APHIS Animal Care
Research Facility User Guide
For Chief Executive Officers (CEOs) and Institutional Officials (IOs)
HOW TO REVIEW AND SIGN ANNUAL REPORTS USING THE ONLINE ANIMAL CARE SYSTEM

WELCOME!
USDA-APHIS Animal Care has a new online portal
for submitting Research Facility Annual Reports.
Individuals designated as Chief Executive Officers (CEOs) or
Institutional Officials (IOs) are permitted to both prepare and sign a
facility’s Annual Report in the system. All others may prepare an
Annual Report and submit it to their CEO or IO for signature.
This user guide will take you – the CEO or IO – step-by-step
through the process of reviewing and signing an Annual Report in
the system.
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I AM THE CEO/IO

Step 1: Sign into the System
Step 2: Review Annual Report
Step 3: Sign and Submit Annual Report
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Step 1: Sign into the System

Before logging into the system,
make sure you’ve set up your
eAuthentication (eAuth) account.

To locate your Contact Number, please reference
the Annual Reporting Packet you received from
Animal Care or call the Annual Report Hotline at
1-970-494-7477.

If you haven’t set up your eAuth
account, click the link below for stepby-step instructions.
eAuthentication Instructions
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Step 1: Sign into the System
Your Report Preparer will contact you when the Annual
Report is ready for your review. When contacted, navigate to
https://www.aphis.usda.gov/aphis/ourfocus/animalwelfare
Click on the “USDA Launches Online Annual Reporting”
banner at the top of the page.
On the right hand side of the “Submit Research Facility
Annual Reports” page, find the “Related Links” section.

Click on the “USDA Launches Online
Annual Reporting” banner to navigate
to the “Submit Research Facility
To locate
your Contact
Annual
Reports”Number,
page. please reference
the Annual Reporting Packet you received from
Animal Care or call the Annual Report Hotline at
1-970-494-7477.
Under “Related Links”,
click “Submit my Annual
Report Online” to enter
the online system.

Click the “Submit My Annual Report Online” link. Log in
to the system with your eAuth credentials.
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Step 1: Sign into the System

Type your Registration Number and
Contact Number into the boxes on
the Welcome Page.

To locate your Contact Number, please reference the
Annual Reporting Packet you (or your Report
Preparer) received from Animal Care. If you cannot
locate your Contact Number Sheet or if it does not
list you as a contact, call the Annual Report Hotline at
1-970-494-7477.

This is a one-time security measure.
Future logins will require only your
eAuth username and password.
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Step 1: Sign into the System
Chrome is the recommended
browser for using the Annual
Reporting system.

1

2

3

To ensure that you can view each
step in the Annual Reporting
experience, take a minute to
update the “Pop-Up” settings on
your Chrome browser:
1. Click on the
Chrome menu
on the top right of the browser
toolbar.
2. Select “Settings.”
3. Click “Advanced.”
4. In the "Privacy" section, click
the “Content Settings” button.
5. Click the "Pop-ups and
redirects" button, click the
“Add” hyperlink next to the
“Allow” heading, and enter the
following URL:
https://na21.springcm.com

5

4

6

7

Step 2: Review Annual Report
If at any time you would like to return
to the homepage, click the “Home”
button at the top left of the screen.

Take some time to get acquainted
with your homepage. Here you will
find:

D

a.A Your Registration Number
b.B A countdown tracker that
reminds you to submit your
Annual Report on-time
c.C A “Review Annual Report”
button
d.
D

A dropdown menu that allows
you to “Log Out” whenever
desired

When you are ready to begin your
Annual Report, click “Review
Annual Report.”

B
A

C
This button will have two labels:
1. Review Annual Report: You have started the Annual
Report, but have not yet submitted it.
2. View Annual Report: You have submitted your report
to Animal Care and can view a read-only version by
clicking the button.
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Step 2: Review Annual Report
To expedite the Annual Report
review process, click the “Next”
button at the bottom right side of
each of the following pages:
1.
2.
3.
4.

Basic Info Page
Select Animals Page
Report Usage Page
Add Exceptions Page

After clicking “Next” on the
“Add Exceptions” page, you
will arrive at the “Review and
Submit” page.

Basic Information Page

Select Animals Page

Report Usage Page
Add Exceptions Page
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Step 3: Sign and Submit Report
Review the information that will be
included in your Annual Report.
A
Review your attachments (if applicable).
If the attachment is a document (e.g.,
“Site Document”), select the checkbox
to the right of the attachment.
Click the
click the

“More Actions” icon and
“Download” icon.

If the attachment is in a folder, click the
name of the folder (e.g., “Dogs”). This
will open the folder and reveal the
document(s) inside. Next, check the box
to the right of the document(s).
Click the
click the

“More Actions” icon and
“Download” icon.

A
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Step 3: Sign and Submit Report

If you have clicked into a folder (e.g., “Dogs”) and would
like to move back up a level to the original view, click the
Annual Report number (e.g. AR-0000000021) to the right
of the folder name.

Tip: If you have uploaded an attachment and it does not
appear under “Attachments,” take two actions:
1. Use the scrolling feature to move up and down in
the “Attachments” list.
2. Click the
refresh button to the left of the folder
name to refresh the attachments list.
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Step 3: Sign and Submit Report
If you need to make additional
corrections to any sections, click
"Back to Annual Report Edit Pages.”
If you are ready to sign and submit
your Annual Report, read the
Assurance statements and the
Certification Statements, click the “I
confirm” checkbox, then click the
“Sign and Submit Annual Report”
button.
Note: After clicking the “Sign and
Submit Annual Report” button, you
will see a pop-up message indicating
that your Annual Report has been
submitted to USDA-APHIS Animal
Care and explaining that you will
receive a PDF copy via email within 2
business days. Click “Ok.”
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Step 3: Sign and Submit Report
After you have submitted your
Annual Report, you may exit the
system.
If you click the “Home” button or
return to your home page at a later
date, you will see a “View Annual
Report” button. Clicking this button
will allow you to view a read-only
copy of your Annual Report form,
without attachments.
Note: If, after submitting, you need to
amend your Annual Report, contact
USDA-APHIS Animal Care for
guidance.
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