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1 Access to the MPR System 
 
Access to the MPR system is granted by: 
 

(1) The Compliance Officer assigned to your case. 
(2) Someone who already has access to the MPR system (such as a co-worker or 

client of your firm).  See Section 3 for information on how to grant access to 
someone else. 

 
You may also request access by contacting your Compliance Officer, or 
Sect15@cpsc.gov 
After you are granted access to the system, you will receive an automated email with 
instructions on logging in. 
 
If you need assistance, please contact your Compliance Officer, or Sect15@cpsc.gov, to 
request access. 

mailto:Sect15@cpsc.gov
mailto:Sect15@cpsc.gov
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2 Logging in 
 
Follow the instructions provided to you via email when your access was granted.  You 
may log in or reset your password here. 
 
https://apps.saferproducts.gov/ 
 
Once logged into the portal, you may access MPR by clicking on “Applications” from the 
menu and then on the “MPR” link. 
 

 
 
If you do not see the “Monthly Progress Report” link, it means that you have never been 
added to a case.  Please contact your Compliance Officer, or Sect15@cpsc.gov, to request 
access. 

https://apps.saferproducts.gov/
mailto:Sect15@cpsc.gov
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3 MPR Home Page 
 
On the MPR home page, you will see all cases to which you have access.  Cases will be 
sorted by press release date (most recent on top).   
 

 
 
 
You have the ability to perform several actions from the main page: 
 

● By clicking the link in the “Authorized Users” column, you may add/remove 
users who have access to view and submit MPR reports. (See Section 4 for 
details.) 

● By clicking the links in the “Reporting Periods” column, you may view draft 
reports, previous reporting history, or open a new reporting period. 

 
You cannot open a new reporting period for any case with the status of “closed.” 
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4 Add/Remove Users 

 
 
By clicking the link in the “Authorized Users” column on the MPR home page, you may 
add/remove users who have access to view and submit MPR reports. 
 
You may add any trusted party who should have access to your past and current reporting 
activities. 
 
Any user you add to the case may add or remove other users, as well as submit MPR 
reports for this case.  All authorized case users have the same level of access. 
 
You may not remove yourself from a case.  If you wish to be removed from a case, you 
will need to add a new user, and/or ask an existing user to remove your access. 
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5 Opening a New Reporting Period 
From the MPR home page, to open a new period click on the “[open a new period]” link.  
You will only be able to create a new period if BOTH of the following conditions are 
met: 

● There are no existing drafts (see delete draft section below if necessary) 
● There are no pending submissions (reports that you have sent to CPSC that have 

not yet been approved). 

5.1 Choosing Dates 
You may choose any reporting period that does not overlap with the dates of an existing 
draft or approved report.  Reports should typically be for a single month; however, 
reporting periods longer or shorter (such as the initial report) may be approved at the 
discretion of the Compliance Officer. 
 

 
 

5.2 Entering Form Information 
The Edit Form Screen will allow you to enter monthly progress information required by 
CPSC. 
 
For more information on how to complete the form, see the Monthly Progress Report 
Instructions available on CPSC.gov. 
 

https://www.cpsc.gov/s3fs-public/Monthly%20Progress%20Report%20Instructional%20Guide%208.23.2017.pdf
https://www.cpsc.gov/s3fs-public/Monthly%20Progress%20Report%20Instructional%20Guide%208.23.2017.pdf
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5.2.1 Attachments 

 
The MPR system will allow you to attach up to 5 optional documents (supplemental 
information for your report): 
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5.2.2 Save Draft 

 
The bottom of the form will have a “Save Draft” button.  You must save a draft of your 
report before the report can be submitted to CPSC.  CPSC staff will not be able to view 
draft reports. 
 
 

 
 
 
 
 



Users Guide 
 

 
 Version 1.0  
 September 18, 2017 10 

 

5.2.3 Validation Errors 

 
The MPR system provides basic error checking, and you must correct all errors before 
successfully saving a draft.  Errors will be displayed in red text, as shown in the example 
below.   
 

 
 

5.3 Review/Submit 
 
After saving a draft, you will have the ability to review and submit your report to CPSC. 
If any data need to be corrected, you may click the edit button to correct the data. 
Otherwise, you may “Submit” the report to CPSC. After you submit a report, you will not 
be able to take any other actions on the report until the Compliance Officer has approved 
or rejected the report. 
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For a description of the delete functionality, please see the delete draft section below. 
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6 Existing Reporting Periods 
6.1 Current Status 
 
Clicking on date range link in the “Reporting Periods” column on the MPR home page, 
you may view the reporting history/current status of a specific report submission. 
 

 

6.2 View Form 
Clicking the “View Form” link in the “Actions” column of the MPR Submission 
history/status page will allow you to view the data entered in the report as it existed for 
the date and action listed. 
 
Below is a sample report.   
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6.3 Drafts 
 
If the current status of the period is “draft,” you may Edit, Review, Submit, or delete the 
draft. 
 

 
 

6.3.1 Edit Draft 

 
Clicking Edit will allow you to edit the MPR form (see “Filling Out Form” in the 
previous sections). 
 

6.3.2 Review/Submit 

 
Review /  Submit will allow you to review the form data and submit to CPSC (see 
“Review/Submit” in the previous sections). 
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6.3.3 Delete Draft 

 
Delete is only available for “draft” reports. You are not able to delete approved or 
submitted reports.   
 
If a draft report was created in error (for example, by selecting the wrong date range), you 
will not be allowed to open a different reporting period until the existing draft report is 
deleted. 
 
You will be asked to confirm deletion of the draft report. 
 

 
 

6.4 Feedback from the Compliance Officer 
Your Compliance Officer will review submitted reports and approve or reject the report 
in the MPR system.  Your Complinace Officer will contact you by email or telephone to 
discuss reasons for rejecting a report. 

6.5 Correcting Rejected Reports 
If your Compliance Officer rejects your MPR report, he/she will provide you with the 
reason for rejecting your submission.  
 
If your report was rejected for an invalid reporting date range, follow the instructions for 
opening a new reporting period.  
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If your report was rejected for other reasons, you may correct submitted values by 
choosing “Correct Report” and following the instructions above for editing/submitting 
existing reports. 
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7 Logging out 
Use the button in the top right of your screen to log out.  Your session will terminate 
automatically after 30 minutes of inactivity. 
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