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1. Overview & Important Notes 
• Only NIFA competitively awarded/non-capacity (i.e., non-formula) projects are created and reported 

in the REEport website. 
• Annual reports must be submitted in REEport no later than 90 days after the anniversary of the 

project start date. 
• Annual reports can be submitted in REEport up to 90 days prior to the anniversary date and are due 

no later than 90 days after. 
• In the final year of a project, the Final Report is completed in lieu of a Progress Report. 
• The Final Report should cover the entire duration of the project (project start date to project end 

date). 
• Final Reports must be submitted within 120 days after the termination of the project (project end 

date). 

 

2. Step-by-Step Submission Guide 

2.1 Step 1: REEport Login 
Enter your UCR email address associated with your project in the left box, and your password in the 
right box. 

The email address is likely your firstname.lastname@ucr.edu. 

If this does not work (or if you do not see your project once you are in REEport), it is possible that a 
different email is associated with your project. Reach out to morgando@ucr.edu or 
aaron.cisneros2@ucr.edu for assistance. 

REEport Login Portal - Email & Password Entry 
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2.2 Step 2: Portal Selection 
Click on the REEport (SAES - University of California at Riverside) button in the lower right corner. 

 
Portal Dashboard - SAES UCR Button Selection 

 

2.3 Step 3: Navigation 
You can click on the Progress Report or Final Report from the menu bar or from the icons in the 
flowchart. 
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Main Menu & Navigation Flowchart 

 

2.4 Step 4: Search Project 
You can search by Accession Number, Project Number, Proposal Number, or Project Director in the field 
boxes. 

Data should auto-populate in the field box once enough characters have been entered. 

Once you have entered your data, click on the “Search” button. 
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Search Criteria & Auto-populate Search Interface 

 

2.5 Step 5: Draft Selection 
On the Track Progress (or Final) Reports page, your draft report will appear under “Progress Report(s) in 
Draft Found.” 

Click on the project # to access the pages where you can enter your information for the reporting 
period. 

Note: The current year’s draft auto-populates only if your prior year’s report has been submitted. 
Otherwise, the prior year’s draft will appear instead. Complete and submit the prior year to populate 
the current year. 
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Track Progress Reports Table & Draft Projects List 

 

2.6 Step 6: Data Entry 
The Cover page will populate first, and you can navigate to the other data entry fields by clicking on the 
appropriate section in the menu bar or on the “Next” button at the bottom of the page. 

Follow the instructions on each page for additional details, descriptions, character limits, etc. 
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Cover Page Data Entry Form & Navigation Bar 
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2.7 Step 7: Submission 
From the “Submit” tab section in the menu bar, you can see any remaining data required by REEport. 

NOTE: Once all required data has been entered, this Submit section page will show a “Submit” button at 
the bottom of the page. 

Once you are ready to submit, you can click on the “Submit” button to push your report to the next step 
in the approval process. 

 
Submit Tab & Final Submission Action Button 
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