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1. RPM Portal — access

Contact RPM Support for guidance on how to access the RPM Portal.

2. RPM Portal home page

The RPM Portal home page includes the following sections:
e RPM Portal ribbon

e Welcome to the RPM Portal

e four tiles, located beneath the name of your organisation:

— National Projects

— National Progress Report

— Milestone Report

— Payment Advice.

ContactUs  User Guide A& (506 Welcome, OCM ~

Welcome to the RPM Portal

You have successfully logged into the Reporting and Program Management (RPM) Portal
By using this portal, you agree to:

« use the portal on behalf of your organisation for official purposes only
o agree to share information in accordance with the provisions of the National Land Transport Act 2014 and the Infrastructure Federation Funding Agreements

« ensure that the information you share for the purpose of submitting and managing infrastructure inves proposals and inves g is complete and accurate at the time of provision.
Use of the portal is limited to those who have been granted access. The sharing of your credentials with others is not permitted and will result in the removal of your access.

The RPM Portal Privacy Collection Notice contains information regarding our use and disclosure of your information. The departments Privacy Policy contains information regarding compliance, how to access or seek
corrections of personal information held by the department. Please contact RPM Support via the Contact Us link provided if you experience any issues using this service or for any questions regarding privacy.

TRANSPORT

National Projects National Progress Milestone Report Payment Advice
Report

Click to download
Ready for download

01/202!

Our work connects and enriches every Australian community, underpins our economy and society, and empowers our regions. We provide policy advice and deliver programs, projects and services in the infrastructure,

transnort. communications and arts sectors. supnortina our reaions. cities and territaries.

2.1 RPM Portal ribbon

The RPM Portal ribbon includes:
e department logo

e Contact Us

e User Guide

e notification menu

e account menu.

2.1.1 Department logo

Select the department logo on any screen to return to the RPM Portal home page.

! Australian Government
e — a

ey Contact Us User Guide 85 Welcome, OCM ~

Reglonal Development, Communications and the Arts
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2.1.2 Contact us

Select the Contact Us link to view contact details for RPM Support.

. i Australian Government

fr e ContactUs | User Guide ’ Welcome, OCM ~
TRCF" Depurtment of Infrastructure, Trans

Regional Development, Communications and the Arts

2.1.3 Notification menu

Select the bell icon to view notifications. The number next to the bell icon indicates the number of unread
messages.

i Australian Government

ContactUs  User Guide & (85  Welcome, OCM ~

F95" Department of Infrastructs
Regional Development, Commmnications

After selecting the bell icon, select the View Project button to view a notification.

Notifications

The following notifications are for your organisationTransport

Progress Update Approved 1]

Please be advised of the approval of the Progress Update.

View Project

Mark as read

When a notification has been viewed, select the Mark as read link. Note that selecting Mark as Read means
the same notification will be marked as read for other Portal users from your organisation.

Notifications

The following notifications are for your organisationTransport

Progress Update Approved 1Y

Please be advised of the approval of the Progress Update.

Mark as read

2.1.4 Account menu

Contact Us  User Guide & (85 Wekome, OCM ~

Department of Infrastracture. Tramsgrt,
Rrghonal [verviopment, Commanicathoms and (5 Arts

Select the drop down arrow next to your user name to show the following options:

— My Details
— My Organisation
— Logout.
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A 85 Welcome, OCM ~

=+ My Details
B My Organisation

M Logout

2.1.4.1 My Details

Select the My Details drop down menu option to view and update your details. After making any updates,
select the Save button.

My Details

o To update your Organisation Name or Work Email Address, you will need to contact the RPM Support Team at RPMSupport@infrastructure.gov.au and provide evidence.

First Name Last Name
oM User
Work Email Address Work Phone Number (optional) Work Mobile Number (optional)

Your Name@yourorganisation.gov.au

Organisation Name Job Title (optienal)

Your Organisation

Save Cancel

2.1.4.2 My Organisation
Select the My Organisation drop down menu option to view the details for your organisation.

My Organisation

o To update your organisation details, you will need to contact the RPM Support Team at RPMSupport@infrastructure.gov.au

Name Organisation Type Jurisdiction
Your Organisation Name State Your jurisdiction
ABN ACN

Your Organisation ABN

Phone Website

Your Organisation phone number

Address

Your
Organisation
Address
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2.1.4.3 Logout button

Select the Logout button to log out of the RPM Portal.

& My Details

B My Organisation

M Logout

3. National Projects

The National Projects tile shows all Announced Projects that are associated with your organisation.

3.1 Find a Project

Step 1: From the home page, select the National Projects tile.

TRANSPORT

National Projects National Progress Milestone Report Payment Advice
Report

Click to download
Ready for download

13/01/202¢

Step 2: To filter by Program, select the drop down arrow next to All, then select one of the Programs from the
list. The Projects will be filtered by the selected Program. The default sorting of projects is by the assigned
project number, from highest to lowest.

The words Dashboard > National Projects are shown at the top of the image. These are ‘breadcrumbs’, and
they appear at the top of all RPM Portal pages, with the exception of the home page. In this example, select
Dashboard to go back to the Home page.

| Dashboard > National Projects |

National Projects

Project Filter

Program

All 4

Al
A1 Major Project Business Case Fund (Rozd)
Rail Investment

Road Investment - Remote Roads Upgrade Pilot Prog

Road Investment 130000-24TAS NAT = Test TAS Project A
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Step 3: To view a specific project, select the link under the Project column.

Dashboard > National Projects

National Projects

Project Filter

Program

Road Investment v

Announced Projects

Program Project

Road Investment 130000-24TAS-NAT - Test TAS Project A

The selected project will open.

3.2 Project overview

The Project Overview displays information about the project, including:
e Left hand menu:
— Milestones

— Funding Proposals

— Supporting Documents

— Download.
¢ Project Details. This section provides general information about the project.

¢ Project Funding. This section details the commitment amounts per funding source for the Project.

Dash National Pro ec

130000-24TAS-NAT Test TAS Project A

Status: Approved

Project Overview

This section provides a snapshot of the project

Project Details

Pro e Program Name

Test TAS Project A Road Investment
Project Start Date Project End Date
01/07/2024 30/06/2025
Australtan Government Commitment Total Project Cost
$100,000 £100,000

Approved Aliocation Remaining Allocation
100,000 $100000

Primary Contact Secondary Contact

Project Description
Test1

Project Funding

Australian Government Commitment 5100000 00.00%

State Government Commitment - NA

Council Commitment

Other Commitment
Other Commonwealth Commitment $0 000%
Total Project Cost $100,000 100%
OFFICIAL
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¢ Australian Government Commitment by Financial Year.

I Australian Government Commitment by Financial Year I

2023/2024 50

2024/2025

202572026

2026/2027

2027/2028

202872029

202972030 S

203072031 50

203172032 50

203272033 s0

2033/2034 S(
Primary Contact Secandary Contact [optorall

g testing v Choose & secondary contad) v

B -

¢ Project Contacts shows the Primary and Secondary Contacts for the Project.

— To change the Primary Contact and Secondary Contact project contacts, select the field and choose a
contact from the list that appears.

— To add a new contact, select the Add new Contact button and complete the fields in the pop-up
window.

Add Contact *

First Name Last Name
Work Email Address
Work Phone Number {optional) Work Mobile Number (cpticnal)

Job Title (optional)

3.3 Milestones

Select the Milestones button to view the Milestones for a Project.

Milestones

Funding Proposals

Supporting Documents
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The Project Milestones page shows two grids — Draft Milestones and Submitted Milestones.

Dashboard > National Projects > Project 130000-24TAS-NAT

130000-24TAS-NAT Test TAS Project A

Status: Approved

© Add Milestone

Project Milestones

Draft Milestones
Milestone Number Phase Description Date Milestone Amount

No Milestones in Draft

Submitted Milestones

Milestone Number Phase Description Date Milestone Status Payment Status Payment Amount

No Milestones have been Submitted

3.3.1 How to create a new Milestone

Step 1: To create a new Milestone, select the Add Milestone button.

Add Milestone

Project Milestones

Step 2: Complete the mandatory fields in the Add Milestone pop-up window:
¢ Choose Phase drop down menu. Choose from the following options:
— Proposal Submission
— Planning
— Early Works
— Procurement
— Construction
— Completion
— Post-Completion
— Other.
¢ Description field. Select the field and enter text.
* Milestone Date field. Select the field, then:
— select the date, or
— enter the date manually (using the format dd/mm/yyyy).

e Milestone Amount field. Enter the amount.

OFFICIAL
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Then select the Save button.

Add Milestone A
Phase

Choose Phase v
Description

Milestone Date
dd/mm/yyyy
Milestone Amount

S .00

Step 3: The Milestone will be saved in the Draft Milestones grid, with a unique Milestone Number. Edit,
Delete and Submit buttons are located on the right hand side of the grid.

130000-24TAS-NAT Test TAS Project A

Project Milestones

Draft Milestones
Milestone Number Phase Description Dat Milestone Amount
MST.001309 Proposal Submission This is 8 mijestone for the Test TAS Project A. 17/032025 $20,000 I = ‘ X Cule m]

Submitted Milestones

Milestone Number Phase Description Date Milestone Amount Milestone Status Payment Status Payment t Amount

No Miestones have been Submitted

Step 4: To submit a Milestone for review, select the Submit button in the Draft Milestones grid.

A pop-up window will appear. Select the Yes button to submit the Milestone to the department. The
Milestone will then appear in the Submitted Milestones grid.

Confirmation 5

Are you sure you want to submit this milestone?

OFFICIAL
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3.4 Funding Proposals

Select the Funding Proposals button.

Milestones

Funding Proposals

Supporting Documents

The Funding Proposals page shows two grids — Incomplete Proposals and Submitted Proposals.

@ Create a project funding proposal

Funding Proposals

Incomplete Proposals

Proposal ID Proposal Name Proposal Start Date Proposal End Date AG Funding Proposal Status

No proposal is incomplete

Submitted Proposals

Proposal ID Proposal Name Proposal Start Date Proposal End Date AG Funding Proposal Status

No proposal is submitted

3.4.1 Create a project funding proposal

Step 1: Select the Create a project funding proposal button.

Create a project funding proposal

Funding Proposals

Step 2: In the Create Funding Proposal page, the following fields are populated with information from the
Project:

e Program Type

e Program
e Project.
OFFICIAL
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Select the Proposal Name field and enter the name of the proposal. Then select the Save & Continue button.

Create Funding Proposal

Program Type
National
Program
Road Investment
Project
Test TAS Project A

Proposal Name

Save & Continue

The Funding Proposal is saved in the Incomplete Proposals grid and a unique Proposal ID is generated. The
Funding Proposal is created and the first section — Proposal Overview — is displayed.

3.4.2 Proposal Overview
The Proposal Overview contains Project Details fields in grey. These cannot be changed.

Project Details

The Proposal Details section is located below the Project Details section.

Step 1: Select the Proposal Start Date and Proposal End Date fields: To enter dates, either:
— select a date field, then choose a date from the calendar pop-up window

— select a date field, then enter the date manually, in the format dd/mm/yyyy.

The Start and End dates are indicative and can be changed by the department afterwards, and must fall within
the Start and End dates for the parent project.

Step 2: Select the Proposal Summary field and enter text.

Step 3: Select one or more of the Proposal Phase checkboxes:
e Scoping
¢ Delivery

¢ Development.

OFFICIAL
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Step 4: Select either:
e Save to save the information.

e Save & Continue to save the Proposal and proceed to the next section — Proposal Costs.

Proposal Details

Propasal Name
Furding proposals with Lat Long

Propasal Start Clate Propasal End Ciate
230472025 230572025

Propasal Summary

Character Cownt: 3710000

Proposal Phase

Scoping Development,

|8 Delivery

m Save Save & Continwe

3.4.3 Proposal Costs

Step 1: Select the fields in the Funding Sought column, then enter the funding amounts for the Proposal.

Proposal Costs

s section detads the Australian Government funding sought for the Proposal

Proposal Cost Breakdown

Complete the Project Cost Breakdown Template for this proposal and attach in supperting decuments.
Costs
a Funding Contribution
Provide details of the funding scught
Raview Funding Sought %
A a §
State Contribu s 00
ontribu <
Othe! $
t monwealth §

Note: The Total Funding and Funding Percentage fields will calculate automatically as you enter information.

Step 2: Select the Save and Continue button to proceed to the next section — Proposal Location.

OFFICIAL
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3.4.4 Proposal Location

There are multiple ways to complete the Proposal Location section. There are two radio button options:

. Use Map and/or Coordinates

. Upload a GIS Shape Layer file.

Proposal Location

iy o ® Use Map and/or Coordinates
O Upload GIS Shape Layer file (Uploaded at the supporting documentation step)
Costs
) Select from Map Enter Coordinates
Location
Supporting Documents Map Satellite
Review

3.4.4.1 Use Map and/or Coordinates

The Use Map and/or Coordinates radio button contains two tabs:
¢ Select from Map

¢ Enter Coordinates.

Proposal Location

® Use Map and/or Coordinates

Overview
) Upload GIS Shape Layer file {(Uploaded at the supporting d
Costs
) Setect from Map Enter Coordinates
Location
Supporting Documents Enter one or more points below in decimal Lat/Long format:
Review Latitude

Select from Map:

e Select the Map camera controls to access the following controls: Move up, Move down, Move left, Move
right, Zoom in and Zoom out.

¢ Select and hold to move the map.

¢ Click the map to drop coordinates for the project.

OFFICIAL
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® Use Map and/or Coordinates
Upload GIS Shape Layer file (Uploaded at the supporting documentation step)

Select from Map Enter Coordinates
Jakota  Ssiaes )
s [
Map Satellite > Serabars mg::i.,::-w
Aeahta Sea PertMaresdy S onon
o Islands
Timoe e
Pt ou) Cordl S
e New
Madagascar tndian P e
Australia
Bisane
Norfolk
Island
Poth
Sydney
) Adelosde g
Greet s X
Mg b Asckiond
. Tatinan ses et
Reset zoom mmdmom S nan >
s Lol

Enter Coordinates:

Fifi

Samoa
French
Polynesia
Tonga | Cook Islands
~ N+
< >

| ~
i v - 1<)
i ——
i -

Keyeoant shorcuts | Map it €2025 Googk, INEGH

e Select the Add a point button to create Latitude and Longitude fields. Then select the Latitude and

Longitude fields and enter the coordinates.
¢ Select the Location Comment field and enter text.
Proposal Location

® Use Map and/or Coordinates

Upicad GIS Shape Layer fiie (Unlooded ot the supporting documentotion step

Vs Enter Coordinates

S Giituce Tongitude
J o rcaapom ||
3.4.4.2 Upload GIS Shape Layer file

As an alternative, select the Upload the GIS Shape Layer file button.
FP-00001024 New Proposal

Proposal Location

Use Map and/or Coordinates
I‘- Upload GIS Shape Layer file (Uploaded at the supporting documentation ste,ci

Location Comment (optional)

Location

Supporting Documents

Review

m Save & Continue

If applicable, select the Location Comment field and enter information.

Note: The GIS Shape Layer file is uploaded in the next step, Supporting Documents.

When you have finished entering Proposal Location information, select the Save & Continue button to

proceed to the next section — Supporting Documents.

OFFICIAL
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3.4.5 Supporting Documents

3.4.5.1 How to add a supporting document

Step 1: Select the Add Supporting Document button.

Supporting Documentation

0 Please attach a/l required do

Documents

Project Proposal

Project Cost Breakdown
Benefit Cost Ratio
Indigenous Participation Plan
Business Case

Map

Other

& Add Supporting Document
Back m Save & Continue

Step 2: Complete the fields in the Add Attachment pop-up window, then select the Save button.

Supporting Documents

Review

®
Add Attachment
File Upload
Choose file Browse
Attachment Type Classification
Choose an attachment type hd Choose a classification b

Save

Note:

e Two Classification options are available — Official and Official: Sensitive. For Commercial-in-Confidence
documents, select Official: Sensitive. For other documents, select Official.

¢ Files sizes of up to 20MB are allowed, and only the following file types will be accepted: pdf, docx, xlsx,
ipeg, jpg, shp, geojson, zip.

¢ |f Upload GIS Shape Layer file was selected in the Proposal Location section, upload your Shape Layer file
using the Add Attachment window.

OFFICIAL
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Step 3: Back on the Supporting Documentation page, select the Save & Continue button to proceed to the
next section — Review and submit proposal.

FP-00001339 Test Proposal

Supporting Documentation

Overview | 0

Costs

Location

‘ o Please attach all required documents and any additional documents that may assist in the
Supporting Documents

Review Documents

* Project Proposa

* Project Cost Breakaown

* Benefit Cost Ratio

¢ Incigenous Participation Plan
* Business Case

. M3

* Other

Filename Test Docurment Two.docx
Attachment Type Other
Classification Officia

=

[ Add Supporting Document
i

Note that the following options are available:
e Download and view a previously uploaded document

e Delete a previously uploaded document.

3.4.5.2 How to download and view a previously uploaded document

Step 1: Select the Filename hyperlink for the document.

FP-00001339 Test Proposal

S S
Supporting Documentation

Locatior

Supporting Documents
Documents

Review
Project Proposal

Project Cost Breakaown
Berefit Cost Ratio
Indigencus Participation Plan
Business Case

Map

Other

Filename
Attachment Type Other
Classification Official

OFFICIAL
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Step 2: The document will download to your computer. Open the file directly from the browser, or from File
Explorer.

Downloads B Q e 2

@ Test Document Two (1).docx

Open file

3.4.5.3 How to delete a previously uploaded document
Step 1: Identify the document.
FP-00001339 Test Proposal

Supporting Documentation

Overview s :
Attachment has been successfully uploaded,

Costs
Location | 0 Please attach all required documents and any additional documents that may assist in tt
Supporting Documents

Reviei Documents
Project Proposal

Project Cost Breakdown
Benefit Cost Ratio
Indigenous Participation Plan
Business Case

Map

Other

Filename Test Document One.docx
Attachment Type Other
Classification Officia

Step 2: Select the Delete button.

FP-00001339 Test Proposal

Supporting Documentation

Location 2
| o Piease attach qQu nal decuments that may assist in t?

Supporting Documents

Revies Documents
Review

* Project Proposal

* Project Cost Breakdown

* Benefit Cost Ratio

* |ndigenous Participation Pian
* Business Case

* Map

* QOther

Filename Test Document One.docx
Attachment Type Other
CQassification Officia
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Step 3: In pop-up window select the Yes button.

Confirmation x

Are you sure you want to delete this Document?

The document is deleted and no longer shows in the Supporting Documentation screen.

3.4.6 How to review and submit a proposal

The Review and submit proposal page states ‘Please review the proposal before finalising the submission’.
This section provides an overview of all information entered in the Proposal — including any uploaded
documents — in addition to relevant Project information.

Step 1: If all information is correct and appropriate authorisation has been provided by your organisation,
select the | have reviewed this proposal and received the appropriate authorisation to submit checkbox.

Authorisation

I have reviewed this proposal and received the appropriate authorisation to submit.

Back Download Submit Proposal

Step 2: Select the Submit Proposal button to submit the Funding Proposal, including all supporting
documents.

Authorisation

| have reviewed this proposal and received the appropriate authonsation to submit.

Back Download Submit Proposal

Step 3: In the Confirmation pop-up window:

e Select the No to leave the Proposal in the Incomplete Proposals grid with no changes

Select Yes to submit the Proposal to the department.

Confirmation sl

Are you sure you want to submit this proposal?

OFFICIAL
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The Proposal appears in the Submitted Proposals grid.

Dashboard > Projects > Project 702857RPM > Funding Proposals

702857RPM Sprint 10 - National Project - NSW9

Status: Approved

Create a project funding proposal

Funding Proposals

Incomplete Proposals

Proposal ID Proposal Name Proposal Start Date

Submitted Proposals

Proposal ID Proposal Name

FP-00001339 FP-00001339 - Test Proposal 04/03/2025

3.4.7 How to download and view the submitted Proposal

Step 1: From the screen for the Funding Proposal, select the Download button.

Dashboard > Project 702857RPM > Funding Proposals > FP-00001339

FP-00001339 Test Proposal

Status: Under Assessment

Downioad Project Details

Step 2: The document will download to your computer. Open the file directly from the browser, or from File
Explorer.

Downloads B Q - £

FundingProposal-FP-00001339 (2).pdf

Open file
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3.5 Supporting Documents

3.5.1 How to add supporting documents to a Project

Step 1: To add supporting documents to a project, select the Supporting Documents button.

Milestones
Funding Proposals

Supporting Documents

Download

Step 2: Select the Add Supporting Document button.

0CE32RPM
Sstus: Aporoved

o Supporting Documents
Plesse sttach sy suoporting Praject docamentation Fle sizes of up to 20M3 are aliomed snd crly the fotioming file types wit be accepted: pdf, dooy X2k, pig, jpeg. iog. shp, geaison, 2ip

Documerts

* Fast Completion Report
1 Bres

* Project Breakdown
* Business Caze

. Map

* Othe

3 Add Seppeeting Docus wmt.
Back

Step 3: Complete the fields in the Add Attachment pop-up window, then select the Save button. To choose a
classification:

o Use Official: Sensitive for Commercial-in-Confidence documents

¢ Use Official for other documents.

x
Add Attachment
File Upload
Choose file Browse
Attachment Type Classification
Choose an attachment fype v Choose a classification v
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Step 4: The uploaded file appears in the Portal.

702852RPM Sprint 10 - National Project - NSW4

Status Approved

o -

Supporting Documents
‘ @ PP 9

Flease aTtach any supparting Project ccoumentation. Flie 5765 7 up 10 20MS are 3l\awed and crly te foiowing e types wil be atcepten: poY, 4ocx, Xi5x, png. [peg, [P, shp, geoisen, Tip.

Documents
* Post Completion Report
 Project Cost Breakagwn
» BusnessCase

. Map

* Other

filename fest Document Gredoo:
Attachment Type Other

CQassification Oeticiay

3 Ad3 Suppering Decumant

3.5.2 How to download and view a document that was previously
uploaded

Step 1: Identify the document.

Dashboard > Projects > Project 702857RPM > Documentation

702857RPM Sprint 10 - National Project - NSW9

Status: Approved

Supporting Documents

Please attach any supporting Project documentation. File sizes of up to 20MB are allowed and only the following f

Documents

Post Completion Report
Project Cost Breakdown
Business Case

Map

Other

Filename Test Document One.decx
Attachment Type Other

Classification Officia

Step 2: Select the Filename hyperlink.

Filename ITe;t Doctument One.docx I
Attachment Type Other
Qassification Officia
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Step 3: The document will download to your computer. Open the file directly from the browser, or from File

Explorer.
Downloads By Q - £
@: Test Document One (4).docx I‘
Open file

3.6 How to download a Project Overview

To download a copy of the Project Overview, select the Download button, located on the left hand side of the
Project Overview page.

Milestones

Funding Proposals

Supporting Documents

e
DO'-‘/ Hooo

The Project Overview .pdf file will be downloaded to your computer.

Downloads B Q - 2

Project-702857RPM (3).pdf

Open file

4. National Progress Report

Step 1: From the RPM Portal Home Page, select the National Progress Report tile.

TRANSPORT

National Projects National Progress Milestone Report Payment Advice
Report

Click to download

Ready for download

13/01/202

Note:

¢ In this example, the text in the National Progress Report tile reads:

Ready for download.
Cut Off Date 13/01/2025
OFFICIAL
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¢ The following month, this will read:

Cut Off Date 13/02/2025

e When the Progress Report has been submitted, the text will change to:

Processed successfully

When the Progress Report has been approved by the department, the text will change to:
Approved

Step 2: Select the Download Template button.

National Progress Report

Uploaded File Status. Last Modified
Reac 01/02/2025 205 AM

The report will be downloaded to your computer.

Step 3: Open the Progress Report and start completing all blank fields. This includes:

e The Actual Expenditure columns — enter the total expenditure for the previous month.

e The Forecast Expenditure columns — enter the estimated expenditure for this month and the next.
This is only an excerpt from the National Progress Report spreadsheet.

Actual Expenditure Month-1 AG |Actual Expenditure Month-1 State |Actual Expenditure Month-1LGA |Actual Expenditure Month-1 Other

Some fields, like the Progress Description, will populate with data from the previous month. These fields only
need to be updated if there have been changes since the last report.

The Cumulative Expenditure field is there for reference only and calculates the total expenditure to date,
based on the reported actual expenditure from previous months. Any updates made by proponents to these
fields in the template will cause an error message in the RPM system once it is processed.

H I J K
Cumulative Expenditure Month-2AG  |Cumulative Expenditure Month-2 State  |Cumulative Expenditure Month-2LGA  (Cumulative Expenditure Month-2 Other
0.00 00 0.00 0.00
0.00 0.00 0.00
21.00 1.00 1.00
21.00 1.00 100
21.00 1.00 1.00

Step 4: When you have completed the report, save the document ready for submission.

Step 5: Go back to the RPM Portal. To submit the Progress Report, select the Submit Data File button.

National Progress Report

Uploaded File Sl:l:ul . e l,"!,”“?'{”, o
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Step 6: In the Submit Data File pop-up window, select the Choose file field to select a file to upload.

Submit Data File

Data File

Browse

Step 7: Find the required file from your file explorer folder and select Open.

Choose file

The selected file will appear in the Submit Data File pop-up window.

Step 8: Select the Submit button.

Submit Data File

Data File

Browse

B

Step 9: The Progress Report Status will update to Processing data file and RPM will begin to validate the
submission. This can be a lengthy process, and can take up to 30 minutes for large organisations with a lot of

projects.

Choose file

Uploaded File Status
Tempiate-NationalProgressUpdateSubmission-TransportProjectsNation-01022025020207672.xlsx 12 Processing data file
Cut Off Date

13/02/2025
Step 10: If the validation is unsuccessful, the Progress Report Status will update to Processing failed.

To view errors, select the View Details button.

National Progress Report

Status Last Modified
o 06/02/2025 9:20 AM

B e e

Uploaded File
Template-NationaIProgressUpdateSubmission-Tra

Cut Off Date

Resolve any errors within the template.

To resubmit the report, select the Submit New Data File button.
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Step 11.: If the validation is successful, the Progress Report Status will update to Processed successfully and
an overview grid will load.

Select the Add Attachment hyperlink to upload supporting documentation.

Uploaded File Status Last Modified
Template-NationalProgressUpdateSubmission v Processed successfully 17/07/2024 3:35 PM
Cut Off Date
& Downlcad Template | [ Download Data File
Approved Actual AG Forecast AG Forecast AG
Project Allocation Total C ive AG E diture for E diture Current Expendi Month Req
Attachments Number Project Name Amount Payments Expenditure Month - 1 Month

+1 Payment

Add

You are required to upload ‘Evidence’ if a Project has a Requested Payment in the Progress Report. The RPM
Portal does not currently have a feature for downloading Progress Reports from previous months.

5. Milestone Report

Step 1: From the RPM Portal home page, select the Milestone Report tile.
TRANSPORT

National Projects National Progress

Milestone Report
Report

Payment Advice

Click to download

y for download

The report will download to your computer.

Step 2: The Milestone Report is for information only and does not need to be resubmitted. The Report details
all scheduled Milestones by Project for the current and next financial year.

Once a Milestone is Approved, the amount will appear in the relevant month column.

Project Number |Project Name [Jul 2024 |Aug 2024 |Sep 2024 |Oct 2024

Nov 2024 |Dec 2024 (Jan 2025 |Feb 2025 |Mar 2025 |Apr 2025 |May 2025 |Jun 2025

Unpaid Approved Milestones [YTD Payments Total |FY Allocation

Additional columns provide the following information from the Project:
¢ Total of Unpaid Approved Milestones
e Total Year to Date (YTD) Payments

e The AG Commitment Amount for this financial year.
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6. Payment Advice

Payment Advice can be downloaded month-by-month, and also part way through the month.

Step 1: From the RPM Portal home page, select the Payment Advice tile.

TRANSPORT

National Projects National Progress Milestone Report Payment Advice
Report

Click to download

Ready for download

Step 2: Use the drop down menus to filter by Month and Year.

Payment Advice

Filter

Step 3: In this example, Payment Advice has been filtered to show January 2025. You can also download the
filtered Payment Advice as a data file. To do this, select the Download Data File button.

Payment Advice

Filter

Month
1B Downiosd Data File

Project Name Project Number Payment Date Payment Amount
Freight Rail Revitafisation - Tranche 4 - Off Network 25N 16/01/2025 5100

Freight Rail Revitafisation - Tranche 4 - Off Network ASNP 16/01/2025 -$100

The Project numbers have been obscured in this example.

Step 4: To download a Payment Advice part way through the month, select the drop down menu next to
Please select a month. In this example, Payment Advice for February (to date) has been chosen.

Dasnooaro > Payment Advice

Payment Advice
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