Completing Jobs for Nature Reporting Through Enquire

This document offers a step-by-step guide to completing monthly and quarterly Jobs for Nature
reporting in the Enquire system.

1. Your organisations key contact will receive an email notification advising them that a report is ready for completion and the due

date. It will also contain a link to Enquire.
2. Log into Enquire. If you need help logging into Enquire please see the specific guidance on the DOC website.

3. Once you log into Enquire you will be taken to the Home page where any reports will be listed in the Upcoming Activities box.

Click on the Start button adjacent to the report you want to complete.

Please note: You can change the key contact by clicking on the project name dropdown and selecting Account Details.
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4. You can now begin your report. On the first page you will see the About Your Project questions. Here you can confirm your
External ID (project code) and Project Name are both correct. Then select the forward arrow button to continue or the Save button
to save and come back later.

Please note: selecting the Submit button will end your report and submit it to the Jobs for Nature team Do not press the submit
button until you have completed the entire report.
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5. You will then be taken to the Project Output Data section of your report. Here you can record the results for each output under the
appropriate month. Once complete click Save or the forward arrow to continue. The diagram below explains this page in detail.



Please note: If you believe any of the Total Target or Total Result are incorrect, contact your Delivery Manager so we can correct the

error.
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6. You will be taken to the Project Deliverables page. Here you can select each milestone and add commentary on how it has
progressed during the reporting period. If you have completed the milestone, you can check the Milestone Complete box. This
page also allows you to upload any documents as evidence towards your milestones if required.

Once commentary has been added to each milestone; the milestone is marked as complete if necessary; and documents uploaded
if required, press Save or the forward arrow to continue.
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7. You will be taken to the final page: Document Upload, here you can upload your financial report (follow the link to the report
template if required) and any other documents that might support your reporting data. Once complete, click on the Save button to

return later or the Submit to submit your report.

Please note: once you click on submit you will no longer have access to your report.
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8. Your report is complete. Your Delivery Manager will review your report and either accept it or return it to you for more
information. If it is returned for more information the key contact will be made aware via email.




