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Introduction

SAMHSA requires the following three closeout documents to be submitted in eRA Commons within 120 days of
the end of the project period:

1. Final Federal Financial Report (SF-425) — Submitted in Payment Management System (PMS),
see guidance to submit.

2. Final Progress Report (FPR) — Note that this is not the same as the Annual Programmatic
Progress Report

3. Tangible Personal Property Report (SF-428) (TPPR)

NOTE: Only a user with the Commons SO role can Submit the FPR and TPPR; the PD/PI can
Upload, Preview, Delete and Save the documents but not complete the final step to Submit.

The purpose of this reference sheet is to provide the steps on how to submit the FPR and TPPR in eRA
Commons. The SAMHSA Grant Closeout webpage contains more information on closeout requirements,
including those that are not processed in eRA Commons.

Grants Closeout Process for FPR and TPPR Submissions
Accessing Grants that Require Closeout

1. The SO and PI will receive an email reminder regarding closeout documents submission. eRA Commons
can be accessed via the link included in the email, or by typing the direct URL link
https://public.era.nih.gov/commons into a browser to log into eRA Commons.

Note: You must be the Project Director (PD) of record for the grant with the Pl role for your Commons
account, or have a Signing Official (SO) role for the grantee organization in Commons.

2. Onceyou are logged into Commons, Access the Status tab by clicking Status from the colored tiles
located on the left side of the eRA Commons Homepage.

eRA Electronic Research Administration _/(. )Naﬂom Institutes of Health
] <> OficoofExtramurs Research

o, / © Commons Help/Service Desk
v eRA Commons e o -
NEH & 866-504-9552 & 301-402-7469
Track your application; manage and report

on your federally funded award @ Hours Monday-Friday, 7am-8pm EST

i
ASSIST A Recent News
Alert; Federal Financial Report (FFR) Required to be Submitted in the Payment Management System, Effective January 1, 2021

a. Ifyou hold the SO role the General Search screen will appear.
i. Enter search criteria to find the grant to be closed out. For example, if the award

number is SM012345, then enter SM in the Institution Code field and 012345 in
the Serial Number field.

ii. Click Search.
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https://www.samhsa.gov/sites/default/files/how-to-submit-a-samhsa-ffr.pdf
https://www.samhsa.gov/grants/grants-management/grant-closeout
https://public.era.nih.gov/commons

Search Type: General M)
Type Activity Code IC/Institute Serial # Support Yr. Suffix

ex:5 ex: R01 SM x v 123456 ex:01 ex: Al
PD/PI Last Name PD/PI First Name

ex: Smith ex: John
Budget Start Date Range Budget End Date Range

MM/DD/YYYY f to MM/DD/YYYY i MM/DD/YYYY M to MM/DD/YYYY
Application Status Grants.gov Tracking Number

Select all that apply M ex: ED-GRANTS-123456-001

Clear Form

i

iii. The Status Result — General Search screen will appear.
iv. Click the three-dot ellipsis icon (...) to access the Requires Closeout action link in the drop

down menu.

Filter Table

PD/PI Ap|
Application/Award ID Proposal Title Name Sta|
5H79 03 Proposal Title Project Aw;
Director fell
View Terms Tracking

@ Help ) ) . racy Notice NIH - Offi
. Contact Us View Prior eSubmissions  , cqipjigy, 4 US.Depa

A Disclaimer Services

Requires Closeout
Correspondence
View Terms Tracking

\iew Prior eSubmissions

8 PM EST

| STATUS0001 @6024

v. The Closeout Status page will appear.

b. If you have the Pl role, the Status: Pl Search screen will appear after you select the Status tab from
the navigation menu. (Note: Only the SO can submit the documents.)

i. Clickonthearrow g to the rightside in the list of Applications/Awards box.

) A Electronic Research Administration
Ajprogram of the National Institutes of Health

Home Admin institution Profile  Personal Profile Status ASSIST Pror Approval RPPR xTran XTRACT Admin Supp Non-Research eRA Pariners

Status: Pl Search

The Status screens have been updated. If you have any questions about the new Commons Status look and feel please contact the eRA Service Desk .

The following list of appiicatiens represents a result of the search by Grants. go Tracking  or a list of all Recent/Pending eSubmissiens. If you do not see a complete list of your
aSubmissions manu Lab sgain

Recent/Pending eSubmissions
« Applications that require acion {e.g., Lo view errarstwamings) prier 1o submission complelion

+ Applications that bl ta view (during [
= Agplications that have been rejected by Signing Official

ions, please click 9

List of Applications/Awards

= Funded Awards
- ly submitted applications, bolh paper and alect

+ ReVIBW BSSIgITANt LA, (Bview (eSUlls, Summary statemants, and Nolioss of Award

= Other Commens features (2.., Just In Time, eSNAP, Cleseout, Financial Status Report) for previcusly submitied applications/awards
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ii. From the List of Applications/Awards section, click on the * # ’ (plus) icon to expand

and view records in this grant.

Status Result - List of Applications/Awards @ @ Flat View
H79 o1 @ 083112019 - - — o PO —
08/30/2022 (Project (PD/PI) W (Title) /
Period)

iii. Click on the Requires Closeout link, then the Closeout Status page will appear.

Status Result - List of Applications/Awards @ @ Flat View
H79 101 O  08/31/2019 - - -— e - S - -
Status
Date Available Actions
G on Status

Application/Award ID Tri Date Available Actions

Correspondence = View Terms Tracking

Correspondence = View Terms Tracking

Correspondence | View Terms Tracking

Correspondence = View Terms Tracking
Q 08/19/2021 | Requires Closeout = Correspondence

View Terms Tracking

08/19/2021 § Requires Closeout | Correspondence

View Terms Tracking

Closeout Status page

1. From the Closeout Status page, click on the Initiate (type of report) hyperlink in the Action
column for the type of requirement submission you want to upload: Final Progress Report (FPR)
or Tangible Personal Property Report SF-428 (TPPR). If a file has already been uploaded for that
requirement, an Edit hyperlink will be present. Clicking the hyperlink will take you to the upload

screen. (Note: Only the SO can submit the documents.)

Action
Closeout Status @
Application Information
Award Number: PD/PI Name:
orre . Edit | View Prior Submission
Project Period: Closeout Status:
08/31/2019 to 08/30/2022 Requires Closeout
Proposal Title: Date Of Status Change:

08/30/2022

Initiate Tangible Personal Property Report (SF-428 series)

Closeout View Prior Submission
Submission

Requirement Instruction Status Result of Actions

FFR Not Started

To submit and view the FFR, you must have the 'FSR' role
associated with your Commons Account.

FPR The SO should use this section to submit any other required ~ FPR Initiated FPR Initiated by 11/07/2022 Edit || View Prior Submission
closeout FPR documents as stated in the terms including the
Final Progress Report.

TPPR The SO should use this section to submit any other required ~ TPPR Submitted ~ Tangible Personal Property Report (SF-428 series) ~ 11/07/2022 Initiate Tangible Personal Property Report (SF-428 series)
closeout Tangible Personal Property Report (SF-428 series) Submitted by
documents as stated in the terms including the Tangible
Personal Property Report.

View Prior Submission
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2. Select the Upload button, locate and upload a single PDF file of less than 6MB and select the Open

button.

Grant Information

Grant Number:
Project Period: 08/31/2019 to 08/30/2022
Project Title:

Tangible Personal Property Report (TPPR) @

< Training Documentation » Completed

New folder
saL

Warrios Updated

{5 New Microsoft Word Document

] New Microsoft Word Document

PD/PI Name

Originals

v W This PC
¥ 3D Objects

Please provide additional materials:

File Name

No documents have been uploaded

Closeout Tangible Personal Property Report

Date Uploaded

> B Desktop.
= Documents
¥ Downloads
b Music
& Pictures
B videos

&5 Windows (C:)

He o

Select file to

upload

File name: | New Microsoft Word Document

o] [AuFies

X
v o O Search Completed

UNIVERSITY

X Upload

4

Cancel Preview Delete

3. The Upload screen will display the uploaded file name, the date uploaded and the name of the
person who uploaded it.

4. Click the Save button. (The PD/PI can Upload, Preview, Delete and Save the documents but not
complete the final step to Submit.)

5. Preview the entire submission for the requirement type with the Preview button, or view
individual files using the View button next to the file.

6. Upload all of the files for the requirement type prior to submission. (Note: Once the SO submits
documents for the requirement type (TPPR of FPR), additional files cannot be added to it.)

7. Click Submit to transmit the file to SAMHSA (only the SO will see this button.)

a. An email confirmation will be sent to the PD/PI and SO following submission.

8. After clicking Submit, the screen will revert to the Closeout Status document list, where status is
updated to Uploaded, and the date of submission will be displayed.

9. Select the hyperlink for the other requirement type ‘Final Progress Report’ or ‘Tangible Personal

Progress Report (SF-428 Series)’ to initiate the other report, and repeat the process to upload.
10. The Pl and SO can track the progress of the Closeout via the Closeout Status screen.

Action buttons on the upload screen

1. Delete — (next to a file) Delete the individual uploaded file.
2. View —(next to afile) View the individual uploaded file.
3. Cancel — Exit the upload screen.
4. Preview — View the entire PDF prior to submitting.
5. Save - Save the upload and leave the upload screen (without submitting.)
6.
FPR or TPPR was initiated.)
7.

documents.)

Delete — (at the bottom of the page) Delete the entire FPR or TPPR (removes all record that the

Submit - Submit the PDF to SAMHSA for review. (Only the SO can see this button to submit the
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