section of the Grantee Page and double click 
on the projection you want to edit. That projection box will open and edits can be made.  Remember 
to save any changes. 

Explaining Projections for Year 5 – Utilizing the Explanation of Variance Field 
-	 When to complete: 

o	 A grantee may need to justify the projection, given current progress as compared to the five-
year goal.  If more space is needed, please use the obstacles narrative in the Performance 
Explanation section of the PPR. 

o	 For other indicators, there may not be a corresponding projection, but there is a column for 
Explanation.  In these locations, a program may want to note something specific about an 
occupational training or service where previous clarification from the Program Office has been 
requested. 

-	 Grantees can edit/ update the Explanations of Variance or Explanations directly in the PPR – there is a 
character limit.  Once a grantee runs the PPR, look for the columns in each section titled “Explanation” 
or “Explanation of Variance.”  Then, find the explanation you would like to edit and select “None.” 

- This will open a separate pop-up screen where you can enter your explanation in the “Explanation” field. 
Then click “Save and Close” to return to the PPR. 

-	 Refresh your PPR to see the explanation you entered appear on the PPR. 
- You will follow this same process for each explanation needed. 



   
 

  
   

  
    

  
      

     
   

   
   

  
 

  
     

 
      

    
 

    
 

     
    

      
    

  
      

    
   

   
 

  
    

  
 

    
        

 
 
 
 
 

Performance Explanations:  Program Indicator Explanations 

Introduction (6,000 character limit)
 
Use the space provided to address the following items.  Please note that this information will be used to
 

update your public-facing HPOG abstract on the website:
 
•	 Briefly restate the purpose of your grant, the service area, and the target population to be served noting 

the income eligibility threshold. 
•	 List and explain the seven, five-year quantifiable projections of the program. 

Number of individuals that will be enrolled in the overall HPOG program 
Number of TANF recipients that will be enrolled 
Number of individual participants that will begin basic skills education 
Number of individual participants that will complete basic skills education 
Number of participants that will begin any healthcare occupational training 
Number of participants that will complete any healthcare occupational training 
Number of individual participants that will obtain employment in a healthcare occupation 

•	 List the occupations for which participants will be trained/ tested/ certified for once they complete the 
program. 
•	 These will be those approved occupations found in your grant application and entered into PAGES. 

Grantees should update the listing if additional approvals have been given by OFA.  Only approved 
occupations should be listed here. 

•	 Briefly restate the supportive services provided by your program and how they are used to support 
participants. 
•	 These will be those services found in your grant application and entered into PAGES.  Grantees 

should update the listing if additional services have been added. 
•	 List and describe your relationship with the required partners under HPOG.  Please explain the concrete 

steps taken with these partners: TANF, the Workforce Investment Board, and the Office of Apprenticeship. 
This should be updated to list specific activities undertaken in that reporting period 
•	 There should be a few sentences or a paragraph for each of the three partners: TANF, the 

Workforce Investment Board, and the Office of Apprenticeship.  Each relationship must be 
addressed with concrete communication/ action steps listed. Stating that “no relationship exists” 
is not acceptable.  If it does not currently exist, then the grantee should list the steps that will be 
taken in the next semi-annual period to create the relationship. 

Proposed Changes (4,000 Character Limit)
 
Describe all changes to your program plan and state if they have happened or will happen. This includes changes
 
in strategy, staffing, population served, partner organizations, timing of plan implementation, number of clients
 

served, etc.
 
- Please detail any anticipated changes for Year 5.  

- Reminder – certain changes require prior approval. Please review the full list. 


http://www.acf.hhs.gov/programs/ofa/faq/what-types-of-revisions-require-prior-approval-and-or-a-budget-revision


 
   

         
      

    
        

        
 

 
      

   
    

 
    

      
 

     
     
      

    
 

How to Upload the PPR in GrantSolutions as part of the NCC Application 
- Running the PPR: In PAGES, the grantee can only run the PPR from the main Grantee page.  Grantees 

will click the small three-dot button at the top in the menu options, then select “Run Report” and then 
“Performance Progress Report.”  A window will pop up (see screen shot below) and you will then 
select Fiscal Year “2020” and Fiscal Period “First Semi-Annual Period.” Then select “View Report.”  You 
can then page through the PPR to view projections, explanations, etc. Please confirm the cover page 
information is also correct. 

- Printing PPR: Once you view the report, the system may reflect a print button on the same PPR 
window.  A grantee can print directly from here.  If a grantee does not have a print button, you can 
generate a PDF and then print from Adobe.  It is best to print using the landscape option as it will avoid 
cutting off any information. 

- Once the PPR is printed, double check that the report printed correctly (information is legible, the print 
does not run off the page, etc.) and includes all needed information, including the updates to the cover 
page. 

- Have your Authorized Official sign and date the PPR cover page. 
- Scan the full PPR, with the signed cover page. 
- Upload the scanned copy of the PPR into GrantSolutions as your Project Narrative in the Non-

Competing Continuation Application Kit. 
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