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Monthly Project Report (MPR) 

Documentation for Project Leads 

 

 

I. General Instructions 

 

A monthly project report (MPR) is required for all projects, with few exceptions, such as small 

developmental initiatives with quick turn-around time.  Please consult with your Senior Project 

Advisor (SPA) or unit lead if you have questions about whether or not you need to complete an 

MPR for your project/initiative. 

 

The MPR has two sections – Project Details, which may not change in the course of the project, 

and Monthly Details, which are updated each month. Required fields are identified with ‘*’.  

 

● Projects should start the MPR as soon as work has started on the project. 

● The yearly schedule of monthly due dates is published at the start of the year. Due dates 

are typically the last Thursday of each month and you will receive a reminder. 

● For technical initiatives and international projects, the following should minimally be 

completed: project detail, monthly cost projections, monthly updates, special issues. 

● Only the current month update should be included each month; past month(s) detail 

will always be available in the archive folder in the MPR system. 

● Please use the suggested indicators for variance (+/-) to clearly show overruns or 

underruns. 

● KEY: Use the Status Indicator button to indicate level of risk for your project.  This serves 

as a quick notice to the SRO Admin Team of potential issues that may need special 

attention.  Of course, you will provide details regarding those issues in the Special Issues 

section. 

● When completing the monthly MPR, please do a quick review of overall ‘Project Details’ 

to see if any edits are required.  For example, changes to project team membership.  

 

 

Please see instructions for completing the MPR below.  Note that the screenshots are 

numbered (SS1, SS2, etc.) for ease of reference. 
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II. Completing the MPR 

 

 

The login page for MPR Administration can be found on the SRO Intranet under ‘Project 

Management’ or via this link: 

 

https://srowebapps.isr.umich.edu/MPRAdmin/LogOn.aspx 

 

Use ISR domain credentials to access the website.  If you try with a specific user account with a 

wrong password three times, the user account will be locked out for 20 minutes. 

 

 
 

 

The user can enter data in various areas in the system. To save any data, you must press the 

"Save Update" button.   Once you log on to the system, the session will be timed out within 50 

minutes if there is no activity/clicking in the system.  The session time will be extended when 

you click any button or menu in the system.  Please do not use the browser buttons to 

navigate in the system. 
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Current Project List 

 

The default page after logon is the Current Project List.   

 

The default list is sorted alphabetical by Project Acronym.  Click on any of the project headers 

to sort the list either ascending or descending.  

 

SS1 

 
 

To access the project details for a project already listed, click on the project name.  To add a 

new project to the list, click on the "Add New Project" button at the top of the screen.   

 

To access the most recent monthly details, press the icon in the “IND STATUS” (Indicator Status) 

column. 

 

To access the Staff Notes module, press the icon in the “STAFF NOTES” column.  The “Staff 

Notes” column shows if there are any staff notes entered for the project.  If yes, you will see a 

square icon.  If there is no staff note, you see a circle icon.   (See details in text for SS8 below.)  
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Roll your mouse over the Project Official name column to see a glimpse of the Project 

Description of the project.   Roll your mouse over the Indicator Status icon, to see a glimpse of 

the Monthly Updates for the most recent month of the project. 

 

The number in the “Files” column shows the total number of files that have been uploaded for 

the project. (See details in text for SS5 below.) 

 

Project Details Page 

 

To enter or update information use the Project Details edit page (Edit Mode).  Please see SS2 – 

SS4 below, using the example from a current project, ACL6. 

 

SS2 
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SS3 

 
 

 

SS4 
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Remember to always click on "Save Updates" (for edited information) or "Save New Project" (if 

entering information for a new project) to save any data that you enter. 

 

Project leads will need to edit information on the Project Details screen if/when project 

information changes.  Most common fields that will need updating are: 

 

● Project Status 

● Project Team information 

● Budget information 

 

The “Project Status & Type” field has four possible values:  Pending, Upcoming, Current, and 

Archived.  Projects will generally start out as Pending or Upcoming, depending on when data for 

the project is first entered into the MPR system.  Pending projects are generally not yet funded, 

but have a high probability of being funded. A project would be moved to Upcoming when the 

project has been funded and initial work on the charter and setting up of accounts has started.  

Once the kickoff meeting has taken place and work has begun, the project status should be 

changed to Current.  It will remain in this status until work is completed.  When work is 

completed, the status should be changed to Archived.  Projects where work is completed, but 

final reports are still being processed, can be moved to Archived status.  Upcoming and Current 

projects require an update each month.  Pending and Archived projects do not.  To change the 

status, click on the down arrow in the "Project Status" box (third line of the screen) and select 

the appropriate status.   

 

If there is a change in the composition of the project team, this information should be updated 

on the Project Details page.  To change team information, simply type over existing 

information. 

 

If the project budget changes during the course of the project, you will need to change this 

information on the Project Details page.  The information that is entered here is what will be 

displayed as the budget information on the Monthly Details page.  To change budget 

information, just type over existing information. 

 

As with any changes in this system, remember to "Save Updates" when done. 

 

Once you have saved the project (or changes), click on "Go to Monthly Data" to go to the 

Monthly Details Edit page.  If there is no Monthly data yet, you will get a message (see below) 

“This project does not have any monthly data!”, and then you will get to the monthly update 

page in Add New Month.  
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Project File Upload Module 

 

The MPR system is equipped to store uploaded files.  SRO requests uploads of key documents, 

including the project charter, all project review materials, and, if available, the project security 

plan, i.e. a sensitive data management plan.   

 

At the bottom of the Project Details update page, you see the File Upload module.  Please see 

the template below (SS5). 

 

To upload a file, select “Choose File” and then enter document name, specify type of file to be 

uploaded.  You access the file through your browser. 

 

After the file is uploaded, you can click the File Name to access the uploaded file or delete the 

file.  

 

SS5 

  
Monthly Details Page  

 

Please see SS6 & SS7 below. 
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SS6 

 
 

SS7 
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The default display on this screen is the last month updated for this project.  To add a new 

month, click on "Add New Month" to bring up a screen to enter the monthly report 

information. You will see the button “Populate with Last Month’s Data” on the top.  It will fill 

some text boxes with information from last month’s update.  However, please be sure to press 

the “Save New Monthly Updates” button to save the data.  

 

 
 

 

Please pay careful attention to the Project Phase field.  This will default to "Initiation" when 

adding new monthly information.  You will need to change this to the appropriate phase for the 

project.  Note that projects in Archived status should only have Closing or Final as their 

project phase.  You should only use Final when all reports have been done and submitted and 

final cost reports have been run. 

 

At the bottom you see Status Indicator to indicate your assessment of current risk to the 

project.  Not to be confused with the ‘Status & Type’ project status on the Project Details page, 

which refers to project phase (see SS2). 
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Staff Notes Edit 

 

All project managers have manager access or Admin access to MPR.  Besides Manager and 

Admin access, we also have “Staff Notes” access for other SRO Units (like TSG).  Staff working 

on the project can enter Staff Notes to document issues or concerns. 

 

SS8 

 
 

 

Report Query  

 

Please see SS9 below. If you click “Report Query” from the menu, you will see a grid view of 

projects with monthly update indicator icon/ball.  If the project has the monthly update data, 

you will see the indicator status icon.  The empty square box in the cell shows when there is no 

monthly update for that month.   

 

If you click any of the status indicator lights, you will go to the Monthly Details Edit page for 

that month.  If you click on any of the square boxes, you will go to the Monthly Details Update 

page to “Add New Month” with that specific month selected.   NOTE: The Cost Report Date will 

be defaulted to the previous month. 

 

Also, if you click on the project acronym, it will take you to the Project Details Edit page. 
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SS9 

 
 

 

 

 

 


