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Reports 
Reports allow users to see several things based upon the selec�on: 

• Par�cipant List – This list is a comprehensive list of all par�cipants in the program. 
• Plan vs. Actual Dashboard – Defaults to current program year and designates actual enrollees vs. the 

planned number of par�cipants by a variety of ac�vi�es and demographics. 
• Quarterly Narra�ve Repor�ng – allows the narra�ve to be entered for the appropriate quarter 

immediately completed. This informa�on is reported to the US Department of Labor. 
 
Access Quarterly Reports: Project Plan 

1. Select Workplan & Reports to review the agency’s plan and 
enter the quarterly narra�ve report for the most recently 
completed quarter.  

 

 

 
2. The Quarterly Reports modal displays all previously submited 
workplans.  

• Select Program Year 
• Select Grantee 
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Quarterly Narra�ve Report 
1. Click on the Project Plan for which a quarterly 

narra�ve update will be submited.  
 
 
 
 
 
 
 
 
 
 
2. Scroll down to the botom of the workplan page and 
click to open the Quarterly Narra�ve Updates sec�on.  
 
 
 
 
 
 
 
 
 
3. Click Add Narra�ve Updates 

 
 
 



Quarterly Narra�ve Report 
July 2026 v3 

 

 

 
4. On the Add Quarterly Update modal: 

• Select the Calendar Year 
• Select the Quarter 

5. Provide a narra�ve update regarding the ac�vity that occurred in the last 
quarter. Complete each of the text boxes required for the report. (Best prac�ce is 
to write the narra�ve in Word, then copy and paste to the narra�ve modal.)  

 
Include a summary of informa�on for each Category:  

• Summary of Grant Ac�vi�es 
• Summary of Grant Goals 
• Status update on Strategic Partnership Ac�vi�es 
• Status update on Employer Engagement Ac�vi�es 
• Key issues and Technical Assistance Needs 
• Summarize Significant Accomplishments and Reference Success Stories 

by name that have been submited.  
 
6. Click Save  
 
 
 
 
 
 
 
 
 
 
7. The new narra�ve will be displayed in the Quarterly Narra�ve 
Updates sec�on.  
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This workforce product was funded by a grant awarded by the U.S. Department of Labor’s Employment and Training Administration. The product was 
created by the recipient and does not necessarily reflect the official position of the U.S. Department of Labor. The Department of Labor makes no 
guarantees, warranties, or assurances of any kind, express or implied, with respect to such information, including any information on linked sites, and 
including, but not limited to, accuracy of the information or its completeness, timeliness, usefulness, adequacy, continued availability, or ownership. 

 
 

 

Review the Planned vs Actual Dashboard 
Select the Planned vs. Actual Dashboard to see the 
number of appren�ces that have been enrolled 
compared against the number of planned 
appren�ces entered in the Workplan.  

• Click the number in the actual column to 
view the list of appren�ces counted in 
that item.  

 
 
 
 
 
 
 

Review other Reports 
Select Reports (bar graph icon) in the top menu.    

• If your organization uses workNet for multiple 
programs, filter the Project/Category to the program 
you want to review. 

• Select the Customer Services Report or Credentials 
Report to review.   
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