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FederalReporting.gov Recipient Point of Contact / DUNS
Administrator User Guide —
Registration and Next Steps

FederalReporting.gov is the central government- The Point of Contact
wide data collection system for Agencies and
Recipients of awards under Section 1512 of the
Recovery Act. Recipients will access
www.FederalReporting.gov in order to fulfill their organizations. These
reporting obligations. Prime Recipients and Sub roles/do not apply to
Recipients are required to submit data on a quarterly Federal Agency users.
basis. Federal Agencies will review quarterly
reports.

This Registration Quick Start Guide will walk you the roles of Recipient Point of Contact
and DUNS Administrator, explaining the role responsibilities. We will also address the
various functions associated with those roles, including step-by-step instructions on
performing these functions in FederalReporting.gov.

(1) Who Is a Recipient Point of Contact?

Each recipient organization has already defined Points of Contact within the Central
Contractor Registration (CCR) database. FederalReporting.gov will use this same Point
of Contact (POC) as published in CCR. The POC helps to validate that each user
reporting on behalf of a Recipient organization is authorized to submit on that
organization’s behalf.

When the first user registers using a given organizational DUNS, FederalReporting.gov
will automatically create a POC User within the system. The POC User for
FederalReporting.gov will be the same individual(s) named within the organization’s
CCR registration, specifically:

e Individual listed as the Government Business Primary Point of Contact

e Individual listed as the Electronic Business Primary Point of Contact

These two individuals are automatically assigned as the FederalReporting.gov POCs.

Who Is a Recipient Point of Contact?
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(2) Whatare the responsibilities of a Recipient Point of Contact?

The Recipient POC can perform all of the reporting and review functions of any
Recipient user. In addition, the POC will also perform the following functions:
e Assign DUNS Administrator
e Remove a user from your DUNS organization
e FRPIN administration
o Approve FRPIN in response to user request
o Deny FRPIN in response to user request
o Reset/change FRPIN

(3) What is the FRPIN?

When a user registers at FederalReporting.gov, he/she is asked to provide the
organizational DUNS number. By providing just one DUNS number, he/she is
automatically associated with that organization for registration purposes.

For each DUNS number for which a user will be reporting, he/she will need a
FederalReporting PIN (FRPIN) to submit the report. FederalReporting.gov assigns each
DUNS number a unique FRPIN. The FRPIN is a 9-digit number created by
FederalReporting.gov. The FRPIN is provided to the organization POC as listed in the
Central Contractor Registration (CCR) database. It is the responsibility of the POC to
approve or deny user requests for FRPIN. The POC can share that responsibility with
the DUNS Administrator.

The FRPIN is generated by FederalReporting.gov and is required in order for a
Prime Recipient or Sub Recipient user to submit reports.

The FRPIN lets FederalReporting.gov know that the user is authorized to report on behalf
of that DUNS. It is important to note that a user can be authorized to report for awards
associated with more than one DUNS number. However, that individual will only be
associated with one DUNS Organization group. Even if a user is not a member of a
DUNS organization group, he/she may be authorized to report for other DUNS
numbers and will require the FRPIN for each DUNS number in order to report.

(4) Whatis a DUNS Administrator?

In order to decrease the administrative burden on an organization’s Recipient Point(s) of
Contact, FederalReporting.gov provides the capability to share those responsibilities. A
POC for a given DUNS can share that responsibility with one other individual in his/her
organization by assigning that person to be a DUNS Administrator.

What are the responsibilities of a Recipient Point of Contact?
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Later in this guide, we will explain how to assign a DUNS Administrator. It is important
to know that:
e The person you assign to be DUNS Administrator must already be a registered
user of FederalReporting.gov.
e The person can only serve as DUNS Administrator for one DUNS number. If
your organization has more than one DUNS number, you will need to assign
different individuals as DUNS Administrator for each DUNS number.

Note: An individual can serve as POC for multiple DUNS numbers. However, an
individual can only serve as DUNS Administrator for one DUNS number. If your
organization has multiple DUNS numbers for which individuals will be reporting and you
wish to assign a DUNS Administrator, you will need to assign a separate DUNS
Administrator for each DUNS number. For more information about assigning a DUNS
Administrator, see Section (10) Assign DUNS Administrator.

(5) Organization Not Registered in CCR?

If your organization is not registered in CCR, FederalReporting.gov will serve as your
System Administrator and provide the FRPIN to you. You will only be able to receive the
FRPIN for the DUNS number you entered at the point of registration.

All organizations reporting Recovery Act data are encouraged to register with CCR.
CCR registration is mandatory for Prime Recipients and Sub Recipients of financial
assistance (i.e., grants and loans).

Organization Not Registered in CCR?
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(6) User Function Matrix
Table 1 shows the various roles or functions Recipient Users may have as users of
FederalReporting.gov. In this guide, you will read more about the POC and DUNS

Administrator functions.

Table 1: User Types and Functions
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! See Section (7) How Does the POC Register? for details about online and automatic registration of
POCs.

User Function Matrix
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(7) How Does the POC Register?

As a POC for your organization, you can go to FederalReporting.gov and register as a
user. However, it is important to note that you may not need to register yourself.
FederalReporting.gov allows for the automatic registration of POCs.

As soon as a Recipient user at FederalReporting.gov entering the DUNS number for
which you are a POC, the system identifies you as a POC from CCR and
automatically creates a user profile for you. FederalReporting.gov will automatically
send the POC an email detailing the registration information (including temporary
password and DUNS FRPIN). The email will be sent to the POC email address listed in
CCR.

If you work for a small organization, you may be the only person who will use
FederalReporting.gov. Note that if you will be your organization’s only user, you
must go to FederalReporting.gov and register. Also, if you are a Sub Recipient not
registered in CCR, you must go to FederalReporting.gov and register.

If you have already been registered as a FederalReporting.gov user,
skip to (8) User Administration Functions.

How Does the POC Register?
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Beginning Registration
Go to FederalReporting.gov. Click “Register Now” from the window along the left-hand
side of the screen.

:FederalReporting.gov

Home | AboLt | Downloads | FAQ | Help

LogIn Messages
LeeyiD * Registration: Registration for all Agencies, Prime Recipients, and Sub Recipients starts August 17,
Password 2009
Login * Reporting: FederalReporting. gov will be available for reporting activities on October 1, 2009.

* Reports: Final report data will be published to Recovery.gov for public viewing by October 30, 2009
Ltorgot my passward

To register as a user, click or Recipients |
Register Now “Register Now.”

Not Registered?

Secipients and Sub Recipients) begins on
iitting or reviewing reports on behalf of an Agency

Urd MELCIPHIETIL TILSL TeYEsLer d5 d UEer.
Download Templates Before you can submit reports through FederalReporting. gov, you must complete a one-time registration
Microsoft Excel You must meet certain pre-requisites to register. Meeting pre-requisites and registering with

FederalReporting. gov may take 2 business days or more, so please start early!

XML Schema

What Do | Need to Register?

Users will register as either a Federal Agency or a Recipient of an award.

( LIVE'HELP.
[ 6 Offline now Registering as a Federal Agency
)|

Leave us a message.

Federal Agencies are Federal entities which provide ARRA funds and include both Funding Agencies and

Awarding Agencies. An Awarding Agency awards/administers such funds through an award (such as a

Live Chat by contract, grant, or loan). Federal Agencies must track and monitor Recovery Act dollars. Funding/&warding
Wik Agency users who will review submitted reports should register as a Federal Agency User.

Send

Registering as a Recipient

Recipients are non-Federal entities that receive Recovery Act funding, and should register as a Recipient
User. Recipients may submit reports as a Prime Recipient or a Sub Recipient. At the time of registration,
the systern does not distinguish between Prirme Recipients and Sub Recipients

How Does the POC Register?
~Page 6 ~



ARRA In-bound Recipient Reporting
FederalReporting.gov
Recipient Point of Contact / DUNS Administrator User Guide

Registration Information Menu
The menu on the left-hand side of the page provides information about the registration
process. Scroll down to find out additional information about the Registration Pre-

Requisites.

Home | About | Downloads | FAQ | Help

% FederalReporting.gov

Registration Information

Before you can submit ARRA reports
through FederalReporting. gov, you

must complete the one-time
registration process.

You must meet certain prereg
to register. Mesting the pea
may take 2 business days™
so please start earlyl

Registration Prerequisites

1. “alid Emall Addrass

2. DUNS Mumber (Recipients only)

3. CCR registration (Prime Recipients
and Sub Recipients of financial
assistance only)

1. Valid Email Address

All registrants must have a valid email
address to submit ARRA reports on
the FederalReporting. gov website.
Federal Agency users must register
using a valid government email
address (email extension .gov, .l
or . usg).

2. DUNS Number

All Recipient organizations must have
a DUME number. ¥ou can obtain the
DUNS number from your award
document. (If not found on the aveard
document, use the DUNS number
your organization provided on the
application for award.)

If your organization does not know its
DUMS or needs to register for one,
visit the Dun & Bradstreet wehsite

Far rore information about DUNS
requirements for registration, visit the
Dun & Bradstreet wehsite.

3. CCR Registration

Prime Recipients must also register
in the Central Contractor Registration
(CCR) database. Sub Recipienis of
financial assistance (i.e., grants and
loans) must also register. Visit the

BPM.goy CCR Search website far
maore information

Get Registered

Create a User ID and Password on
FederalReparting. gov.

When your registration is complete,
you will receive an email confirmation.

For more information, please consult
the FAQ Section of the website.

Registration Information

Guidance for registering [at
FederalReporting.gov

Indicates Registration Pre-Requisites
Includes instructions for obtaining pre-
requisites, including DUNS number
and CCR Registration (for prime

recipients only)

i =y
audio wverifi
FederalReporting.gov.

Word Verification *
Please enter the letters
you see in the image:

Can't read it? Generate a
new irmage.

cation is not = viable alternative, please contact th

Please click here if you require an audio verification.

uppnt ry

DUNS Number*

Security Question 1* IWhat iz your favarite hobly? =
Answer *
Security Question 2* IWhat city and state were you bham in? =
Answer™*
Security Question 3 [\hat high school did you gracuate from? 4|
Answer *
Organization Information
|8 | represent an/a *
* Award Recipient
" Federal Agency
Federal Agency Name
I 00 - Legislative Branch j

Proceed | | Cancel

How Does the POC Register?
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Step 1: Enter Your Personal Information
Enter your name, email address, and phone number to begin the registration process.
Your email address will serve as your User ID for logging in to FederalReporting.gov.

Once you have completed registration, FederalReporting.gov will email you a temporary
password. Therefore, you must use a valid email address to register.

&y FederalReporting.gov

Home | About 1 Downloads 1 FAC | Help

Enter Personal egister with FederalReporting.gov
Informat|0n ease enter your personal information and organization information, and click Proceed

Y F"'St Name ease note that all fields marked with an asterisk () are required fields.

Last Name
Email * First Name * |
Last Name *

Confirm Email Email
Phone Number Confirm Email *

Your Email will also be your User 10 for signing in.

Phone Number* |

Extension (if
needed) Ext

(e 555-555-5555)

*Email Address will
be your User ID for

logging in.

How Does the POC Register?
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Step 2: Word Verification

Word Verification helps the system verify that the attempt to register is not computer-
generated. Registrants should re-type the word as it appears in the picture in the box
below the word. If you cannot read the word clearly, click “Refresh” to obtain a new
word. If you would prefer an audio verification to type rather than a visual picture, click,
“Please click here if you require an audio verification.”

Security Information

Thi image pictured below is 3 randomly-genersted sequence of letters that only = human is supposed to be sble
to identify. F wou 3re unable to read the image pictured below, please click the link for audio wverification. F
audio werification is not 3 wiable alternative, please contact the help desk to register for Federal Reporitnig.gow.

Please click here if you require an audio verification.

Word Verification *
Flease type the word

appeating in the picture:
Cant read it? Refrash d e ] n g e ti

Word Verification
Type the word shown in the field below the picture of the
word

Hit “Refresh” to obtain a new word
Users can select to hear the word using audio verification.

How Does the POC Register?
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Step 3: Security Questions

Should you forget your password in the future, you can reset your password. During
registration, you will provide answers to 3 security questions. Please select 3 different
questions and type your answer below each question. Answers are not case-sensitive.

Security Questions
e Select 1% Security
e of letters that only = human is supposed to be able

QueStIOI’l and type yOUI’ e, please olick the Iiltukfor audio verificatic!n. it
answer belOW ot the help desk to register for Federal Reporitng.gone.

Select 2nd Security lire an audio verification.
Question and type your
answer below.

Select 3™ Security
Question and type your

answer below. ’

Security Question 1* |What is your favarite hohbhby?

Answer *

Security Question 2 * |What city and state were you barn in? =]
Answer * |

Security Question 3 * |What high school did you graduate from? =]
Answer * L

How Does the POC Register?
~ Page 10 ~
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Step 4: Organization Information
In the Organization Information box, click the radio button for “Award Recipient.”

Next, enter the DUNS number for your organization. For Award Recipients, it is
important to use the DUNS number which appears on your award document. If no DUNS
number is shown on the award document, check your original application for award and
determine if the DUNS number was provided on that document. If you are still uncertain
of the DUNS number on file with your Federal Awarding Agency, contact your Federal
Awarding Agency.

Organization Information

& | represent an/a * . Organization
B Information

& Award Recipient
" Federal Agency

_________________________________

Federal Agency Name rom your award
e document as your
prganization
identifier

Proceed | Cancel |

Step 5: Click “Proceed”
Click “Proceed” to start the registration submission process. Select “Cancel” if you want
to stop the registration process.

How Does the POC Register?
~ Page 11 ~



ARRA In-bound Recipient Reporting
FederalReporting.gov
Recipient Point of Contact / DUNS Administrator User Guide

Step 6: Verify Your Information

You will need to verify the Personal Information and Organization Information entered.
If the information is correct, select “Register Now.” If you need to correct any
information, select “Go Back.” Select “Cancel” to cancel your registration.

&7 FederalReporting.gov

Home | About | Downloads | FAQ | Help

Registration Information Verify Your Information

Before you can submit ARRA
reports through
FederalReporting.gov, you
must complete the one-time
registration process.

We have located the following organization associated with the information you supplied. Please review the
information below and select the "Register Mow" button to submit your registration request. If this information
is incorrect select the "Go Back" button to make corrections. ¥ou may cancel your registration at any time
by selecting the "Cancel” button

. Personal Information
You must meet cerain
B N TR P P PP P

First Name Mary
Last Name Smith

Verlfy YOUr Email maryasmithdmycompanyi@gmail. com

Informat|0n Phone Number 555-333-2222

o Verify your
Personal DUNS # 001009372
|nf0rmatlon | represent anfa Award Recipient

Legal Business Name UNITED RENTALS, INC.
and Address 4450 RTE 130

Organization Information

. . BURLINGTOM, NJ 030162287
Organ|zat|0n DR UMITED RENTALS
Information Phone Number +433324120

Country Code US4

Register Now,

0 BaCk to y selecting "Register Mow" below, you are certifying that you are associated with the entity listed above
Correct data or 1d submitting your information for registration with FederalReporting. gov.
)

Cancel Register Now ‘ Go Back |

Cancel |

Registration Confirmation

After selecting “Register Now,” you will see the Registration Confirmation screen. Your
confirmation number is included. You can then check your email to get your temporary
password. You will be prompted to change your password upon initial log-in. Press “OK”
to return to the Home page.

&y FederalReporting.gov

Home | About | Documentation | Downloads | FAQ | Contact Us

Registration Information Registration Confirmation
Before you can submit ARRA Your registration reguest has heen accepted! You will receive an email containing your temparary
reparts through FederalReporting.gov password and any other registration instructions. *

FederalReporting . gov, you must

: Your confirmation number is 78. Please keep this number for your records.
complete the one-time

registration process. If you have not received an email within 45 hours, please contact Suppart

hesting the registration pre-
requisites and getting registered

wsith EmdeavalDamadine  mao mmau

How Does the POC Register?
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(8) User Administration Functions

As the POC, you have certain responsibilities related to user administration. You can
share those responsibilities with another individual in your organization by naming that
individual as DUNS Administrator. You can also deny membership of a user in your

DUNS organization.

Naming a DUNS Administrator or denying membership in your DUNS organization can
be done from the User Administration page. To access the User Administration page,
simply click on “User Administration” in the Quick Links section on the home page.

r FederalReporting.gov

Home | About | Downloads | FAQ | Help

Hella, Mary Smith
{(Point of Contact)

Yfou have 1 unread messages.

Logoff

Thank your far registering with
FederalReporting.gov. Reporting
via this website is scheduled to
begin on October 15t 2009,

Messages

* Registration begins Wednesday, August 17, 2009. Registration for all Federal Agencies and
Recipients.

* Reporting begins Thursday, October 1, 2009. Full FederalReparting.gov system available.

* Reports publicly available October 11, 2009. Initial submission reports available for public view at
Recovery. gov.

Quick Links
Administration

* User Administration
o Miew by DUNS

* My Account

o My WWark Queue

Download Templates

Microsoft Excel
XML Schema

QUESTIONS?

MEssages

Type your guestion here and
click below ...

( Send » )

Live Chat by

FederalReporting.gov Reporting

The Repaortin’
fNe"”:h t Click “User

B Administration” to
name a DUNS
Administrator or to
deny membership
in your DUNS

ter at FederalReporting. gov as a user to

ed to repor.

Reportin
u will be reporting.

ere asked to provide your organizational
imatically associated with your

ple ARRA awards under multiple DUNS
ar for which you will be reporting.

DUNS num
organizatio
nurmbers. £

Forsach D Organization_ eed an FRPIMN to submit your report
FederalRep iting PIN (FRPIM). The FRPIM is a 9-digit
nurnber cre to your organization point of contact (POC)

as listed in .
as your DUR -

don (CCR). That point of contact will serve
, to another person in your organization.

In order to submit reports on behalf of a given DUNS number, you must obtain the FRPIN
associated with that DUNS.

You will need to reguest the FRPIM for each DUNS number for which you will be reporting. By entering each
DUNS, you will automatically request the FRPIN for that DUNS number. The POC or DUMS administrator for
your organization, as identified by the DUNS number, will automatically receive notification that you have
requested the FRPIN.

FRPIN will be sent to your FederalReporting.gov inbox automatically upon acceptance by the POC
or DUNS administrator that you are authorized to submit reports for that DUNS.

You will need to enter each individual DUNS number far which you will be reporting

To start entering the DUNS number(s) for which you will be reporting, go to "My Account” and click "Request
FRPIMN."

Accessibility Copyright Information Frivacy Policy

User Administration Functions
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Understanding the User Administration Page
Within the User Administration page, you see two key areas: “Search Filters” and
“Search Results.”

If your organization includes many individuals who will be registering at
FederalReporting.gov under a given DUNS number, you may wish to search on by Lane
Name or User ID. If you are POC for multiple DUNS numbers, you can also search by
DUNS number. You can do so with “Search Filters.”

For example, James Taylor is a member of my organization who will be reporting our
Recipient Reports for my organization. I want to search for James in the system to see
that he has registered as a member of my organization. I can simply type James’ last
name, “TAYLOR”, into the “Last Name” field. Likewise, I can type his email address
into the User ID field. As POC, if I am the POC for multiple DUNS numbers, I can also
search by DUNS number to see all members of my DUNS organization. (Confirmation
Number field is used by FederalReporting.gov Service Desk resources only.)

& FederalReporting.gov

Home | About | Downloads | FAQ | Help

f 1 [

Search by User ID
(email address),
Last Name, or

DUNS Number as Last Name
your Search Filter. Confirmation Number

User Administration

User ID

L | DUNS Number 001009572
Search
Quick Links
Administration Search Results
* User Administration 4 users found, displaying all users.
* Yiew by DUNS
* My Account User ID First Hame Last Hame DUNS &
= My Work Queue e A4 james_work_email@yshoo com James Taylor 001009572
L £ iehnsmithamycompany @gmail som Jdohn Smith 001009572
Download Temp|ates J& -5.".} mastersiill 2340l com Jill Mazters 001009372
Microsoft Excel e .&'/l =andrajling! 97 7i@acl.cam Sandra Ling 001009872
XML Schema

User Administration Functions
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The second area of the User Administration window is the Search Results area. The
primary feature of the Search Results area is the User Administration table. The User
Administration table shows each user for your organization. In this case, 4 users have
registered under this organizational DUNS.

The Search Results table is made up of 5 columns. The two left columns hold icons
which allow for user administration functions. The Add DUNS Administrator icon =
allows you to add the individual as a DUNS Administrator. The Edit DUNS Organization
icon £ allows you to remove the individual from your DUNS organization. The
remaining columns show the User ID, First Name, and Last Name of each individual
registered as a user for your organizational DUNS.

4 users found, displaving all users,

User ID First Hame Last Hame DUNS #
1] 4-: james_wark _emaili@yahog.com James Taylor 001009572
e 1] 5: johnsmithdmycompany@gmail .com Johin Smith 001009572
o] 5: mastersjill 234@a0l.com Jill Maszters 0o 0oas72
o] 5: sandrajling1 97 TiE@aol.com Sandra Lirg 004 o0agr2

User Administration Functions
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(9) View My DUNS

A POC may be listed in CCR as the Government Business Point of Contact or Electronic
Business Point of Contact for multiple DUNS numbers. A POC can potentially serve as
POC for multiple DUNS in CCR. For each DUNS number for which a user registers,
FederalReporting.gov will automatically create a POC user within FederalReporting.gov
based upon that DUNS number’s POCs in CCR. As such, a user may serve as POC for
multiple DUNS numbers in FederalReporting.gov.

From the View My DUNS link within the Administration area in Quick Links, the POC
user can view information regarding each DUNS for which he/she serves as POC.

& FederalReporting.gov

Home | About | Downoads | FAQ | Help

Hello, Mary Smih Messages
(Point of Condact)
» Registiation beging Wednesday, August 17, 2000 Registration for all Feders] Aqences and

You have 1 ynread messages Rlacigients
& Reporting beglns Thursday, Octobaer 1, 2009 Full FaderadReporting gov system svailable
Logotf | s Reports publicly available Oclober 11, 2009 Iretial submission repors avadable for public wew at

Ricdmiry. gire.

Thank your for regestering with

FoderalReporing. gov. Reparing
wia this wehbsie i3 schidibed to Fﬂdﬁrﬂﬂﬁpﬂiﬁng.gﬂv H‘pﬂlﬁ“g

begin on Cciober 151 2009

The Heporting Penod begins October 1, 2009, B sure 10 register al FederslRepartwng. gov 45 & user 1o
rapait

s Mow that you're regisiared, i°s time to gatker 1he dala you wall naed Lo feport
Quick Links sl . -

Administration eparting Information
1o ligt each DUNS number for which you will be reponting.

Brered to b & weer of FederalFeporing gov, you were asked 10 prowde your onganizationsl
N L.'NS nwbal Ety just providing one DUNS number, you are subomatically associaed with your
organization. Howewar, your geganizabion may have mecermd mulliple ARRA swards under mulliple DUNS
rumbars, Ab this lime, you will need to identify aach DUNS nmbaer for whach youw will b repoding

The POC user clicks on “View My DUNS” in order to view the DUNS for which he/she
serves as POC.

o NS |

on FederalReporting.gov

Horme | About | Downloads | FAQ \ Help

Hello, Mary Smith My DUNS
(Foint of Contact)

You have 1 unread messages.

Logoff DUNS Business Name DBA PIN

001003748 STERLINGWEAR OF BOSTON, INC. 572083510 &)

001003750 ROLLIMG STOME LARNDSCAPING TO09E7555 $‘p
Thank your for registering with 001009572 UNITED RENTALS, ING. UNITED RENTALS —y
FederalReporting. gov. Reporting
via this website is scheduled to
begin on October 15t 2009,

View My DUNS
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(10) Assign DUNS Administrator

In order to decrease the administrative burden on organization Recipient Points of
Contact, FederalReporting.gov provides the capability to share those responsibilities. As
Point of Contact for your organizational DUNS, you can share that responsibility with
another individual by assigning a DUNS Administrator.

A POC is not required to designate a DUNS Administrator. This function was
created to ease the burden on organizations and to provide a backup resource to
perform certain user administration functions for your organization.

In order for you to assign an individual to be DUNS Administrator, that individual must
already be registered as a FederalReporting.gov user. At point of registration, that
individual must have entered your organizational DUNS number as the DUNS for which
he/she is registering.

What Can a DUNS Administrator Do?
You can share many of the POC responsibilities with your named DUNS Administrator.
Once you have selected an individual in your organization to serve as the DUNS
Administrator, he/she will be able to perform the following functions:
e Remove a user from your DUNS organization
e FRPIN administration
o Approve FRPIN in response to user request
o Deny FRPIN in response to user request
o Reset/change FRPIN

Assign DUNS Administrator
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Select User to Serve As DUNS Administrator

Mary Smith, the organizational DUNS POC, has decided to designate James Taylor as
the DUNS Administrator. If Mary is unable to perform user administration or administer
requests for FRPIN, James will be able to perform those functions.

Mary begins by accessing the User Administration link from the Quick Links box.

By hovering over the Add DUNS Administrator icon, Mary will see that the icon
instructs her to “Click to grant DUNS Administrator abilities to
james work email@yahoo.com”.

Mary clicks the Add DUNS Administrator icon <4 in the row where James’ User ID,

First Name, and Last Name are found.

#n FederalReporting.gov

Home | About | Downloads | FAQ | Help

Hello, Mary Smith
(Point of Contact)

You have 1 unread messages.

Logoff

Thank your for registering with
FederalReporting. gov. Reporting
via this website is scheduled to
begin on October 15t 2009,

Quick Links
Administration

® Lser Administration
® Siew My DUNS

® Ny Account

® Ny Wark Cueue

User Administration

Search Filters

User ID
Last Name

Confirmation Number

Search

DUNS Number (01003872

Download Templates

Microsoft Excel
XML Schema

Search Results

4 users found, displaying all users.
User ID

4 a james_work_emaili@yahoo.com

First Hame

James

/1C|ick ta grant DUMS Administrator abilities ta james_wark_email@yahoo.com

L9 £ mastersiin 234@aol com

L £ sandrajing! 877i@anl com

| QUESTIONS? |

Jil

Sandra

Last Hame

Taylar
Smith
Masters

Ling

DUNS #

001009872

001009872

001009872

001 009872

Assign DUNS Administrator
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When Mary clicks on the Add DUNS Administrator icon ¢, the system asks “Do you
want to grant DUNS Administrator abilities to james_work email@yahoo.com?” She
will then click “OK” to grant DUNS Administrator abilities.

&y FederalReporting.gov

Home | About | Downloads FAQ | Help

User Administration
{Point of Contact)

You have 1 unread messages.

Logoff

Hella, Mary Smith

Search Filters
User ID

0 Do you want ko grant DUNS Administrator abilities to james_work_email@yabioo,com?

Cancel

Thank your for registering with
FederalReporting. gov. Reporting
via this website is scheduled to
begin on October 1st 2009.

Search
Quick Links
Administration Search Results
* User Administration 4 users found, displaying all users.
o Yiew My DUNS
e by Account User ID First Hame Last Hame DUHS #
* by Work Queue jd 5 james_work_emailiEyahoo com James Taylar 001009572
8 a': johnzmithdmycompany @amsil.com Johin Smith 001009572
Download Temp|ates jd a mastersjll 234@ a0l com Jill Masters 001009872
Microsoft Excel ] 5 zandrajlingl 97 7ig@aol com Sandra Ling 001003872
XML Schema
QUESTIONS?

James has now been designated as DUNS Administrator for this DUNS organization.
You will note the change in the User Administration table: the icon for James has
changed to the Revoke DUNS Administrator icon ¢, In the future, Mary may choose to
remove James as DUNS Administrator using this function.

Search Results

4 uszers found, displaying all users,

User ID First Hame Last Hame DUNS #
‘; james_work_email@yahoo.com James Tavylar 001009572
Ja £ iohnamithdmycompany@gmail.com John Simith 001 009872
48 3 mastersiill 234i@anl.com Jill dasters 001009572
Ja £ sandrajing! 977 @aol com Sandra Ling 001 009872

Assign DUNS Administrator
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(11) Revoke DUNS Administrator

If Mary determines that she no longer requires James to serve as DUNS Administrator,
she can choose to revoke those responsibilities within the system. She simply needs to
click the Revoke DUNS Administrator icon == associated with James.

" M
o )
3 I“

FederalReporting.gov

Home | About | Downloads | FAQ | Help

Hello, Mary Smith User Administration
(Paint of Contact)
Search Filters
You have 1 unread messages,
Logoft User ID
Last Name
Thank your for registering with .
FederalReporting. gov. Reporting Confirmation Number
via this website is scheduled to
begin on October 1st 2009, DUNS Number
Search
Quick Links
Administration Search Resulis
* User Administration 4 users found, displaying all users.
® ew My DUNS
o Mv Account User ID First Hame Last Hame DUNS #
* My Work Queug \\ ] 5: james _weork_emailEyahoo.com James Tarylor 001009872
> 0 5: johnzmithdmycompany@gmail.com Johin Smmith 001009372
d Temp|ates N/ ] 5: mastersill 234 @0l .com ill Masters 001 009872
0 5: sandrajlingt 97 7iEsol com Sandra Ling 001009372
Search Results
4 users found, displaying all users.
User ID First Hame Last Hame DUHS &
: a james_wark_email@yahoo.com James Tarylar 001009572
JCIick ta revoke DUNS Administratar abilities from james_work_smail@yahoo.com | Smith 001003572
] 5: master il 234 &@anl com Jill Masters 001 009E72
] a sandrajling1 97 T@aol.com Sandra Lirg 0010093572

Revoke DUNS Administrator
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When Mary clicks on the Revoke DUNS Administrator icon -, the system asks “Do you
want to revoke DUNS Administrator abilities from james work email@yahoo.com?”
She will then click “OK” to revoke DUNS Administrator abilities.

o7 FederalReporting.gov

Horme | About | Downloads | FAQ | Help

Hello, Mary Smith User Administration
(Point of Contact)

Search Filters
You have 1 unread messages.
Logoff

0 Do you wank to revoke DUNS Administrator abilities from james_work_email@yahoo.com?

Cancel |

Thank your for registering with
FederalReporting. gov. Reporting
via this website is scheduled to

begin on October 15t 2009, DUNS Number
Search
Quick Links
Administration Search Results
e User Administration 4 users found, displaying all users.
o Yiew My DUNS
o My Account User ID First Hame Last Hame DUNS #
» My Work Queus S8 g iames_work_email@yahoo.com Jaimes Tarylar 001009872
S8 £ inhnsmithdmycampany@gmsil com John Smith 001009572
Download Templates S8 £ mastersjin 234@aol com il Masters 001009572
Microsoft Excel pe) 5' sandrajingl 97 7i@acl.com Sandra Ling 001009572
XML Schema

Once Mary clicks “OK,” the search results will reflect that any user with the Add DUNS
Administrator icon =~ can be designated as DUNS Administrator.
Remember that only one user can be designated as DUNS Administrator.

Revoke DUNS Administrator
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(12) Remove a User from Your DUNS Organization Group

When a user registers with a given DUNS number, that user automatically becomes a
member of that DUNS organization group. As POC or DUNS Administrator for a DUNS
number, you can see all users who are members of that DUNS organization group.

From time to time, you may need to remove a user from your DUNS organization group.
For example, if an individual is no longer employed by your organization, you may wish
to remove that user from your DUNS organization group. By removing a user from
your DUNS organization group, you remove that user’s ability to submit or view
reports associated with any DUNS number. In order to report or view reports for any
DUNS number, that user will need to request membership in another DUNS organization

group.

Remove a User from Your DUNS Organization Group
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To remove a user from your DUNS organization group, go to User Administration. To
access the User Administration page, simply click on “User Administration” in the Quick
Links box.

&y FederalReporting.gov

Home | About | Downloads | FAQ | Help

Hello, Mary Smith Messages
{FPaint of Contact)

* Registration begins Wednesday, August 17, 2009. Registration for all Federal Agencies and

You have 1 unread messages. Recipients.
+ Reporting begins Thursday, October 1, 2009. Full FederalReporting.gov system available.
Logoff * Reports publicly available October 11, 2009. Initial submission reparts available for public view at

Recovery. gov

Thank your for registering with
FederalReporting. gov. Reporting FederalReporting.qgov Reportin

via this website is scheduled to P 9-9 P 9
begin on October 15t 2009

*er at FederalReporting.gov as a userto

Click “User
Administration” to
view those users
User Administration aSSOC'ated W|th

L]
o Miew by DUNS ate asked to pravide your arganizational
L]
L]

My Account DUNS hum your DUNS matically associated with your
My WWork Queue organizatiol . . ale ARRA awards under multiple DUNS
numbers, & Organlzatlon group et for which you will be reporting.

Foreach D aer] an FRPIN to subrit your report
FederalRepc arting PIN (FRPIN). The FRPIM is a 9-digit
number create. =d to your organization point of contact (POC)

Mow that yi =d to report.

Quick Links
Administration Reportin

u will be reporting.

Download Templates

Microsoft Excel as listed in Dun & Bradstreet andfor Central Cantractor Registration (CCR). That point of cantact will seme
XML Schema as your DUNS administrator or will delegate that responsibility to another person in your organization.

In order to submit reports on behalf of a given DUNS number, you must obtain the FRPIN
associated with that DUNS.

QUESTIONS? ] : i : :

. You will need to request the FRPIM for each DUNS number for which you will be reporting. By entering each
DFline f0r; DUNS, you will autornatically request the FRPIN for that DUNS number. The POC or DUNS administrator for
tHemomenty | your organization, as identified by the DUMS number, will automatically receive notification that you have
ezvea: | requested the FRPIN.

MESSAHEN

FRPIN will be sent to your FederalReporting.gov inbox automatically upoen acceptance by the POC
Type your gquestion here and or DUNS administrator that you are authorized to submit reports for that DUNS.
click below ...

You will need to enter each individual DUNS number for which you will be reporting

To start entering the DUNS number(s) for which you will be reporting, go to "My Account” and click "Reguest
FRPIMN."

( Send » )

Liwe Chat by

Accessibility Copyright Infarmation Privacy Policy

Remove a User from Your DUNS Organization Group
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The POC or DUNS Administrator can use Search Filters to locate the user to remove
from the DUNS organization group. In this example, 4 users are members of this DUNS
organization group. All 4 are shown below in the Search Results area.

Ay
[0 i
E l”

FederalReporting.gov

Home | About | Downloads | FAQ | Help

Hella, Mary Smith User Administration
(Point of Contact)
Search Filters
You have 1 unread messages.
Logoff User ID
Last Name
Thank your for registering with .
FederalReparting gov. Reporting Confirmation Number
via this website is scheduled to
begin on October 15t 2009, DUNS Number
Search
Quick Links
Administration Search Results
® Lser Administration 4 users found, displaying all users.
® Yiew by DUNS
. M}{ Account User ID First Hame Last Hame DUHS #
* My Work Queue 2 james _work_emailEyahoo.com James Tavylar 001009372
L8 £ inhnsmithdmycompany@omail com John Smith 001009572
Download Temp|ates o] 5: maztersjill 234i@a0l.com Jill Masters 001009572
Microsoft Excel ) 5: zandrajlingl 97 7i@aol com Sandra Ling 001009872
XML Schema

Within the User Administration Table the POC or DUNS Administrator will see the Edit

DUNS Organization icon £ for each User ID. By clicking the Edit DUNS Organization

icon £° the POC or DUNS Administrator can begin the process of removing a user from
the DUNS organization group.

Search Results

4 users found, displaying all users.

User ID First Hame Last Hame DUHS #

Emes _wark_emailig@yahoo.com James Taylar a1 009872
chnzmithdimy company@amail com Jaohin Smith 001009372
astersjill 234E@aol.com Jill Maszters 001009372

Eandrajling 977 (@aol.com Sandra Lirgy 0o 009a7y2

Remove a User from Your DUNS Organization Group
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Jill Masters has left the organization, and the POC, Mary Smith, needs to remove her
from the DUNS organization group. When hovering over the Edit DUNS Organization
icon £* associated with Jill Masters, she is instructed to “Click to edit group membership
for MastersJill1234@aol.com.”

Mary clicks on the Edit DUNS Organization icon £* associated with Jill Masters.

& FederalReporting.gov

Home | About | Cownloads ‘ FAQ | Help

Hello, Mary Smith User Administration
(Point of Contact)
Search Filters
‘ou have 1 unread messages.
Logoff User ID
Last Name
Thank your for registering with i
FederalReporting. gov. Reporting Confirmation Number
via this website is scheduled to
begin on October 15t 2009, DUNS Number
Search
Quick Links
Administration Search Results
o LUser Administration 4 users found, displaying all users.
o View by DUNS
o My Account User ID First Hame: Last Hame DUNS #
* My Work Queue Jﬁ £ james _work_emali@yahoo.com James Taylor 001009672
) a johngmithdmy company@gmail.com John Sitt 001 009E72
Download Templates ‘9 £ mastersjil 234@aal.com il Masters 001009572
Microsoft Excel ] <1C|ick ta edit DUNS Organization membership For mastersiill1234@aal.com Hing 001003872
XML Schema

Remove a User from Your DUNS Organization Group
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When Mary clicks on the Edit DUNS Organization icon £*, she sent to the Edit Group
Membership page. The groups with which the User ID of mastersjill1234@aol.com is
associated are displayed—in this case, Group ID 001009872.

When Mary hovers over the icon to the left of the Group ID number, the Remove User
icon &, she is instructed to “Click to remove the user from 001009872.”

& FederalReporting.gov

Home | About | Downloads | FAG | Help

Hello, Mary Smith Edit Group Membership
(Point of Contact)

Groups for mastersjill1234@aol.com

You have 1 unread messages.

Logoff Group ID
£ omoogarz

Current Repor‘ting Cycle Click to remove the user fram 001009872l

Quarterly Reports Published - Back to Search

Recipient Reports published on

Recovery. gov.

Mary clicks the Remove User Icon £L. The system asks, “Are you sure you want to
delete?” Mary clicks “OK” to remove Jill Masters from the DUNS organization group
001009872.

&iFederalReporting.gov

Home | About | Downloads | FAQ | Help

Hello, Mary Smith Edit Group Membership
(Paint of Contact)

Groups for mastersjill1234@aol.com
You have 1 unread messages.

Logoff

e Are wou sure vou want ko delete?

Current Reporting Cycle Cancel |

Quarterly Reports Published -
Recipient Reports published on

Recovery.gov.

Jill Masters is no longer associated with that DUNS organization group. She can no
longer report on behalf of this DUNS or any other DUNS. She can no longer view
reports.

In order for Jill Masters to create and submit reports or view reports for any DUNS, she
will need to be added as a member of another DUNS organization group.

Remove a User from Your DUNS Organization Group
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(13) FRPIN Administration

To avoid inadvertent submission of reports, each Recipient Organization will establish a
Federal Reporting PIN (FRPIN) that will have to be
entered to submit a report. A unique 9-digit FRPIN
is generated by FederalReporting.gov for each
unique DUNS number. The POC and/or designated FRPIN is required to
DUNS Administrator administers the FRPIN. Users
will request the FRPIN corresponding to each
DUNS number for which they will be reporting.
FederalReporting.gov allows the Recipient User to
request the FRPIN from within the system. The
POC and/or DUNS Administrator can also use the
system to approve or deny request for FRPIN.

If you are POC or DUNS Administrator, you will
receive a message in your email inbox and in My
Messages within FederalReporting.gov indicating
that a given individual has requested the FRPIN.

behalf of the

As a POC or DUNS Administrator, you need to organization.
respond in a timely manner to requests for
FRPIN in order to help your organization meet
reporting requirements on time.

FRPIN Administration
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In order to approve or deny the request for FRPIN, you will need to go to My Work

Queue.

i FederalReporting.gov

Horme | About | Downloads | FACQ | Help

Hello, Mary Smith
(Paint of Contact)

You have 1 unread messages.

Logoff

Thank your for registering with
FederalReporting.gov. Reporting
via this website is scheduled to
begin on October 15t 2009,

Messages

+ Registration begins Wednesday, August 17, 2009. Registration for all Federal Agencies and
Recipients

+ Reporting begins Thursday, October 1, 2009. Full FederalReporting.gov system available.

s Reports publicly available October 11, 2009. Initial subrission reports available for public view at
Recovery. gov.

Quick Links
Administration

User Administration
g by DUNS
My Account

My Work Queue

Download Templates

Microsoft Excel
XML Schema

QUESTIONS?

orilinefor,
LHEMOMENLA
Leave R

IMESSAGED

Type your question here and
click below:...

( Send » )

Liwe Chat by

FederalReporting.gov Reporting

The Reporting Period begins October 1, 2009. Be sure to register at FederalReporting. gov as a userto
report.

need to report.

Click “My Work
Queue” to approve
or deny user
requests for the
FRPIN associated
with your DUNS
number.

Reportit
Recipien

When you

ou will be reporting.

vere asked to provide your organizational
ornatically associated with your

tiple ARRA aweards under multiple DUNS
ber for which you will be reporting.

For each [
FederalRe
number cr
as listed il
as your DL

1eed an FRPIN to submit your report

orting PIN (FRPIN). The FRPIN is a 9-digit
to your organization point of contact (POC)
tion (CCR). That point of contact will serve
(0 another person in your organization.

In order to submit reports on behalf of a given DUNS number, you must obtain the FRPIN
associated with that DUNS.

You will need to reguest the FRPIM for each DUNS number for which you will be reporting. By entering each
DUNS, you will autornatically request the FRPIN for that DUNS number. The POC or DUNS administrator for
your organization, as identified by the DUMS number, will automatically receive notification that you have
requested the FRPIN.

FRPIN will be sent to your FederalReporting.gov inbox automatically upon acceptance by the POC
or DUNS administrator that you are authorized to submit reports for that DUNS.

You will need to enter each individual DUNS number for which you will be reporting

To start entering the DUNS number(s) for which you will be reporting, go to "My Account” and click "Reguest
FRPIMN."

Accessibility Copyright Infarmation Privacy Policy
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My Open FRPIN Requests

Within My Work Queue, the POC or DUNS Administrator will see My Open FRPIN
Requests. From this window, the POC or DUNS Administrator will view each request for
FRPIN to which he/she must respond. Because the user will be unable to report for the
DUNS organization without the FRPIN, it is of vital importance that the POC or DUNS
Administrator respond to each FRPIN Request in a timely manner.

Like the User Administration table, the My Open FRPIN Requests table also includes
multiple columns. The first two columns include clickable icons to either Approve
Request for FRPIN (the green check icon ©2in the first column) or Deny Request for
FRPIN (the red “x” icon & in the second column). The remaining columns show the
Requestor Name, Requestor User ID, the DUNS number for which the FRPIN is
requested, and the date and time the request was made within the system.

My Work Queue

My Open FRPIN Requests

Requestor Hame Requestor User ID DUHS Request Date
-;:} @ James Tavlar james_work_emailgyahoo.com 001009572 08042009 11:26 AW

By hovering over the Approve FRPIN Request icon 2, the POC or DUNS Administrator
will see the instruction to “Click to approve the FRPIN Request for DUNS 001009872 by
james work email@yahoo.com.”

Similarly, by hovering over the Deny Request for FRPIN icon @, the POC or DUNS
Administrator will see the instruction to “Click to deny the FRPIN Request for DUNS
001009872 by james_work email@yahoo.com.”

FRPIN Administration
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Approve FRPIN Request

When the POC or DUNS Administrator clicks the icon to Approve Request for FRPIN,
the system asks “Do you want to approve the FRPIN request for DUNS 001009872 by
james_work email@yahoo.com?”” He or she will then click “OK” to approve the request.

oy FederalReporting.gov

Home | About | Downloads | FAQ | Help

Hello, Mary Smith My Work Queue
(Paint of Contact)

You have 1 unread message
0 Do you want ko approve the FRPIN request For DUNS 0010095872 by

james_work_email@yahoo, com?
Cancel |

Logc

Current Reporting C

Puhli

Quarterly Reports Published -
Recipient Reports published on
Recovery. gov

FederalReporting.gov will automatically send an email to the requestor indicating
approval of the FRPIN request for that DUNS organization. The email will include the
FRPIN number. The same message will also be sent to the users’ FederalReporting.gov
inbox in My Messages.

FRPIN Administration
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Deny FRPIN Request

When the POC or DUNS Administrator clicks the icon to Deny Request for FRPIN, the
system asks “Do you want to deny the FRPIN request for DUNS 001009872 by
james_work email@yahoo.com?”” He or she will then click “OK” to deny the request.

FederalReporting.gov

4

Home | About | Downloads | FAQ | Help

Hello, Mary Srith
(Point of Contact)

‘ ‘ My Open FRPIN Requests
Yfou have 1 unread messages.

Logo

My Work Queue

e Do you want ko deny the FRPIM request for DUNS 001009872 by james_work_email@yahoo,com?

Cancel |

Current Reporting Cy

Quarterly Reports Publishe
Recipient Reports published an
Recovery.gov.

FederalReporting.gov will automatically send an email to the requestor indicating denial
of the FRPIN request for that DUNS organization. The same message will also be sent to
the user’s FederalReporting.gov inbox in My Messages.

FRPIN Administration
~ Page 31 ~



ARRA In-bound Recipient Reporting
FederalReporting.gov
Recipient Point of Contact / DUNS Administrator User Guide

(14) Reset/Change FRPIN

For security purposes, your organization may wish to change the FRPIN. Both POCs and
DUNS Administrators can regenerate or update the FRPIN associated with a given
DUNS. FederalReporting.gov suggests that FRPIN only be changed if you believe
the number has been compromised.

To change FRPIN, the POC or DUNS Administrator clicks “View My DUNS” within the
Administration area in Quick Links. A POC may see multiple DUNS—each of the
DUNS for which he/she is listed as POC in CCR.

The right-hand column of the table displays the FRPIN associated with the DUNS
number. The user can now see the DUNS information. To the right of this number, the

system provides the Reset FRPIN icon )

b o i | R ™ -
S HodoralHonnrtimoag onys
w A i i (.I.I.I.\LPUI. l.].].].s .EU ¥
Home | About | Downloads | FAQ | Help
Hello, Mary Smith My DUNS
{Point of Contact)
i CCR Search Results
Youw have 1 wnread nessages
Lognif Duns Business Hame DBA PN ~
00003748 STERLMGAWEAR OF BOSTON, INC 572383510 Q'
OOH03750 ROLLIMG STONE LANDSCAPING 700587585 &
v W *
Thank your for registering with 001008372 LMITED REMTALS, INC URITED RENTALS sosssze02 €
FederalReporting. gov. Reporting
via this website is scheduled to
begin on October 15t 2009

Mary chooses to reset the FRPIN associated with DUNS 001009872. Click on the Reset
FRPIN icon ¥ to reset the FRPIN to a new 9-digit number.

s FederalReporting.gov

Home | About ‘ Dowmloads ‘ FAD ‘ Healp

Hello, Mary Srmith My DUNS
(Point of Contact)

CCR Search Results
Mou have 1 unread messages.

Logoff

Business Name DBA P

DUNS

001003745 STERLINGWWEAR OF BOSTOR, INC 572983510 “ﬁ

ropearass &9

001003750 ROLLING STCME LANDSCAPING

Thank your for registering with
FederalReporting. gov. Reporting
via this website is scheduled to
begin on October 1st 2009

F05E52602

UMITED REMTALS

001009572 URITED REMTALS, INC.

Click to reset the FRPIM for DUNS 001009872

Reset/Change FRPIN
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When Mary clicks the icon to Reset FRPIN icon, the system asks “Are you sure you want
to reset the FRPIN for DUNS 0010098727 Mary will click “OK: to reset the FRPIN.

& FederalReporting.gov

Home | About | Downloads | FAQ | Help

H The system My DUNS

asks you to
verify that you

PIN
- want to rest 0 Are you sure you want ko reset the FRPIN For DUNS 0010098727 572983510 O
'_ the FRPIN. 7onss7sss &7
-,_[ Click “OK” to Cancel | [ RENTALS sossszenz &
Y reset the

- FRPIN.

The FRPIN number is refreshed. The new FRPIN is displayed.

&y FederalReporting.gov

Home | About | Downloads | FAQ | Help

Hello, Mary Smith My DUNS
{FPaint of Contact)

CCR Search Results

You have 1 unread messages,

Logoff DUHS Business Name

001003745 STERLINGWEAR OF |

PIN

572083510 &9

s20asgaa1 &7

001003750 ROLLIMG STOME LAk
Thank your far registering with
FederalReporting. gov. Reporting
via this website is scheduled to
begin on October 1st 2009

001009572 UMITED REMTALS, I

Note that FederalReporting.gov will not automatically notify the users associated with
that DUNS that the FRPIN has changed. The POC or the DUNS Administrator must

inform authorized users of the new FRPIN. This notification cannot be done within the
system.

Reset/Change FRPIN
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FederalReporting.gov is the central government-wide data collection system for Federal Agencies and Recipients of Federal
awards under Section 1512 of the Recovery Act. Recipients will access www.FederalReporting.gov in order to fulfill their
reporting obligations. Federal Agencies, Prime Recipients and Sub Recipients are required to submit data on a quarterly basis
for awards under the Recovery Act.

Through www.FederalReporting.gov, Recipients and Federal Agencies will have the ability to:

Register for the site and manage their account(s)

Submit reports

View and comment on reports (if the user represents a Federal Agency or Prime Recipient)
Update or correct reports when appropriate

Only registered Federal Agency and Recipient users will be able to submit and/or review data through FederalReporting.gov.

The general public will be able to view reporting data via www.Recovery.gov.
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