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PRP Learning Guide: 
Complete a Quarterly Progress Report

Using the Partner Reporting Portal, 
partners can submit their 
Quarterly Progress Reports in a 
simplified and standardized format. 

2. You can navigate to the Progress 
Reports page to view, search and 
access Reports

Any substantial changes to the  
results framework will require  
partners to work with UNICEF to 
process an amendment to the  
programme.  
To promote timely reporting,  
Partners will be able to view the 
dates that reports are due and will 
receive e-mail notifications when 
the report is due,

4. Click on the Quarterly Progress 
Report that is due to open the  
reporting page

UNICEF requires partners to  
submit Quarterly Reports every 
three months from the start of the 
programme, in order to assess the 
progress towards planned results, 
and the adjustments required in 
programme implementation. 
The indicators, baselines, targets, 
locations and disaggregations 
found in the Quarterly Progress  
Reports 

3. Alternatively, in the Programme 
Documents page you can click on 
the Reports link or the programme 
you would like to access.

b. Partners will also be able to 
download XLS or PDF reports of 
the report

and a weekly reminder e-mail  
notification for each week the  
report is overdue.
Combined with the other 
monitoring and assurance 
activities, the reporting process 
helps UNICEF and our partners to 
assess the progress of programme 
partnership, and identify and jointly 
address any technical, contextual 
or external challenges that could 
impact the achievement of the  
envisioned results. 

5. On the reporting page you will 
see the expected results of your 
programme.
a. Including the overall programme 
output and their associated  
indicators. 

d. Please note that some  
 amendments, such as the 
addition of new indicators or loca-
tions, may require that you Refresh 
your reports in the Partner 
Reporting Portal. To do so, please 
click on the Refresh button on the 
report and the changes will take 
effect. 

b. Additionally, partners can also 
attach any additional information 
to their quarterly reports including 
FACE forms, human interest  
stories, photos and  
supplementary information they 
would like to share with UNICEF
To enter both quantitative and 
qualitative information on the 
progress of the programme for the 
current reporting period, partners 
should navigate to the reporting 
tab:

are all pulled from the Results 
Framework -which was jointly de-
veloped and agreed upon, when 
the partnership with UNICEF was 
formalized. 

a. Click on the reports tab to view 
the list of reports and their status.

c. When working offline, partners 
will be able to generate an excel 
template of the report, and import 
the template back into the system 
when they have internet.

To draft and submit your Quarterly 
Progress Reports:
1. Sign In to the Partner Reporting 
Portal 

6. In the Other Information tab, 
partners can enter additional  
narrative information about the 
progress of the programme  
during the quarter.

1. For each of the Programme  
Outputs, partners should indicate 
the status of the overall progress of 
the output and associated  
indicators.

2.Partners should click on Edit to 
enter a brief narrative assessment 
of the progress on the Programme 
Output

c. Click Save once your narrative 
information has been entered

3. In the Other Information tab, 
partners will also enter additional 
narrative information and relevant 
attachments that reflect the  
progress of the programme during 
the quarter.
In the Partner Reporting Portal, 
partners will be able to report on 
different types of indicators under 
each of their Programme Outputs. 
These indicators were developed 
jointly by the UNICEF and partner 
focal points during the design of 
the programme. Please note that 
any changes to these indicators will 
require an amendment to the pro-
gramme. 

To report on a quantity based  
indicator that measures the  
programme’s progress on specific  
results:
1. Scroll down to view the indicator 
and click on the drop down icon
2. You will see the different  
locations where your organization 
will report progress for this  
indicator, as well as any  
disaggregations for the indicator

3. To enter data for each of the  
locations, click on Enter Data
a. Enter your progress according  
to the defined disaggregations
b. Click Save once completed
c. Continue to each of the locations 
and enter your data. If no progress 
has been made, please ensure you 
enter ‘0’

To report on a percentage based 
indicator that measures the  
programme’s progress  
on specific results:
1. Scroll down to view the indicator 
and click on the drop down icon.
2. You will see the different  
locations where your organization 
will report progress for this  
indicator as well as any  
disaggregations for the indicator. 

3. To enter data for each of the 
locations, click on Enter Data.
a. You will see the label of the  
numerator and the label of the  
denominator, which identifies the 
information that needs to be  
entered in each of the relevant  
sections.
b. Once this information is entered, 
the system will automatically  
calculate the percentage progress 
for the reporting period.
c. Click Save once completed
d.	 Continue to each of the  
locations and enter your data.  
If no progress has been made, 
please ensure you enter ‘0’ 

To report on a ratio based  
indicator that measures the  
programme’s progress on specific 
results:
1. Scroll down to view the indicator 
and click on the drop down icon
2. You will see the different loca-
tions where your organization will 
report progress for this indicator as 
well as any disaggregations for the 
indicator

3. To enter data for each of the  
locations, click on Enter Data
a. You will see the label of the  
numerator and the label of the  
denominator, which identifies the 
information that needs to be  
entered in each of the relevant  
sections
b. Once this information is entered, 
the system will automatically  
calculate the ratio progress for the 
reporting period.
c. Click Save once completed
d. Continue to each of the locations 
and enter your data. If no progress 
has been made, please ensure you 
enter ‘0’ 



Once you have completed entering 
data for the indicators across  
locations, the status of the  
indicator will show if all the  
necessary information has been 
completed.  

Please ensure you have also  
entered the necessary  
information in the overall status 
and narrative assessment of each 
programme output.  

Additionally, partners should also 
make sure they have completed the 
necessary information in the “Other  
Information” section.
Click on the Submit icon to submit 
the report.
• If you are a registered Authorized 
Officer for the organization the  
report will be submitted  
automatically to UNICEF
• However, if you are not an  
authorized officer, a dialogue box 
will open requesting that you select 
your organization’s authorized  
officer 

Select an Authorized Officer from 
the drop down list and click submit.
The Authorized Officer will receive 
an e-mail notification that you have 
submitted a quarterly  
report to UNICEF on their behalf. 
The UNICEF focal point will also  
receive an e-mail informing them 
that your organization has  
submitted their report for review. 
The report status will change to 
“Submitted”.

Following UNICEF’s review of the 
report, the UNICEF programme  
focal point may request additional 
information and clarification and 
send back the report with their 
feedback. The partner will be  
notified of the feedback via e-mail 
and through the system. A “Sent 
Back” report can be re-opened for 
editing.

To review and edit a sent back  
report:
1. Navigate to the sent back report 
and click on the report to review 
comments
2. In the top banner of the report, 
partners will be able to see the 
comments from the UNICEF focal 
points

3. Partners should edit the report 
based on the feedback, and click 
on the Submit icon to re-submit.

Once the edited report is reviewed 
and accepted by UNICEF, the  
status of the report will change to 
Accepted.

Accepted


