
 

GOHS Reporting 
Procedures 

Monthly Activity Reports  



 

 

Grant Administrator 

1. Login to eGOHS 

www.egohs.org  

 
*Forgot your 

password?  

Call the GOHS 

office or email  

chamilton@gohs.ga.gov 
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http://www.egohs.org/


1. Open the grant 

from your task 

list. 

2. Select the grant 

you will work in. 
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Grant Administrator 



Grant Administrator 

1. From the Grant Menu, 

Monthly Activity Reports 

(Progress Reports) are 

shown in a dropdown 

box. 

2. The list is visible only if a 

report is available to be 

filled out for a current or 

past reporting period. 

3. Select the first period and 

click the Create button. 

 

 Please note: Monthly 

Activity Reports should 

be completed in 

sequential order. 

 Monthly Activity Reports 

must be completed and 

submitted prior to claim 

submission. 
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Grant Administrator 

1. The first two 

forms of the MAR 

are found on the 

Report Menu.  

They are the 

Milestone Report 

and the Statistical 

Summary Report. 

2. Click on 

ñMilestone 

Reportò to open. 
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Grant Administrator 

1. For each activity 

included in your 

applicationôs 

Milestone Chart, the 

report will show the 

activities planned. 

2. You can enter the 

current monthôs 

actual activities by 

clicking on the Edit 

button. 

3. Enter number or X if 

the activity was 

completed. 

Number is the 

actual quantity per 

month (i.e., books, 

brochures, classes, 

etc.) 
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Grant Administrator 

1. You then enter the 

actual activities (X 

or numbers where 

appropriate) for 

the reporting 

month. 

2. If a scheduled 

activity was not 

met, enter ñ0ò.    

 *Note: please 

remember to 

provide an 

explanation for 

any unmet 

activities in the 

Challenges 

section.   

3.    Click SAVE. 
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Grant Administrator 

1. Your actual 

activities will 

now show up 

in the report 

below your 

anticipated 

activities. 

 

8 



Grant Administrator 

1. Next, return to 

the Report 

Menu 

2. Click on the 

Statistical 

Summary 

Report link. 

9 



Grant Administrator 

1. The Statistical 

Summary Report 

allows you to 

easily enter each 

monthôs 

statistical data 

corresponding to 

the categories 

shown. 

2. Click on the Edit 

button. 
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Grant Administrator 
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1. Enter the appropriate 

data for the current 

month.  

2. Make sure that the total 

number of people 

reached equals the 

number of adults plus 

the number of youths 

plus the number of 

children reached. 

3. PI&E is the approximate 

number of brochures 

distributed 

4. Trainings are 

educational classes 

conducted.  

5. Exhibits includes setting 

up a display or table at 

an event.  

6. Click Save. 



Grant Administrator 

1. Now your 

data will 

show in the 

report. 

2. Note that you 

can export 

this data to 

an xls 

spreadsheet 

by clicking 

the ctrl key + 

export data. 
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Grant Administrator 

1. Go back to the 

Report Menu page 

to display the 

remaining forms 

that are a part of 

the MAR package. 

2. Expand the entire 

tree.  

3. Click on GA MAR 

Cover Page 
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Grant Administrator 

1. This page is only 

required for grantees 

with personnel on the 

grant. 

2. Agency Personnel: 

This is the total 

number of 

employees. 

3. Project Personnel: 

This is the number of 

employees assigned 

to the grant. 

4. Complete and then 

click SAVE. 

5. Click Next to go to 

the second page. 



Grant Administrator 

1. The MAR Page 2  is 

required each 

reporting period 

2. Fill out each section 

thoroughly and click 

the save button. 

3. If you donôt meet an 

objective for a 

particular month, you 

should include the 

reasons in the 

ñChallengesò Section. 

4. The future events 

section will assist 

GOHS staff to plan 

visits with you and 

attend your events. 

5. Click SAVE and then 

NEXT.  
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Documentation 

Attachment 

1. Any documentation that 

you would like to show 

GDEC in relation to your 

grant activities, should 

be uploaded here.  

Documents will need to 

be scanned in and 

attached. 

 

2. NOTE: Grant 

Announcements and job 

descriptions should be 

uploaded here within the 

first three reporting 

periods (October, 

November or December). 
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Documentation 

Attachment 
1. Upload documents 

and title them 

appropriately so 

GOHS can recognize 

what file is attached.   

2. Upload as you would 

to an email (from your 

computer) 

3. Use Microsoft or PDF 

attachments 

4. Click SAVE after each 

attachment. 

5. Return to Report 

Menu 

6. NOTE: avoid special 

characters in the title 

of the document. 

 

 



Grant Administrator 

1. Return to the Report 

Menu page. 

2. Final Report:  This 

defaults to NO so 

unless it is the 

September Report 

do not change this. 

3. Then click the 

Submit button. 

4. GOHS staff will 

review the MAR 

along with any 

submitted claims 

and process them 

accordingly. 
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Grant Administrator 

1. After submitting, 

the report status 

changes to 

Progress Report 

Submitted, and 

will change to 

Progress Report 

Approved once 

approved by 

GOHS. 
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Grant Administrator 

1. The Monthly 

Activity 

Report is now 

shown as 

submitted on 

the Grant 

Menu page. 
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GOHS Reporting 
Procedures  

Claims Submission Process  



Agency Administrator 
Grant Administrator 

1. Log into eGOHS 
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Grant Administrator 

1. Open the grant 

from the Task 

List. 
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Grant Administrator 

1. On the Start Menu, 

the Administrator 

can see the Claims 

selection dropdown. 

2. The list shows 

claims that are 

currently due. 

3. Select the first 

period and click the 

Create button. 

 NOTE:  

 Claims must be 

submitted in order.  

 Progress Reports 

must be completed 

FIRST.  
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Claims 

1. The 

Claims/Payment 

Request page 

opens to the 

ñExpense 

Summaryò tab. 

2. Go to the 

ñExpense Detailò 

tab to itemize the 

claim details. 
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Grant Administrator 

1. To add an 

item to the 

current claim, 

start by 

selecting the 

cost category 

for the first 

item from the 

dropdown 

menu. 

26 



Grant Administrator 
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1. Selecting the Budget 

Category populates 

the Award Amount 

Balance dropdown 

box. 

2. The Description box 

drops down with the 

items that are in that 

Budget Category. 

3. Select the 

appropriate item from 

your budget.  

4. Enter the date of the 

invoice. 

5. Enter the dollar 

amount.  

6. CLICK SAVE 

7. Remember, invoice 

dates must be within 

the grant period 

(October 1, 2015-

September 30, 2016) 

 



Grant Administrator 

1. After adding 

and saving 

the first item, 

note that it is 

now listed 

below as part 

of the claim. 
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Grant Administrator 

1. After adding several 

items, note the 

grouping and claim 

totals on the detail 

page.   

 Here we have two 

line item claims for 

the Personnel 

Services category 

and one line item 

claim for Regular 

operating Expenses. 

 *NOTE:  Dates can 

not be after the 

claim month.  In this 

case since this is a 

November claim, 

you could put an 

October dated 

invoice but not 

December. 
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