1) Go to:  http://vandalweb.uidaho.edu (this is the same site where you enter your hours worked and grades) 
2) Click Login, and log in to your Vandal account

3) Click the Main Menu Tab, then Select the Office of Sponsored Programs link.

4) In the Office of Sponsored Programs menu, select "OSP Personnel Activity Reporting"

5) Click on the Previous PARs option at the top of the page, if the names don't come up automatically, and select the appropriate dates. They are sorted by the Start Date of PAR.  Locate the PAR in the appropriate date range and click the blue link in the far right-hand column.   

6) When here, review to make sure all budgets appear correct.  If something appears incorrect (greater that a 5% +/- variance), please contact your departmental grant administrator.  If a cost transfer is needed, please certify using the second certification option.     

7) If the PAR appears reasonable (within +/- 5%) Click the "I confirm....." - you are just verifying that this is a reasonable estimate of the work performed.  

8) Click "Submit Report".  You will receive a confirmation notice on screen.

