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Important Information
• The CWDG Grant components of the Fire Adapted Community Accomplishment Reporting Module (Community ARM) are only 

relevant for USFS staff with CWDG responsibilities and Fully Opt-In State partners who have CWDG Community-level 
grants to administer

• The module is designed to enable Community-level Grantees to enter their own accomplishments into annual Performance 
Reports and submit them to Grant Administrators for review and approval

• All Grant Administrators will need a GARP Account.  Community-level Grantees will NOT get accounts

• You MUST SHARE ACCESS with each of your Grantees each January or they will not be able to submit their reports

• As a Grant Administrator, your primary responsibilities are to:

✓ Share Access with each of your CWDG Grant Contacts

✓ Review Performance Reports submitted by Grantees

✓ Approve Performance Reports and Request Changes from the Grantee when needed

✓ Download PPR documentation (Performance Progress Reports) 

• Review the REPORTING GUIDANCE: This reference indicates all reporting requirements, including mapping of hazardous fuels 
treatments for project implementation grants and the CWPP boundary for CWPP development grants. Please review the 
Reporting Guidance page’s CWDG Mapping Requirements section for detailed information and helpful resources

• Use the recommended Google Chrome or Microsoft Edge browsers for the Community ARM
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General Performance Reporting Workflow
This diagram shows the general workflow for reporting, with blue boxes indicating Grant Administrator tasks, and the green boxes indicating 
Community-Level Grantee tasks.  Not included is the step to download PPR documents once reports are Approved.  See more information 
on Performance Report statuses here.
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Getting Started
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Sign Up
If you already have a GARP account and are on the list of authorized CWDG Grant Administrators, the GARP team will add the Grant Manager role to your profile, and 
you can skip to the Sign In step, shown here.

Grant Administrators without an account must request an account to get access to the Community ARM. Important: You must be on the GARP authorized list to be 
approved for access.

1. Select the “Sign Up” button here (https://garphub.org/grant-reporting/accomplishment-reporting-modules/)
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Sign Up (Continued)
2. From the “Lets Get Started!” form, select “NO, SIGN ME UP”, located below “Do you already have a GARP account?”

3. From the “Request Access” form, select your Organization from the  “Organization” drop-down list.  You can type in a few letters of your organization 
name to filter the list quickly

4. Select ‘“Grant Manager” below “Community Accomplishments Reporting Module” to get the authority needed as a Grant Administrator or select 
“Grant Viewer” if you only need to view grants and reports

5. Select “Next”
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Sign Up (Continued)
6. From the “Who Are You” form, select the “Name” field and enter your first and last name

7. Select the “Email” field and enter your work email address

8. Select “Next”, and you will see the “Confirm Your Email” form; leave this form open

Important: At this point, a temporary password email will be sent to the email address you entered; this password will expire in 7 days. If you do not see the 
email in your inbox, please check junk/spam folders; contact support@garphub.org if you don’t receive the email within 24 hours

9. From the email, copy the temporary password

10. Return to the “Confirm Your Email” window and select “Sign In” 
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Sign Up (Continued)
11. From the “Sign in with your email and password” form, select the “Email” field and enter your email address

12. In the “Password” field, paste the temporary password you copied from your email

13. Select “Sign in”

14. From the “Change Password” form, enter your new password in the “New Password” field

Important: Passwords must contain an upper-case letter, a lower-case letter, a number, a special character, contain at least eight characters, must not 
contain a preceding or trailing space, and must match.

15. In the “Enter New Password Again” field, re-enter your password

16. Select “Send”
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Sign Up (Continued)
17. Once you see “Request Successfully Submitted”, you may close the browser tab or to view your Account status, select “Go to My Account”

18. If you selected to “Go to My Account”, the “My Account” page will open; if you need assistance, select the support@garphub.org email address

Important: It will take up to one to two business days for your request to be reviewed. You will be notified by email when the account is activated.
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Sign In
1. Go to the Fire Adapted Communities Accomplishments Reporting Module (Community ARM)  from the link on the GARP website here 

2. Scroll down and below Fire Adapted Communities ARM, select “Visit” or go directly to https://hub.garphub.org/cwdg/ 

3. From the Community ARM homepage, select “SIGN IN” at the top right or below “Our Mission” and enter your account credentials

2

3

3

10

https://garphub.org/grant-reporting/fire-adapted-communities-arm/
https://hub.garphub.org/cwdg/


Viewing Grants
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View List of Grants
The Reporting page is where you can access the list (grid) of all grants you have the authority to access, along with their Performance Reporting status for the 
selected Reporting Year.

1. Select the “Reporting” Tab

2. The “Reporting Year” drop down will have the current reporting year (e.g., when you visit the page in 2025, the Reporting Year will default to 2024)

a. When you hover over the i icon next to “Reporting Year”, you will get additional information

3. Generally, Grant Administrators will use this view to find Grants whose Performance Reports are awaiting review/approval

a. The “Reporting Status” column will show which Grants are in the “Submitted” or “Resubmitted” status

b. The easiest way to find these is to type “submit” into the “Search” box to return only submitted grants for the Reporting Year.  For more details 
about the features of this grid, please refer to this section
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Grant Profile Page
The “Grant Profile” page is where you see key details about the grant and can access grant administration actions.  This example shows a CWPP grant prior 
to Performance Reports being added. 

1. From the list of grants on the “Reporting” page, select “View” for the grant.  Refer to this section for filtering/searching the list

2. The “Grant Profile” details will display by default; until Performance Reports are added, you will only see “Grant Profile” under “Details”

1
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Grant Profile Details
3. The Details show “Total Award Amount” and the “Total Spent” for both Federal and Match.  Until costs have been reported on a Performance Report, 

these will show $0. Note: if the Total Award Amount appears to be in error, please contact the CWDG Program Manager

4.  Several key details for the grant are shown, such as the Project Name, which organization the grant it is administered by, the Federal Award ID, the 
Reporting Edit Window dates, which indicates when the Grantee has edit authority, the Grantee, Total Federal Funding Requested, the Reporting Contact 
Name and Contact information, and the Project Overview and Purpose
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Grant Actions
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Add Performance Report
As a Grant Administrators, you will see the “Actions” section that allows you several capabilities for the grant. 

1. Select “Add Performance Report” ONLY if you need to add a report on behalf of a Grantee; if there are no more reports to add, this will be grayed out

2. To learn more about adding Performance Reports, please review the User Guides for Grantees and/or use the eLearning tutorials here
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Update Reporting Contact
Important: Check the Reporting Contact details and update the information if needed. By default, the Grant Contact is set as the Reporting Contact, but this 
can change over the life of the grant.  The email stored for this contact is what is used for sharing reporting access with the Grantee, so it critical that this 
information is kept up to date.

1. Select “Update Reporting Contact”

a. Enter in the new information in the “Name”, “Email”, and “Phone Number” fields

b. Select “Save”
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Update Edit Window
The Performance Report Edit Window is the period when the Grantee has access to submitting (or resubmitting) a Performance Report.  By default, it is set to 
January 1 and March 31 every year, which is the standard 90-day window following the end of the annual reporting period for all Interim reports. Community-
level Grantees cannot edit their report outside of the Edit Window.  However, you may extend the Edit Window “Close Date” if needed (e.g., set to April 30 to 
give the Grantee the full 120 days for their Final Report).  

1. Select “Update Edit Window”

a. Update the “Close Date” calendar icon and choose the new date

b. Select “Save”

1
1a

1b

Details hidden

18



Share Access - Grant Profile Page
Each year, ideally no later than January 15th, you must share access with the Grant Reporting Contact so that they can submit their Performance Report.  One option 
is to do this from the Actions panel of the Grant Profile page.  Remember to check that the Reporting Contact email is correct before taking this action. 

Important: Community-level Grantees will NOT register or be given GARP accounts; their access is ONLY through the links you send to them.

1. Select “Share Grant Link”

2. In the “Would You Like To Send This Email” window, select “Send”

Note: This automatically opens an email with the contact email, email subject, and email content pre-filled ONLY IF your browser is configured with your email 
client.  If you select Send and an email does not get automatically opened and/or if your browser is NOT configured with your WORK email, then refer to these 
steps here.
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Share Access - Grant Profile Page (Continued)
3. The email opens with a pre-filled message that includes the grant name, a grant link, instructions for the Grantee to NOT share the link, guidance on how 

to get started, a link to the Reporting Guidance page, and the reporting deadline information

4. Select “Send” to share the details with the Grantee Reporting Contact
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If your browser is not configured with your WORK email, you can copy and paste into a new email instead from the window that opens with the Share action shown 
previously here.

1. Open a new email using your work email client

2. From the “Would you like to send this email” window, select the copy icon next to “Reporting Contact Email”, and enter the email in the To field of your email 

3. Select the copy icon next to “Email Subject” and paste that in the subject line 

4. Optional: Select the “Show Email Body” toggle to preview the text to be copied

5. Select the copy icon next to “Show Email Body” and paste it into the body of your email

6. Select “Send” in your email window

Share Access - Grant Profile Page (Continued) 21
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Share Access - Reporting Page
If your browser is configured to work with your work email AND all of the Reporting Contact emails are correct, you can use the “Share” option from the 
Reporting page.  Note for USFS Administrators: You will not see “Share” links for any grant that is administered by a Fully Opt In State in your region.  Again, 
use this alternative option if your browser does not use your Work email client.

Before you begin, be sure your grantee’s contact information is listed correctly on the Grant Profile Page, shown here.

1. Go to the “Reporting” page

2. Using filtering or search as needed, go to the grant that you want to share and from the “Action” column, select “Share”

3. Select “Send” from the email client
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Viewing Performance Reports
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Viewing Performance Report Summaries
Once Performance Reports that have been added to the grant, they will be available to view from the left navigation pane, as will aggregated details from them.

1. The “Grant Profile” Details will reflect the Total Spent for both Federal and Match

2. Select “Performance Summary” to view the aggregate of all reports

a. The sum of Total Federal and Match Costs, and Treatment Acres for Project grants, will display in the “Summary” section. In this example the 2024 
report and the 2023 report are shown

b. You can switch between “Quantitative Accomplishments Summary” and “Mapped Accomplishment Summary” by choosing the tab for the one 
you wish to view.  This will show a total summary from any submitted reports with Quantitative Accomplishments showing the total dollar amount 
and Mapped Accomplishments showing the mapped areas that have been submitted. Note: For Project grants you will see all mapped treatment 
areas that have been submitted; for CWPP grants, you will only see the most recently submitted mapped boundary

1
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View Single Performance Report
To view a Performance Report on its own, select it from the left navigation pane (“2023 Report (Approved)” in this example). Each report has 3 parts: Quantitative, 
Narrative and Mapped Accomplishments. Note: 2023 Performance Reports will be pre-loaded only if the GARP team received the details by September 2023.

1. Select the Report to view from the Details section on the left

2. We see the aggregate details in the “Summary” section with costs and Treatment Acres. Note: Treatment Acres is not shown for CWPP grants

3. In the Accomplishments section the “Quantitative Accomplishments” tab is selected by default; scroll down to see all content reported for the reporting year

4. Select “Narrative Accomplishments” to view reported narrative details for the reporting year

5. Select “Mapped Accomplishments” to view the mapped area(s), treatments or CWPP boundary, for the reporting year, if any
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Treatment Acres Discrepancy Warning
Whenever Treatments are completed, Grantees must provide a file with the mapped boundaries of the Treatments.  They must also report the acres completed.  
The system compares the reported and mapped acres, and when there is a discrepancy of greater than 10%, a warning message highlights the possible 
concern.  Note: When acreages are small, 10% may be an acceptable difference.  As a Grant Administrator, you can Request Changes if the Grantee submits 
with an unacceptable discrepancy.  In this example, the report was approved despite the discrepancy.

1. Select the Report

2. View the Warning message and which category of Treatment has the discrepancy
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Managing Performance Reports
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Approve a Performance Report
As a Grant Administrator using the module, your primary responsibility is to review and approve Performance Reports. Once a Performance Report has been 
approved, this can not be undone, and you would have to reach out to support@garphub.org for additional help. 

You can sort the “Reporting Status” column to bring submitted to the top, or you can use filtering as well. Refresh your memory on sorting here and filtering 
here. Please ensure you are in the correct reporting year; for more information, review the details here.

1. Select “View” in the “Action” column for the report you want to review 

2. Below “Details”, select the Performance Report, in this example the “2024 Report (Submitted)”

1

2

28

mailto:support@garphub.org


Approve a Performance Report (Continued)
3. Scroll down to review the “Quantitative Accomplishments”, which is selected by default

4. Select the “Narrative Accomplishments” tab, scroll down and review them.  

Important: Check for Challenges Encountered or Changes Needed

5. Select the “Mapped Accomplishments” tab, scroll down and review them

6. Select “Approve”

7. Read the dialog box, and if you are ready to approve, select “Yes – Approve”
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Request Changes to Report
If you review the submitted report, you can request that the Community Grantee make updates if needed. You can sort the “Reporting Status” column to 
bring submitted to the top, or you can use filtering as well. Refresh your memory on sorting here and filtering here. Please ensure you are in the correct 
reporting year; for more information, review the details here.

1.  Select “View” in the “Action” column for the report you want to review 

2. Below “Details”, select the Performance Report, in this example the “2024 Report (Submitted)”
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Request Changes to Report (Continued)
3. Select “Request Changes”

4. Read information in the “Request Change to Report” dialog box and select “Request Changes”

5. Replace the “---ENTER REQUESTED CHANGES HERE---” text with the changes you would like your grantee to make

6. Select “Send”
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Edit Performance Report
If the accomplishments of a Performance Report need to be edited on a Grantee’s behalf, then you can make these changes for them

1. Select “Edit Accomplishments”

2. You will land on the Overview page of the Performance Report.  Use the “Next” buttons to advance and make changes.  To learn more about adding 
Performance Reports, please review the User Guides for Grantees and/or use the eLearning tutorials here

1
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Delete Performance Report
You can’t delete a Performance Report that has been approved, but you can delete it prior to it being approved.

You can sort columns or use filtering to find the Performance Report you want to delete. Refresh your memory on sorting here and filtering here. Please 
ensure you are in the correct reporting year; for more information, review the details here.

1. From “Reporting”, select “View” in the “Action” column for the report you want to review

2. Below “Details”, select the Performance Report, in this example the “2024 Report (Submitted)”

3. Select “Delete Report” if you wish to delete the report in the event of someone filling out the wrong report

4. Read the information in the dialog box that appears and select “Yes – Delete Report” again
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Performance Progress Reports (PPRs)
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PPR List
The PPRs are Word documents that include aggregated quantitative and narrative accomplishments for a reporting year associated to a Federal Award. All signed in 
users can navigate to the PPR page and see a list of Federal Awards they are authorized to view. Note: PPRs are ultimately used by USFS Regions to load into the NRM 
system for documentation.

1. Select “PPR” to get to the page

2. Change the “Reporting Year” if needed

3. From the “PPR Status” column, review to see which PPRs are available for download. Only when all Performance Reports for the grants associated to the Federal 
Award have a status of “Approved” will the PPR get a status of “Ready” and show the “Download PPR” link in the “Actions” column
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PPR Document
The PPR document is in Microsoft Word format.  The document includes an aggregation of all of the quantitative accomplishments for CWDG grants associated to 
the Federal Award, and a link to each of the associated grants. Narrative Accomplishments are included at the end of the report for each grant in the PPR.

NOTE: Maps are not included in this document, but the links allow users to refer to the mapped details, as needed
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Reporting Page Grid - Usage Tips
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Using Grid Columns
1. From the “Reporting” page, the first column shows the “Reporting Status”, whether that is “Not Started”, “Draft”, “Changes Requested”, or “Complete”

2. The next column is “App Year”, which shows the application year for the community grant

3. The following column is “Application ID”

4. Next, we have the “Award ID” column, which is the Federal Award ID that the CWDG grant has been executed through

5. We see the state listed in the “State” column

6. The “Grantee” column will list the Community Grantee

42 3 5 61
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Using Grid Columns (Continued)
7. Next is the “Project Name” column

8. The “Type” column lists whether it is a Project or CWPP

9. Next is the “Tribal” column, which indicates whether the grant is a tribal grant with “Yes” or “No”

10. The “Actions” column allows you to view the Performance Report by selecting “View” or to  share a personalized link with your Community Grantee by 
selecting “Share”; learn more about viewing a grant here and sharing a grant here
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Using Grid Columns (Continued)
11. Select “Columns” to only see specific columns you care about

12. Select the toggle to hide or show a column

13. Select “HIDE ALL” to hide all columns, allowing you to quickly select one or two to focus on

14. Select “SHOW ALL” to show all columns
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Using Grant Search, Sort and List Export
1. From the “Reporting” tab, select “Export”, then “Download as CSV” to download the grants as a CSV; this allows you to export the details displayed in the grid

2. Select “Search”, then type in key words to search for a specific grant

a) Select the “X” to exit the search

3. Hover over a column and select the up arrow to change the search to ascending, the down arrow to change to sort descending, or select the down arrow again 
to go back to the unsorted view

Note: For fields with letters, the sort will be alphabetical; for fields with numbers, the sort will be numerical.

4. Hover over a column then select the ellipses to “Sort by ASC”, “Sort by DESC”,  or to “Filter”  that specific column, or select “Hide” or “Show columns”
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Using Grant Filtering
1. Select “FILTERS” to drill down to items you care about; there can only be one filter applied at a time

a) Select the drop down for “Columns” to filter a specific column

b) Select the drop down for “Operator” to change the operator

c) Select the field below “Value” and type in the filter value

2. To remove the filter, select “Filters”, then select the “X” 
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Changing Rows per Page and Navigating Pages
1. Select the arrow by the “Rows per page:” to change how many pages you see at once; you can choose from 10, 25,  50, or 100 rows if you have that many 

planned accomplishments entered

2. Select the arrows to go forward or back a page

Note: You will only be able to go forward or back a page if you have a greater number of grants than what is viewable on that page.
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Performance Report Statuses
Community-level Grantees must submit Performance Reports for review by Grant Administrators every year between January 1 and March 31 for Interim reports, and 
by April 30th for Final reports.  You can see the “Reporting Status” from the “Reporting” page, and optionally use the “Search” to filter the list.  

Performance Report statuses are: 

• Not Started – Grantee has not yet added a Performance Report for the Reporting Year, and it can be edited by the Grantee until the Edit Window closes

• Draft –  Grantee has started but has not yet submitted the Performance Report, and it can be edited by the Grantee until the Edit Window closes

• Submitted – Grantee has submitted their report for review by the Grant Administrator, and it is no longer able to be edited by the Grantee 

• Approved – Grant Administrator has approved the Performance Report, and it is no longer able to be edited by the Grantee 

• Changes Requested – Grant Administrator has requested that the Grantee update the report, and it can be edited by the Grantee until the Edit Window closes

• Resubmitted – Grantee has resubmitted their Performance Report following a request for changes, and it is no longer able to be edited by the Grantee
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