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16. Return to the Report Sections screen to select a section to edit. Click the Report Sections 

link towards the top of the screen. 

 
Figure 52: Report Sections navigation link 

Validate 

17. Once data is entered and saved for each section, the entire form must be validated. 
Validate checks the form for errors and missing data. Click Validate from a section or 
from the “Report Sections” screen. 

 
Figure 53: Validate button 

18. The screen refreshes and the status updates. If the report status is Saved with Errors, an 
error message appears at the top of the Report screen. The errors must be corrected 
and the report revalidated. Click the Go to Error link to go directly to the field in need of 
corrections. Click the Long Description link to view a description of the error. 

 
Figure 54: Validation error message - Go to Error and Long Description links 
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19. If the status is Saved with Warnings, the warnings can either be corrected or the report 

can still proceed through the approval process. 

 
Figure 55: Report Warnings 

Certify 

20. After the entire report is successfully saved and validated (no errors), the Grantee 
Authorizing Official electronically signs the report. Click the Certify button from the 
“Report Sections” screen. 

 
Figure 56: Report Sections screen - Certify button 

21. A pop-up message appears stating “Changes made after saving and validating this form 
will be lost. You have the ability to sign in the signature area by pressing the Click to Sign 
button. This will complete your Certify process and officially sign this form.” Click OK. 

 
Figure 57: Pop-up message 
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22. The “Cover Page” sections opens. In field 12b, select the Click to Sign button. 

 
Figure 58: Cover Page - Click to Sign button 

23. The screen refreshes and the status is Certified. Click the Report Sections navigation link 
towards the top of the page. 

 
Figure 59: Report Sections navigation link 

24. The “Report Sections” screen appears. Although the OPR is now locked down for 
changes, it can be UnCertified to open fields for modifications. 

 
Figure 60: Report Sections screen - UnCertify button 
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Submit 

25. The last step is to electronically send the OPR to ANA. From the “Report Sections” 
screen, click the Submit button. 

 
Figure 61: Report Sections screen - Submit button 

26. A pop-up message appears stating “This will officially submit your report. Do you wish to 
continue?” Click OK. 

 
Figure 62: Pop-up message 

27. A confirmation message appears stating “We have received your report. This page 
shows all reports we have received along with attachments.” Click OK.  

 
Figure 63: Confirmation message 
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28. The “Report Form Status” page appears and the report is in the Submitted status.  

 
Figure 64: Report Form Status page 

29. An email confirmation of the report submission is sent to designated grantors and 
grantees.  

 
Figure 65: Email Notification of Submission 
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