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PEPFAR Records Organizations Management Information 
System (PROMIS) is used by the United States Government 
to store PEPFAR Expenditure Analysis Data. 
 
Data are entered into PROMIS by users who upload a 
populated Excel template into the web-based system.  
 

What is PROMIS 
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Mozilla Firefox- to access the PROMIS website using v3.5 or 
higher:  
 
https://pepfarpromis.net/promisea 
 
Microsoft Excel 2007 or newer 
Failure to use this version results in a failed upload 
 
Permission to read, edit, submit 

What you will need to use PROMIS 
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https://pepfarpromis.net/promisea
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How to register 
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Note: If you already have a PROMIS account, you do not need to re-register, but you WILL need 
to re-request access to mechanisms. 
 
The first step to accessing PROMIS is to create a user account by registering a username and 
password. Start by going to the web address https://pepfarpromis.net/promisea  
 
After doing so, click on the “Register” link circled below. 

https://pepfarpromis.net/promisea


How to register 
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Now enter your name, email address, password, a username, and click the 
“Register” button.  
 



How to register 
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You should immediately receive an email notification stating that you have 
successfully registered. 
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Accessing Guidance Documents 
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PROMIS also houses guidance documents. To access these from 
the home page, click on the “Guidance Documents” link at the top 
right hand corner.  



Accessing Guidance Documents 
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You will be brought to a page which contains all of the guidance 
documents available. The results can be filtered by country or Fiscal 
Year. Click on the links to download the files. 
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Gaining access to your Mechanisms 
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Once you have successfully logged in with a username and 
password, you will need to gain access to the mechanisms in the 
countries which you will be responsible for. Click the “Request 
Mechanism Access” button circled below. 
 
Until you have requested access to a mechanism and been 
approved, you will not have access to any mechanisms in PROMIS. 



Gaining access to your Mechanisms 
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You will now see a page 
with every Mechanism from 
every country listed in the 
top pane. 
 
To navigate efficiently to 
the mechanism(s) which 
you require access to, 
utilize the OU (operating 
unit), Agency, and 
Organization dropdown 
menus to narrow the 
results. 
 
Note: All permissions will 
be reset each year. You will 
see your previous requests 
in the request list, but will 
need to re-request them. 



Gaining access to your Mechanisms 
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Once you have identified 
the mechanisms you wish 
to request access to, check 
each of the boxes to the 
right of the mechanism 
name, which are circled in 
the screenshot to the right. 
 
Note that clicking the 
upmost box will select all 
mechanisms in the view. 
 
Click the button “Add 
Checked Items” when you 
are finished selecting 
mechanisms. 



Gaining access to your Mechanisms 
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The mechanisms which 
you have selected will 
appear in the lower pane 
circled to the right. 
 
Here you are able to select 
which specific permissions 
you would like to request: 
Read, Edit, Submit, 
Approve, or Admin.  
 
Note that permissions can 
vary by mechanism, and 
that each approval/denial is 
independent of all other 
mechanisms. 
 
The default setting for a 
request is read, edit, & 
submit. 



How Permissions Work in PROMIS 
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Permissions are assigned down to the country, agency, 
and mechanism level.  
 
All users begin with No permissions. 
 
Permissions are granted by an assigned administrator 
who will confirm your affiliation with a mechanism. 



How Permissions Work in PROMIS 
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Permission What you can do 
None (you have only registered) Submit help desk tickets 
Read View any data entered for the given mechanism 

All users should request at least “Read” 
permissions. 

Edit Upload  or remove a populated excel template for 
the given mechanism 

Submit Submit an uploaded excel template for official 
review and approval by the US Government 

Approve Approve or reject a submitted excel template. 
Note that Approved submissions can not be 
altered by anyone with less than Approve 
privileges 

Administrative Approve or reject access requests to a given 
mechanism 



Recommended Permissions by Role 
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Role Permissions 

Implementing Partner Read, Edit, Submit 

USG Activity Manager, 
AOR/COR 

Read, Edit, Submit, Approve 

USG PROMIS Administrator Read, Edit, Submit, Approve, Administrative 



Gaining access to your Mechanisms 
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After selecting the specific 
permissions for each 
mechanism you require 
access to, click the 
“Request Access” button to 
make the request(s). 
 
If you do not click “Request 
Access”, the request will 
not be submitted and you 
will not be granted access. 



Gaining access to your Mechanisms 
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A popup menu will appear 
requiring you to state that 
you are affiliated with the 
mechanism you are 
requesting access to. Click 
“OK” to proceed.  



Gaining access to your Mechanisms 

22 

After requesting access, 
the status of each 
mechanism will appear as 
“Pending” in the lower pane 
until an administrator has 
approved or denied your 
request.  
 
If your Status is in a 
Pending state for longer 
than 2 days, please contact 
your TA provider. 



Gaining access to your Mechanisms 
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After an administrator has approved or rejected your request, you will receive an 
email notification below noting the country, mechanism, and your 
approval/denial. 



Gaining access to your Mechanisms 
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When you revisit the 
“Request Mechanism 
Access” page, you will find 
that the status will have 
changed from Pending to 
either Approved or Denied. 
 
Should you need access to 
additional mechanisms, 
you may add them in the 
pane above and repeat the 
steps in slides 17-21. 
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Uploading Data 
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Once you have gained access to a mechanism you will be able to interact with that 
mechanism depending on your permissions granted.  
 
Click the “Expenditure Reporting” button circled below when you are ready to 
review or upload data. 



Uploading Data 
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On the next page you will 
see a list of the mechanisms 
you have been granted 
access to.  
 
To select a mechanism to 
view or upload data, click 
the Mechanism name circled 
to the right. 



Uploading Data 
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This section has information 
on the Agency, Partner, and 
Mechanism name for which 
you are viewing.  

To upload an excel template 
containing expenditure data 
for this mechanism, click the 
“Browse” button circled on 
the right. 



Uploading Data 

29 

Select the 
excel file you 
wish to 
upload for 
this 
mechanism 
and click 
“Open” 



Uploading Data 
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Now that you have 
selected the file you wish 
to upload for this 
mechanism, click the 
“Upload” button circled 
on the right. 
 
Note that if the upload 
button is inactive, it is 
because the user lacks 
the permission required 
to upload OR the 
mechanism is inactive for 
the fiscal year. 



Uploading Data 
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A dialogue box will 
appear notifying you that 
any data uploaded 
previously will be deleted 
and the current upload 
will replace it once it has 
uploaded successfully. 
Click the “Proceed” 
button when you are 
ready. 



Uploading Data 
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The file will appear in the 
pane below with a status 
of “Processing”.  
 
The file will stay in the 
“Processing” state while 
PROMIS assesses the 
data quality of the 
uploaded excel file and 
confirms that it is in the 
correct format and 
doesn’t violate any 
critical data quality rules. 



Uploading Data 
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When the file has completed processing you will receive an email notification of the 
status of the processing. It will also notify you of the upload of a Data Quality 
Check (DQC) report and how to access it.  
 
You can see the example below of a message received after a failed processing 
attempt. 



Uploading Data 
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When you open the DQC report, you will find a list of each of the data quality issues 
and an explanation of error and how to resolve it. Your TAs will provide further 
training on the data quality reports which PROMIS will generate. 



Submitting Data 
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Once you have 
successfully uploaded your 
data and corrected all 
critical data quality checks, 
you can submit your data 
for official review by the 
U.S. Government. Click the 
“Submit” button when you 
are ready to do so. 



Submitting Data 
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Once submitted, the status 
of the mechanism will now 
read “Uploaded 
successfully & submitted”.  
 
Note that you will be unable 
to change data for this 
mechanism unless you 
click the “Recall” button. 
 
Also note that if the U.S. 
Government has Approved 
your submission, you will 
be unable to change data 
for this mechanism at all 
until the U.S. Government 
has reversed the approval 
back to a submitted status. 
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Help Desk 
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Throughout the EA reporting process, you may require assistance in terms of 
gaining access to the system, filling out the Excel template, troubleshooting 
uploading issues, or otherwise request guidance. 
 
The PROMIS system has a built in Help Desk feature which allows users to 
request assistance or ask questions. These requests and questions are all in one 
central location and can be assigned to the appropriate individual to respond to 
them. 
 
The Help Desk can be accessed from the home page by clicking the “Help Desk” 
button in the top right corner. 



Creating Help Desk Tickets 
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You will now see a new web page, with a button that says “Create a new ticket”. 
 
A user will click this to create a new ticket. 



Creating Help Desk Tickets 
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After choosing to create a new ticket, you will be prompted to fill out a form. 
 
You should provide a title, select the applicable country name, and provide a 
description of your issue or question. Click on the “Create” button after you have 
sufficiently filled out the fields. 
 
The more detailed the question, the faster we will be able to provide you with an 
answer!!! 



Creating Help Desk Tickets 

42 

Your question or request will now be created, and you have the ability to update 
the ticket with new information, or even upload an excel template that you are 
working on or a screenshot displaying an issue you are having. 
 



Creating Help Desk Tickets 
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Select the file you wish to attach and upload it. Any additional documentation or 
information provided will assist in expediting your request! 
 



Creating Help Desk Tickets 
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When you return to the Help Desk, you will see your ticket submitted!  
 
You may click on the link under the “desc” column to view any updates submitted 
by another user, or to update the ticket yourself. 
 



Creating Help Desk Tickets 
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In this 
example, we 
can see that 
someone 
has 
responded 
to the first 
request and 
offered their 
email 
address and 
phone 
number to 
contact them 
at. 
 



Troubleshooting Upload Issues 
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It is common for partners to face issues in uploading their data. This is commonly 
due to errors in the data entered or an incompatible file is being uploaded.  
 
See below a list of rules and things to check for when a partner is unable to upload 
successfully.  

• Did the partner upload a 2012, 2013 or 2014 template? 
• Did the partner enter expenditures on a row of data in the workbook, without 

selecting a location or point-of service? 
• Did the partner enter negative numbers, symbols (including $, ., or -), spaces, or 

letters in any part of the template (except the comments sections). 
• Did the partner enter any comment in excess of 5,000 characters? 
• Did the partner alter the template in any way? Did they delete a sheet, or insert 

a column? 
• Did the partner use a version of excel older than 2007? 

 
You will be provided a full list of these upload errors, as well as the remainder of 
the Data Quality Checks to review in detail later in the training. 
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