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The Partner Reporting Portal (PRP) is an online platform that streamlines and improves the reporting and tracking of programme results implemented by civil society partners.         Prerequisites for Integrating
         PRP in a Country Office
· CO is currently using eTools PMP for Partnership Management
· PDs must have results framework and reporting requirements uploaded in PMP
· Information on CSO partners’ authorized officers must be up to date
· CSO partners have the resources and capacity to submit reports online 


The Partner Reporting Portal (PRP) is linked with eTools’ Partnership Management Portal (PMP). Using PMP, UNICEF staff upload the results framework of the PD/SSFA and set the reporting requirements. This information syncs directly to the CSO-facing PRP. Once logged into PRP, civil society implementing partners can review all their active partnership documents, including reporting requirements, and submit reports to UNICEF online. UNICEF staff use PMP to review and either accept or send back partner reports. (Annex A: PMP-PRP Workflow)
Steps to Link PMP and PRP in a CO
Step 1- Activate Reporting Features in PMP
Once a country office has decided to commence the PMP-PRP adoption process, they should coordinate with their regional offices and reach out to the eTools helpdesk via Service Gateway, to request that the reporting features are activated in PMP. 
Step 2- Enter Results Frameworks and Reporting Requirements
COs should enter the results frameworks and reporting requirements for PDs/SSFAs that will be synced with PRP. Please note: Any PDs/SSFAs that do not have their reporting requirements and results frameworks entered in PMP will not be synched with PRP.
 Step 3- Activate PMP-PRP sync
Once the results frameworks and reporting requirements have been entered into PMP, COs should reach out to the eTools helpdesk via Service Gateway, to request that the sync with PRP is activated in PMP. All CSO partners’ Authorized Officers will receive a system generated e-mail inviting them to use the Partner Reporting Portal. Only those PDs/SSFAs and SSFAs with the results frameworks and reporting requirements entered in PMP will by synced with PRP. Syncs from PMP-PRP will happen daily, so at any point in which the results frameworks and reporting requirements are entered for a PD/SSFA, they will be synced with PRP. If a CO does not want the PD/SSFA to be synced with PRP, please do not enter the reporting requirements in PMP.  

PRP Adoption Process
A phased adoption of PRP is recommended to integrate the system into a CO’s reporting framework with their civil society implementing partners. This phased adoption of PRP can be implemented through the following two options:


Option 1- Utilization of PRP only for new PDs/SSFAs

The country office decides to use PRP for all PDs/SSFAs newly signed in Q4 of 2019 and beyond. This will allow a gradual and phased introduction of PRP in the CO. 
These PDs/SSFAs will need to have the following included in eTools PMP: 
· Disaggregation must be set for the CO in PMP by PME focal points
· Results framework (PD outputs, indicators etc., disaggregation) entered in PMP
· Indicator locations must be identified as part of this entry of the PD/SSFA results framework in PMP
· Reporting requirements must be entered for the PD/SSFA
· Civil society partners’ Authorized Officer information must be accurate and up to date
· CO’s should send an e-mail to the partner that will now be reporting in PRP to conduct a brief orientation to the system
· When the PD/SSFA moves to Active status, the partner’s Authorized Officer(s) will receive an automatic e-mail to login to PRP. It is important that the Authorized Officer(s) information is accurate and up to date. 
**Please note that starting in Jan. 2020, the Results Framework and Reporting Requirements sections of PMP will become mandatory for new PDs/SSFAs that start after Oct. 1 2019, to promote the adoption of PRP in parallel with the use of PMP in the country office.**

Option 2- Combined Adoption of PRP for new and existing PDs/SSFAs

The country office decides to adopt option 1. In addition, the country office identifies key PDs/SSFAs that are already active, and which will continue to be ongoing in 2020, for retroactive adoption of PRP for these select PDs/SSFAs. This will allow for the faster phase-out of the manual reporting system in the country office. Please note, if the PD is ending in less than 1 year and will not be extended, retroactive integration is not recommended.
For retroactive integration, country offices should note that they would need to work with partners to identify how to enter and capture the data for quarterly reports that were previously submitted using the manual/offline process, to allow for accurate tracking of the progressive, cumulative achievement of results over the PD/SSFA implementation period. 
To integrate already active PDs/SSFAs:
Step 1: COs should identify PDs/SSFAs for retroactive integration with PRP and ensure that the results framework, reporting requirements, disaggregation settings in PMP, partner information (especially authorized officers) is up to date. Once the PD/SSFA is ready, move to the steps below.  
Step 2: Identified PDs/SSFAs into Amendment Mode in the back end of eTools through eTools CO ADMIN role
· Click on the interventions link in the admin page
· Select your PD/SSFA
· Click on the Ammendment Open check box under the intervention details 
Step 3: The section Programme Officer should enter the results framework in PMP
Step 4: The section Programme Officer should enter the reporting requirements into PMP
· If multiple reports have already been submitted manually by the partner, it is recommended that the Programme Officer enters a cumulative reporting period as the first report that will be submitted by the partner.
· Example: Partner A has submitted quarterly reports for Jan 1-Mar 2019 and April-June 2019, and we are integrating them in August 2019. 
· In this example, the Programme Officers should make the reporting period in the first quarterly report Jan 2019 - June 2019, and the partner can enter the cumulative data they have already reported on for these two periods in one report.   
Step 5: Once the results framework and reporting requirements are complete, the Programme Officer simply selects “I am done” to close the amendment mode and move back to active status
Step 6: CO’s should send an e-mail to the partner to inform them that they will now submit their progress reports via PRP and schedule a time to conduct a brief orientation to the system
· When the PD/SSFA moves to Active status, the partner’s Authorized Officer will also receive an automatic system generated e-mail with instructions to login to PRP and assign users. 
         Resource Material for Integrating and linking PMP and PRP
· Disaggregation settings in PMP
· Setting-up your Results Frameworks
· Setting-up your Reporting Requirements
· RBM Presentation on Results Frameworks and Indicators
· E-mail template to send to partners to introduce them to reporting on PRP
· Introduction to PRP Presentation
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