National Information Management System (NIMS) 
Annual and Progress Reporting Instructions

Program Name:  Once you are officially logged in, you will enter the system as a user for your particular program.

Frequently Asked Questions about Annual Reporting in NIMS:

http://www.seagrant.noaa.gov/other/admininfo/nimsfaqs.html
Instructions (Annual and Progress Reports):
Log in
After you log in, go to the menu (left-hand navigation), titled “Annual Reporting

Choose “Enter/Edit Projects.” 

Reporting Period/Date Selection 
Using the calendar, select the dates of the reporting period and hit the “See Projects” button.
You should be on the “Annual Reporting” category page titled, “Projects.”  

Editing Projects
On the “Projects” page, scroll down to see a list of you program’s projects during the time period you selected.

Click “Edit” in the left hand column to edit information in a particular project.
From this page, you may edit:  project information, funding information, impacts, performance measures, and, add attachments.
· Edit project information allows you to enter or edit the following: Institution/Grantee; Sea Grant Program; Award Title; Sea Grant Strategic Plan Category; Sea Grant Strategic Plan Sub-Category; Theme; Abstract; Accomplishments and Outcomes; Project Completion Report; Start Date; and End Date.
· Funding information allows you to view the following for existing projects: Federal Year; Award Number; Project Type; Project Number; Fund Source; Fund Begin Date; Fund End Date; Sea Grant Funds; Match Funds; and, Pass through Funds. (NOTE: When entering [at the SG program level] projects in the future, you will be able to enter the above funding information, with the exception of Fund Source.)
· Add Impacts allows you to enter or edit the following: Impact Title; Theme; and, Statement. NOTE:  You are also able to add impacts at the programmatic level (i.e., impacts that are not tied to a specific project). To enter program-level impacts, click on the Program Impacts category in the top navigation.
· Add Performance Measures allows you to enter or edit the following:  Information for Measure 1, Measure 2 and Measure 3 (actual and anticipated). Enter numerical information in the number boxes, and, if you wish, summary information in the text boxes (optional).
· Add Artifact allows you to enter any file that you might wish to upload with a particular project (e.g. a conference proceeding, paper, presentation, press release, etc.).
Project Listings by Award Number
In order to generate a listing of projects under the same Award Number (though not a listing of each amendment), here’s how: 
1. Click on “Edit Project.” 

2. Scroll down and click on the “Add Fund” button. 

3. Then, click on the Award Number.

4. Scroll down to the:  List of Approved Projects Under This Award
Metrics (Program-Level)
Once you have edited each project that is to be submitted for the reporting period you have chosen and are ready to enter program-level information, select the “Program Metrics” heading in order to move to this section. 

There are five “Program Metrics” categories presented horizontally across the top of your page (Management, Communication, Education, Extension and Research). 
· Click on each of these categories in order to see the sub-categories.  For instance, Management includes these sub-categories: Staff Composition, Prog. Development, Leveraged Funds, Partnerships and Awards and Honors.  
· You will begin by entering the year, as called for on your screen.

· Then, enter information for each sub-category, clicking the buttons to add information or edit each.
· When the Management metric information for each sub-category is complete, select Communication.  

· Enter the year and information for Communication, Education and Research as called for on each screen.  Note that the publications table in the Communication and Research metrics sections is linked so that entries made to the table in one section, are automatically updated/reflected in the other.

Impacts (Program-Level)  
Click on Program and See Program Impacts. From this page, you may add impacts by clicking the Add Impacts button.
Generate Reports
You do not need to generate or upload a formal report for the Annual Report unless you wish to do so for your own program.  Once your Annual Report information is in the NIMS system, your work is done. However, if you wish to generate a report, then go to “Generate Reports.”
Instructions for uploading Progress Reports will follow.
