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Chapter 8— How to Submit a Report With the Excel Template

NOTE: IF YOU ARE A RETURNING REPORTER CHANGING THE AWARD ID, ORDER #,
OR DUNS NUMBER ON A REPORT FILED IN THE LAST REPORTING CYCLE, SEE CHAPTER 10 FOR
INSTRUCTIONS.

NOTE: IF YOU RECEIVE A NOTIFICATION RECOMMENDING THAT YOU LINK REPORTS, SEE
CHAPTER 10.

In this chapter:

Recipient Tabs

How to Validate an Excel File
How to Upload an Excel File
How to Update an Excel File

© O © O

e To use the Excel template, you need Microsoft 2003 or above. The spreadsheet is “locked” to
restrict modifications. Recipients must not modify the structure of the spreadsheet or risk
non-compliance due to an invalid submission.

o From the home page or the Downloads page, click “Microsoft Excel” to download the
WinZip file that contains the Excel templates.
o Save the file to your desktop or a preferred location on your computer. Do not change the
Xls extension.
o Unzip the file. You will see one folder entitled “FederalReporting Excel 2003
Templates.”
o Click on the folder to view the following:
e FederalReporting Template — Contracts.xls
e FederalReporting Template — Grants and Loans.xls
e ReleaseNotes.txt -- Indicates the current version of the documents to help ensure that
you use the most up-to-date templates for that reporting quarter. Should the Data
Dictionary associated with reporting change, a new version of the Excel templates
may be needed. As new versions of the Excel templates are created and published,
FederalReporting.gov will provide notification of the new templates.

When you open the Excel template, you will note that there are three workbook tabs for federal
contracts and four workbook tabs for grants or loans. Below is a description of each of the tabs:

e Instructions Tab - The Instructions workbook contains two primary areas:
o Recipient Reporting Instructions
o Notes
e FAQs/hints regarding use of the Excel template.
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e Prime Recipients Tab - The Prime Recipients’ workbook includes a general header
indicating the template type based upon federal contract, grant, or loan.

Below the header are the data entry fields. The asterisk (*) beside the data element name
indicates a mandatory field. Click in the field for instructional text about the field, including the
maximum number of characters allowed for the field, then enter the appropriate information.

o The Excel template is organized into the following data categories:
Reporting Information
Award Recipient Information
Award Information
Project Information
Primary Place of Performance
e Recipient Highly Compensated Officers
For additional information, consult the Data Dictionary on the Downloads page.

ﬁF ederalReporting.gov

Home | About | Downloads I FAQ | Help

Downloads

Downloads Quick Links

.
.IRECiEient Reporting Data Dictionarny I
% =

This link will bring you to the Recipient Reporting
Data Dictionary on the Downloads page.

e User Guide
« Reference Data and Additional Links

Templates

Two templates are provided as alternatives to using the online form for report submission:

« Excel spreadsheet: A Microsoft Excel spreadsheet may be used for report submission. The user can download this
spreadsheet template and fill it in. The spreadsheet can then be uploaded to the FederalReporting.gov website.

Note: Recipients must not modify the structure of the spreadsheet or their submission will be considered invalid.

Download Excel Templates [

« Custom software system extract in XML: Organizations with sufficient technical experience may choose to submit a
properly formatted Extensible Markup Language (XML) file for their report submission. The XML file download provides a zip
file containing the XML schema required far formatting and structuring the XML system extracts. An organization's XML extract
must match this XML schema for successful report submission. The FederalReporting.gov website provides logged-in users
with functionality to validate their XML submission against the published XML schema prior to submission.

Download XML Templates ¢y
All Upload submissions require an FRPIN. Please log in and click "Request FRPIN" to obtain your DUNS FRPIN.

Recipient Reporting Data Dictionary

* Recipient Reporting Data Dictionary: A copy of the Recipient Reporting Data Dictionary is available on
FederalReporting.gov for your reference.

Download Zip File 3

Note: Updates to Recipient Repd
and the Office of Management arid B

3tz Dictionary are governed by The Recovery Accountability and Transparency Board

Click the “Download Zip File” link to download the

Data Dictionary.
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o For Help, use the Help Function to the right of the data element and data entry fields.
You can:

e Find listings for Awarding Agency codes and Program Source (TAS) codes using
the Drop-Down lists. Click in the field to reveal the drop-down arrow.

e Search by Agency Code or Program Source Code to get the Agency and Program
Name

e Search by Agency Name and Program Name to get the Agency Code or Program
Source Code

Click Agency Drop Down

Funding Agency Code* Awarding Agency Code* [Award Date* B : _sung LiSt f0r Agency COdeS.

Agency Drop-Ubwn List: [6800 - Environmental Protection Agenc

Program Source (TAS)|12-0599-USDA-Farm Senice Agency-Salaries

Amount of Award* [CFDA Number* Drop-Down List:|and Expenses, Recovery Act
Know the code and want to check the name?
Search by Code
Program Source (TAS)* Sub Account Number for Program Source (TAS) Enter Agency Code:|6800

Agency Name:|Environmental Protection Agency
Enter Program Source
Total Number of Sub Awards to Individuals®  Total Amount of Sub Awards to Individuals* (TAS) Code:|12-0599

Program Source (TAS)|SDA-Farm Senice Agency-Salaries and
Name:|Expenses, Recovery Act

Total Number of Payments to Vendors less than |Total Amount of Payments to Vendors less than Know the name and want to find the code?
|$25.000/award* $25,000/award* Search by Name

Enter Agency Name: [Ei Protection Agency
Total Number of Sub Awards less than Total Amount of Sub Awards less than
$25, $25, Agency Code:[6800

Enter Program Source|USDA-Farm Senice Agency-Salaries and
(TAS) Name: |Expenses, Recovery Act

Program Source (TAS)|
Award Description® Code:[12-0599
—_ s 7

e Sub Recipients Tab - The Sub Recipients Workbook is designed in much the same fashion
as the Prime Recipients Workbook. The asterisk (*) beside the data element name indicates a
mandatory field. Click in the field for instructional text about the field, including the
maximum number of characters allowed for the field, then enter the appropriate information.
o The data categories are:

e Reporting Information

e Sub Recipient Information

e Sub Award Information

e Sub Recipient Place of Performance

e Sub Recipient Highly Compensated Officers

For additional information, consult the Data Dictionary on the Downloads page.
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o Help-- Because of the layout of the sub-recipients Workbook, the Help Function is
located in the first six rows of the workbook under columns 1, J, and K, above the Sub
Recipient Place of Performance category of data fields.

o Youcan:

e Find a State Code or Country Code using the drop-down menus.
e Enter a State Name or Country Name to reveal the State Code or Country Code.

(=2 H9-¢- )¢ FederalReportingTemplate - Contracts.xls [Compatibility Mode] - Microsoft Excel

Home Insert Page Layout Formulas Data Review View Add-Ins Acrobat

— @ = li éj Ruler V| Formula Bar Q @ 0 E j:l =] split 11 View Side by Side - E§ Ii-‘a

| o~ _ ¥ Gridiines ¥ Headings = £ == =g | 2} synchronous seolling | ol =

Mormal| Page Page Break | Custom Full Zoom 100% Zoomto | MNew Armange Freez Save Switch | Macros
Lay! 2

3
ut  Preview Views Screen Message Bar Selection || Window Al Panes - ] Unhide | »14 Reset Window Position | workspace Windows =
Workbaok Views Show/Hide Zoom Window Macros

K6 - fe | United States

F G H J K L M
1 Locate a State Code
Browse the State Drop-
2 Down List: Enter State Name:|Found State Code:
3 AK - Alaska Alaska|AK
4 Locate a Country Code
Browse the Country
5 Drop-Down List: Enter Country Name:|Found Country Code:
6 US - United States United States|US

ation Sub Recipient Place of Performance

e Vendors Tab (Grants and Loans template only) - The Excel Template for Grants and
Loans includes a fourth worksheet, the Vendors Worksheet. Below the header are the data
entry fields. The asterisk (*) beside the data element name indicates a mandatory field. Click
in the field for instructional text about the field, including the maximum number of characters
allowed for the field, then enter the appropriate information. Depending on the vendor
association, certain fields are required:

o If the vendor is associated with the prime recipient, enter:
e Vendor DUNS Number or Vendor Name and Vendor HQ ZIP Code+4;
e Payment Amount; and
e Product and Service Description

o If the vendor is associated with the sub recipient, enter
¢ Vendor DUNS Number or Vendor Name and Vendor HQ ZIP Code+4.
e The other fields are optional.

IMPORTANT: If entering Sub Recipients and/or Vendors in

your report, you must enter one sub-recipient award or vendor
per numbered row. Do not leave a blank row between entries.
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How to validate your Excel file
Prior to uploading your report, we strongly suggest using the Validation Utility to validate structure

and business rules. The Validation Utility is not intended to validate each and every report you intend
to submit. Rather, the Validation Utility will allow you to validate a small sample report to help
ensure that that your report file structure is compliant with the required report schema and will be
accepted by the system. Follow these steps to validate your file:

e Step 1: Log on to FederalReporting.gov

e Step 2: Create your sample Excel or XML of no greater than 200 megabytes.

e Step 3: Click “Validate File” in the left sidebar on the FederalReporting.gov home page.

e Step 4: On the Validate File page, select the required fields for Award Type and Recipient
Type.

e Step 5: Browse and select the file to validate.

e Step 6: Click “Validate File.”
e Step 7: Confirmation page confirms that your file has uploaded.

Friday, September 11, 2009 Text A" A A
& FederalReporting.gov

Home \ About \ Downloads \ FAQ \ Help

Hello, Recipient User Validate File
(Recipient User)

T Prrmm— Validation Instructions

Logoff Welcome to the Validation Utility. This ‘alidation Utility allows a Recipient organization user to test
the basic structure and certain business rules associated with a sample file. The Validation Utility

= is not intended to validate each and ewery report you intend to submit. Rather, the ‘alidation Utility

e will allow you to validate a small sample report to help ensure that your repart file structure is
Current Reporting Cycle compliant with the required report schema and will be accepted by the system

Initial Submission - Prime and The walidation utility procese consists of the following B steps:

Sub Recipients enter draft and
initial report submission

“erify that your sample Excel or XML file is no greater than 200 megabytes

2. Select the appropriate radio buttons (fward Type and Recipient Type).
3. Browse and select a file to validate
4. Select the "Validate File" button to submit your file validation request
Create / Upload ARRA £ Confirmation page confirms that yaur fils has uploaded
Reports B. Within 1 to 24 hours, you will receive an email with validation results. The results can be used
Create Report by your organization to understand any issues which will reguire correction in the submitted
P report file. Applying the results to all of your future report submissions helps to ensure
Upload Report continued compliance with the report schema and acceptance by the system.
Validate File
Quick Links © Federally Awarded Contract T
© Grant
My Reports ran (S]
L © Loan yp

® Prime Recipient
* Sub Recipient

Recipient Type

Administration
© Prime Recipient [Prime Only] Select
o by Account C Prime Recipient [Prime reporting for self and Sub(s}] . .
¢ Regusst FREIN ' Suhb Recipient [Sub Only] ReCIpIent Type

File to Validate

Download Templates
Browse to select the Excel or XML file to validate.

XML Schema File _Browse. | Select

(7 _SOIVEHELP
{ Click Here To

Validate File | Cancel File

| et g

Aicessibility ‘ Copyright Infarmation | Privacy Palicy
\C:\ s S obi i) m‘ 1] d GovLoansgov (BSmefits gov
Y SA.gov_ GobieraUSA.gov GO = ....co- KFEDBIZOPPS.GOV D6 g BENETESK
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How to Upload a Completed Excel file
Follow the steps below to upload an Excel file:
e Log on to FederalReporting.gov
e Click “Upload Report” in the left sidebar.
e On the Upload ARRA Report file:

o Select Award Type and Recipient Type

o Browse to find the File to Upload—file extension must be .xlIs or.xm.
o Enter FRPIN
o

Click “Submit”

e
5 z

>0 FederalReporting.gov

Home | About | Downloads | FAQ | Help

Hella, Recipient User
(Recipient User)

You have 8 unread messages.

Logoff

Current Reporting Cycle

Initial Submission - Prime and
Sub Recipients enter draft and
initial report submission.

Create / Upload ARRA
Reports

Create Report
Upload Report
Yalidate File

Quick Links
My Reports

& Prime Recipient
® Sub Recipient

Administration

» fdy Account

Upload ARRA Report File

o Federally Awarded Contract
 Grant
 Loan

T

Select Award

Type

Recipient Type

 Prime Recipient [Prime Only]

 Syub Recipient [Sub Only]

" Prime Recipient [Prime reporting for self and Sub(s)]

-

Select
Recipient Type

Select File to Upload

Browse to the docurment you intend to upload.

File |

Browse... |

Submission Acknowledgement

You are submitting & report

FRPIN

Upload Report | Cancel

The report will upload and you will receive the Report Submitted Successfully message.
On average, processing takes up to 24 hours, depending upon the number of files to be processed

across the system.

You will receive an email indicating either that your file has been accepted as a valid submission or
that there are validation errors associated with the Excel file. If there are validation errors the email
will describe the errors. Make corrections and upload a new file.
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How to Update an Excel file

If a prime recipient or federal awarding agency comments on a report, you may need to make
revisions to the report. Regardless of how the original report was submitted -- online, Excel, or
XML—you can make revisions and submit an updated report via any of the three submission
methods. If a change is simple and applies to one data field in one report section, you may choose to
simply make that change online. However, where multiple changes are required, you may decide to
make the changes in the Excel file and upload a new Excel file.

If you are uploading a revised Excel file, follow the process described in How to Upload a
Completed Excel file above. The new Excel file will be submitted using the same process described
above.
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