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G5 - Completing a Reports Package  
 

When completing a performance reports package, you may need to refer to all or some of the 
following steps outlined below:  
 

A. Registering with G5 
B. Completing a Performance Report 
C. Granting Other Users Access to Your Report 
D. Submitting a Performance Report 

 
Some Tips to Keep in Mind 
 
∙ Registering with G5 is a three step process: 1) Requesting an Account, 2) Activating Your 
Account, and 3) Identifying Yourself as a Project Director.  You will need to complete all three 
steps in order to access your award(s). 
 
∙ If you already registered in G5 previously, you do not need to register again.  Refer to Step 13 
to see how to request project director access.  G5 will allow you to have project director access 
as well as any existing access you may have had previously (e.g. applicant, payee, reviewer). 
 
∙ If you see the below error message when trying to request project director access, then your 
first name and last name do not match what is listed for the project director on any of your 
grant  award documents.  Check to see how you are listed on the grant award document.  It may 
be that you registered as Cathy, but we have you listed as Catherine.  If you continue to get this 
error, you should contact the hotline or your program office. 

 
 

∙ The steps outlined in this tip sheet demonstrate how to access your performance report via the 
menu options at the top of the screen.  You also can access your awards through your 
homepage. There is a 'My Quick View', which will allow you to see your grants. 
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∙ G5 has an inactivity limit of 20-minutes.  Typing does not keep your session active so we advise 
to save often and frequently.  G5 will display a pop-up window similar to one the one below that 
warns you that if you do not click 'Ok' you will be logged out in 5 minutes.  Ensure that your 
browser is not set to block pop-up windows. 

 
 

∙ In order to grant another person in your organization access to your performance report, that 
person must have already registered in G5.  You will need to know the email and last name with 
which they registered. 
 
A.  Registering with G5 
 

1. Go to www.g5.gov . 

2. Click the 'Not registered Sign up >' link. 

 

http://www.g5.gov/
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3. Complete the form and click 'Continue'.  Note:  It's important that you enter a valid 
email address that you can access.  G5 will be sending you a link to the email address 
you provide in order to activate your account.  Also, you will want to enter your first and 
last name as they appear on the grant award document.  For example, do not register as 
Cathy if the grant award document lists you as Catherine.   Also, you will want to avoid 
adding an extra space after your first or last name. 
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4. Review the terms listed in orange font. If you agree, check the 'Agree' radio button and 
click 'Submit'. 

 

 
 

5. Once you have successfully requested an account, you will see the message 'An account 
activation notification will be sent to your email address.'   You will need to access the 
email account you listed on your registration form and use the link provided in the email 
sent by G5.  Note:  If you do not see the email in your inbox, you should check your 
spam folder. 
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6. Shortly after you register, you will see an email message similar to the one pictured 
below.  You will want to copy the link from the email address and paste it into a 
browser.  The link will take you to G5.  Note:  Depending on your email provider, 
sometimes the links are reformatted.  This will cause the link to fail when you directly 
click on the link.  If this occurs, copy and paste the complete link into a browser.  

 
 

7. Read the user agreement and if you agree, check the 'Agree' radio button.  Then click 
'Submit'.   

 
 

8. Read the G5 User ID and Password Memorandum and then click 'Continue'.  
 

9. Enter a password according to the guidelines outlined and a security question and 
answer.  Then click 'Continue'. 
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10. On the summary screen, click 'Activate'. 

 
11. Once you have successfully activated your account, you will need to log in to request 

project director access.   To do so, login to www.g5.gov. 
 

12. G5 will direct you to your profile.  Select 'Others' under Available Types and click 
'Continue'. 

 

 

http://www.g5.gov/
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13. Indicate that you are a project or state director and enter the grantee DUNS as it 
appears on your Grant Award Document.  Then click 'Continue'.  

 
 

14. Click 'Submit' and the message on the 'Confirmation' tab will indicate if your profile was 
successfully updated. 
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B.  Completing a Performance Report 

 
1. Login to G5. 

2. Hover over 'Grant Maintenance' (drop down menu displays).  Then, hover over 
Performance Reports' (sub drop down menu displays), and click 'Package Submission'. 

  
 

3. Select the award for which you wish to complete a performance package and then click 
'Continue'.  

  
 

4. G5 will display all the report packages that are published for the award you selected. 
Select the performance report package you wish to complete and click 'Initiate'.  
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5. G5 will display a message indicating that 'The package has been initiated successfully. 
You may continue with package submission.  Note:  From now on the package will 
appear under My Performance Reports. 

 
 
6. The top portion of the screen will provide the report package details such as the contact 

name and email.  On the right hand-side you can click on the hyperlink in order to view 
additional documentation and instructions.  
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7. In order to begin filling out the forms, select a form and click 'Edit Form'. 
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8. You will want to continually save your work while completing the individual forms by clicking 
on the 'Save' button at the bottom of the screen.  Note:  You will want to be mindful of the 
20 minute time-out while completing forms.  Note: If you choose to upload an Executive 
Summary, you will need to save the attachment in a .pdf format.  Once you are finished with 
a form, you should check the 'Form Complete' checkbox and click 'Save & Return to 
Package'. 
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9. Your program may have asked you to address program-wide project objectives, which 
are displayed as iterations of the Section A form.  If you would like to address those 
objectives or create your own project-specific objective, select one of the Section A 
forms, and click 'Edit Form'. 

 
 

10. You have the option to either respond to a program-wide project objective and/or 
create your own project-specific objective.  To create your own objective, click the 'Add 
Another Project Objective' button.  Note:  Your project-specific objective will be added 
to the list of forms as the next instance of the Section A form.  For example, if there 
were two existing Section A forms, you will then have a third form. 
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11. As you work on your reports package, you may want to save your work and come back 
to it at a later point.  In order to save your package in a draft status, click 'Save'.  After 
saving, a message will appear, e.g. 'The action was successful: The package has been 
updated.' 

 
 
 
C.  Granting Other Users Access to Your Report 
 

1. Login to G5. 

2. Hover over 'Grant Maintenance' (drop down menu displays).  Then, hover over 
Performance Reports' (sub drop down menu displays), and click 'Package Submission'. 

  
 

3. Select the award for which you wish to grant privileges and then click 'Continue'.  
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4. Once you see your list of Performance Reports, select a report and click 'Edit Report'.  

  

 
 



15 

1. Click 'User Privileges'. 
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2. In order to allow someone else in your organization to have manager or submit access 
or access to certain forms, you will need to click 'Add User(s)'.  Note:  Only one person 
can have manager access and only one person can have submit access.  Users must be 
registered in G5 before you can add them to the package.  Ensure you know the email 
address and the last name with which they used to register. 

 

3. Enter the Email and Last Name that the person used to register within G5 and click 
'Search'.  
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4. Select the user you wish to add and click 'Add User(s)'.  

 

5. To grant access to specific forms, select a form and click 'Form Privileges'. 
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6. Select which users you would like to have Edit access and which users you would like to 
have View access. Then click 'Continue'. 

 

7. Once you have granted access to all users, click 'Continue'.   The message on the screen 
will indicate 'The action was successful: The package has been updated.' 
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D.  Submitting a Performance Report 

1. Follow Steps 1-3 from Section C. Once you see your list of Performance Reports, select a 
report and click 'Edit Report'.  

  

 
 

2. You may want to review your package before you submit.  You can select an individual 
form and click 'View Form' to view a specific form or you can click 'Preview Package' to 
view the package in its entirety.  
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3. If you clicked 'Preview Package', a link will then display above the button which you can 

use to view the package. 

  

4. Once you are ready to submit, click 'Continue'. 
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5. Review the information on the next tab, specifically the Authorized Representative 
information. Click 'Submit' to finalize your report submission. 

 

 
 


