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COV Project Status Report Entry 
Category 1-4 

Status Reports Entry in CTP:  
  

Project status reports are entered for category 1 through 4 at the following cadence: 
 

• Category 1 and 2 monthly 
• Category 3 and 4 quarterly 

 
Between status report reviews the PMD representative for your agency will contact the project managers to 
advise them that the fields are ready to be populated for the next status reporting period. 
 
Navigate to the COV Project Status Summary tab. 
Enter the Reporting Period. 
Update the Project Information fields as needed. 
Answer the Key Status Indicators with option in the dropdowns. 

• Warning 
• Problem 

• On-track 

• Suspended 
Add Project Manager Status Comments: These should describe activities completed since the last period and 
upcoming activities of interest.  If there are any issues or highlights, they should also be listed here. 
 
Note: Remember to Save before moving to the next screen, otherwise changes are not kept. 

 

 
 
Select the Financials Button: This will open the Financials views screens 
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The financials screen opens 
Using the Version dropdown in the top right corner of the screen: Select the “Actual Project Spend” from the 
drop-down.  

 

 

 
 

 
Tip: expand the view on the screen to Months by selecting the Timecycle icon (Calendar) 

 
Update project actuals for each month in the Budget Plan-Cost section: Example below shows the actuals 
entered in the Budget Plan-Cost for the first month in the fiscal year. 
Note: This screen does not require saving 
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From the COV Project Status summary under “Schedule Update”  
Select the Plan button 
 

 
 
Utilizing the 3 Project-Track Progress view 
Update Actual Start/Percent Complete/Actual Finish as appropriate for the project 
Note: The columns can be dragged so Actual Start/Actual Finish can be side by side with Planned 
Start/Planned Finish to reduce scrolling as needed  
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Update the project Risks on the Risk tab. 
 

 
 
 
Obtain the Project Sponsor approval via the COV Project Summary Screen or email. 
Let the PM Consultant know the project is ready for PMD and CIO review. 

 


