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Quarterly Progress Report Submission Guide 

Principal Investigator Instructions 

 
Purpose: This guide explains how to access, complete, and submit a Quarterly Progress Report as a 
Principal Investigator with a username and password. 

 

1. Go to the ICT website: www.ict.illinois.edu (You can also use the direct link provided in the 
email.) 

2. Access the Research Projects Portal: Hover over the Research tab in the top navigation bar. 
A dropdown menu will appear, click Research Projects Portal from that menu.  

3. Log in: Enter username/password. (Follow instructions on website if you do not know your 
password) 

4. View your projects: Once logged in, your project(s) will appear on the dashboard. Projects 
that require your attention for the current quarter will have a dark blue Submit/Update 
QPR button under the Action Needed column on the right side of the screen. 

5. Project Communication: (located on the Project Dashboard; shown in the image below) 
a. Use this section to communicate with the TRP Chair and ICT staff at any time 

during the project. This area may be used to ask questions, provide project 
updates, explain quarterly report entries, or report errors and corrections.  

i. Important: The Project Communication section is available at all times and is 
not tied to the QPR submission process.  

 

 
6. Update your QPR: Find the project you wish to update and click the Submit/Update QPR 

button on the right-hand side (shown in the image 
below).
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7. Complete the QPR Sections: After clicking Submit/Update QPR button, you will see 
several sections: 

a. Field Colors: 
i. Greyed out fields: Not editable. If you notice an error in a greyed-out 

section, please email ICT staff at ICTProjectManagement@illinois.edu  
ii. White fields: Editable. 

iii. White fields with a red asterisk (*): Required fields. 
 
8. Required QPR Updates: 

a. Tasks and Progress:  
i. Project Status (Required): Indicate any potential schedule problems. This will 

color-code the project on the view page for the TRP Chair. 

 
ii. Tasks (shown in the image below): For each task, complete the following: 

1. Status (Required): Choose one of the following: 
On Schedule, Ahead of Schedule, Potential Problem, Behind Schedule, 
Completed. 

2. Completion to Date (Required): Enter a value from 0–100 indicating 
how complete the task is. 

3. Weight: Do not change the weight %. If a change is necessary, please 
email ICT staff at ICTProjectManagement@illinois.edu. 
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iii. Progress this Quarter (Required) (shown in the image below): Enter 
information relevant to the current quarter only. Previous entries are 
archived — click Show History to view them. 

 
iv. Anticipated Work Next Quarter (Required) (shown in the image below): 

Enter expected work for the next quarter. For example, if reporting for Jan 
1 – Mar 31, enter anticipated work for Apr 1 – Jun 30. Previous entries are 
archived — click Show History to view them. 

 

 
 

v. Project Challenges and Solutions (Required) (shown in the image below):  If 
the project is behind schedule, describe the issue and suggest solutions. 
Click Show History to view archived entries. 

 

 
9. Optional Project Information (Optional): These sections are collapsed by default. Expand and 

update only those sections that apply to your project for the current reporting period.  
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i. Personnel (shown in the image below): as PI of the project, you may add: 
1. Co-investigators. 
2. Students working on the project. 

 
ii. Publications (shown in the image below): Add publications associated with 

the project that were accepted, published, or otherwise reported during this 
quarter: 

 
1. +Add Publication: 

• Title: Title of the publication 
• First Author: The first author listed on the publication 
• Publication Type: 

• Journal 
• Report 
• Refereed Conference 
• Non-Refereed Conference 
• Other 

• Publisher: Who is the publisher 
• Status: 

• Submitted 
• Accepted  
• Published – the Publication Date is required when 
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this status is selected. 
iii. Presentations (shown in the image below): Add conference presentations, 

invited talks, posters, seminars, or other notable presentations related to the 
project. 

 
 

 
1. +Add Presentation: 

• Title: Title of the presentation 
• Presentation Type: 

• Conference 
• Workshop 
• Panel 
• Poster 
• Other 

• Location: Where was/will this presentation be held? 
• Status: 

• Submitted 
• Accepted  
• Presented – the Presentation Date is required 

when this status is selected. 
 

iv. Awards (shown in the image below): Add awards, honors, recognition, or 
other notable achievements related to the project. 

 
 

1. +Add Award 
• Award Name 
• Date: The date the award was received 
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10. Save Progress: To save your progress without submitting it to the TRP Chair, click Save QPR 
at the bottom of the page (shown in the image below). 

 
11. Submit QPR: Once all fields have been reviewed and updated, click Save and Submit 

QPR to send the report to the TRP Chair (shown in the image below). 
a. The TRP Chair may return the QPR to you with comments or requests for changes. If 

this happens, you will need to make the updates and click Save and Submit QPR 
again. 

 

 
12. Incomplete Submission: If you submit the QPR but did not complete all required fields 

(marked with a red asterisk), you will receive an error message. Complete the missing 
fields and click Save and Submit QPR again. 
 

 
 

13. Confirmation Message: Once all required fields are completed and the QPR is successfully 
submitted, you will receive a confirmation message thanking you for submitting your QPR 
(shown in the image below): 
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14. Final Approval: After the TRP Chair approves your QPR you are finished with the report 
for this quarter. All sections will be archived for future reference. You will receive an 
email notification confirming the TRP Chair’s approval (example shown in image below): 
 

 
 

 
 


