
 

Instructions for Submitting Reports via eRA Commons 
Set viewing % to 150 so you can read this more clearly. 

 
Quick Steps:    After you log in, click on “Status” 

Then Click on “List of Applications/Grants” 
Then click on “Requires Closeout” of the grant on which you are reporting 
Upload Progress Report by clicking on “Process Final Progress Report” 
Click on “Process Invention Statement” 
Email Director of Grants and Contracts (DGC) 

 
Steps with Images: 
After you log in, click on “Status” 
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Then Click on “List of Applications/Grants”.  Then click on “Requires Closeout” 
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Upload Progress Report by clicking on “Process Final Progress Report” 

 
 
 
 
Click on “Process Invention Statement” 
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You will come to this screen next. Click on “Yes” or “No”.   
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If yes, enter information about invention.  Then click “Add.” 

 
Then click “Verify” 
 
If you click “NO” or once you finish adding your inventions, it will bring you to a screen, where you have to click “OK” to the following statement: 
 
I hereby certify that, to the best of my knowledge and belief, no inventions were conceived or first actually reduced to practice during the course of 
work under the referenced DHHS grant or award for the specified period. 
 
FINAL STEP 
Once you complete the final invention statement, please send an email to Director of Grants and Contracts to let her know. (The system does NOT 
generate an email telling her you have completed this.)  The final step is her verification of the invention statement.  Once the DGC verifies and 
confirms the progress report is complete. 
 




