
WH007: Submit Monthly Reporting via
the Portal
Click here to watch

In this guide, I will walk you through the steps to Submit Monthly Reporting via the
DEZNZ Grant Recipient Portal.

1. Click "Create New Monthly Update"

After Clicking on Monthly Reporting, then Monthly Update, you have two options.
Either edit an existing report or create one from scratch. I will create a new one first
by clicking on "Create New Monthly Update".
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2. Create New Monthly Update

fill in details including RAG updates, phase confidence, and written narratives around
the plan for next month.

3. Click "Go to Actuals"

Click "Go to Actuals"



4. Select an Active Baseline

Click on an an active baseline

5. Fill in Actuals

Fill in numbers that reflect what was actually achieved for the month.



6. Actuals Validation Rule

There is a validation on this page, whereby the total number of homes to be treated
must not be exceeded by the homes KPI values below it.

7. Forecast Page

You will then be shown the forecast data that exists for this month, which was filled
out by a Delivery Partner slash PSO.



8. Navigate back to Monthly Updates

Navigate back to Monthly Updates

9. Edit Monthly Updates Report

You will see the Monthly update you just created in the "Open Updates" section,



10. Click "edit update"

and can edit it up until the 10th working day, whereby it will automatically become
closed, and move to the "Closed Updates" table shown on screen. You will be taken
back through the same screens as before.

This guide covered the steps required to Submit Monthly Reporting via the DEZNZ
Portal.
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