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How to submit your report 
and supporting information 
through your PHF account 

1. Log in to your PHF account using the web link: https://tinyurl.com/PHF-Portal-Account or 
via the link on our website.  

 

2. Click on the word ‘View Requirements’ near the top left-hand side of the screen:  

 

3. Once in the Requirements area: You can use the drop-down filter to change the list from ‘New 
Requirements’, to ‘In Progress Requirements’ or ‘Submitted Requirements’: 

 

 

 

 

https://tinyurl.com/PHF-Portal-Account
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4. Select the open requirement that needs completing – reporting requirements will display 
"Report” within its title (It could be 1st interim report, 2nd interim report, interim report, 
update report, final report etc), by clicking on the relevant hyperlink under the ‘Form name’: 

 

5. Upload, or type in, the required information asked for on the form (Note: some fields are 
automatically showing with some read-only information, from your grant details) 

6. This form will include a page to upload attachments, such as a written report, expenditure & 
accounts etc – as asked for as part of that report contingency. 

When uploading document attachments, you will need to select the appropriate document 
type from the ‘Title’ drop-down box, click ‘Choose file’ to locate your document in your 
drives, and then click ‘Upload’ to attach. 

 

 

 

 

 

7. Ensure you have completed any fields that are ‘Required’ marked with a * and have uploaded 
any documents that are ‘Required’ indicated by the word in brackets.  

8. If you upload the wrong document, you can remove it by selecting the box on the right-hand 
side of the uploaded file and clicking ‘Remove’: 
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9. Once you are happy with the information press the grey button at the bottom of the screen 
‘Review and Submit’. 

10. The system will show you a version of what you are about to submit, check that you are 
content and then press the grey button near the bottom of the screen ‘Submit’.  

11. You should receive an onscreen message that your requirement has been submitted. You may 
now exit or close your PHF account.  

12. Within a few minutes you should receive an email with a copy of the information you have 
supplied.  

13. If you have submitted a final report, your grant manager may contact you to arrange a 
conversation to discuss your report and reflect on what you have learnt.  
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