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MENTOR-CONNECT TUTORIAL  

Tips for Navigating the Research.gov NSF Annual Reporting 

Template 

Access the reporting template via www.Research.gov 

 

Select “Project Reports under “Awards and Reporting” to get started. 

 

 

 

A dashboard will appear that lets you know what reports you have due and 

when. 

 

http://www.research.gov/
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A comprehensive guide to preparing and submitting your report may be 

accessed by clicking on the “Help” tab at the top of the Research.gov homepage.  

Select Preparing and Submitting Your Report on the left Side of the screen. 
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Note Dashboard options that may be selected: Reports Due, Reports Due < 12 

months, and All Awards.  

TIP: You will begin receiving “report due” notifications 90 days prior to the final 

due date for your report. You should strive to submit your report about 6 weeks 

to 1 month prior to the due date (anniversary of your grant award).  This gives 

your Program Officer time to review and possibly communicate with you 

regarding the report to facilitate approval before the actual due date. Do not 

submit an annual report late!  
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If you generate publications as a result of your project, you will need to adhere 

to the NSF guidelines regarding public access. 

 

 

The actual report begins with the next section.  Some information sections will 

have been pre-populated for your grant by NSF.  PLEASE note the “Save” 

options at the bottom of each page.  USE OFTEN! If you don’t, if you leave the 

report and come back, the information entered previously will not be saved and 

will need to be re-entered.  

 

 

 

 

Report content begins with “Accomplishments” as shown below. 
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Accomplishments ― Follow the outline below:  

• Major Activities 

• Specific Objectives 

• Significant Results 

 •Key Outcomes or Other Achievements 

• What opportunities for training and professional development has the project 

provided? 

• How have results been disseminated to communities of interest? 

• What do you plan to do during the next reporting period to accomplish goals? 
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After Year 1, the Major Goals you enter in this section of the report will 

reappear to get you started on your next report.  

 

 

At the bottom of the Activities section, there is an opportunity to upload a document. This is where 

you add your evaluator’s report to the annual report. In the text box describe the document to be 

uploaded, e.g., Year 2 evaluation report. 
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The next section is for reporting project products. The template guides you to 

choose a type of product and allows for the addition of as many products as you 

have to report.  For multiple products, it is an iterative process and requires 

some patience and attention to formatting. 
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TIP!  To complete the next section on Participants/Organizations, use Google 

Chrome or some browser other than Windows Explorer!  The edits function for 

entering the Status of individuals does not work in Windows Explorer.  
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Mentor-Connect: Leadership Development and Outreach for ATE 
DUE #1501183 and DUE # 1840856     

pg. 10 

While the IMPACTS section of the report may not be an area where you think 

you have much to report, especially in the first year of a project, but be 

thoughtful about responding to the questions rather than just selecting 

“Nothing to Report.” There may be ways that your project is making Broader 

Impacts that should be reports.  
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The section of the report provided for CHANGES/PROBLEMS. 

TIP: This section should not contain “surprises” for the Program Officer.  If you 

have changes or problems that are significant enough to be reported here, you 

should have communicated with your Program Officer about the issue(s) prior 

to preparing this report. If you are not sure whether something is significant or 

not, ask your Program Officer when it happens rather than waiting until time for 

the annual report to be submitted.  Something that may seem significant to you 

may be considered a “normal” adjustment while carrying out a project.  
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The final section of the reporting template is one where ATE grantees are least 

likely to have anything to report.  You should, however, complete each section 

by indicating that there is Nothing to Report. 

 

 

 

 


