
Creating Milestone Plans 

Use this procedure to create a milestone plan to track recipient financial assistance reports.  A milestone plan must be established to track 

interim and final federal financial reports (SF 425) and interim and final performance reports.  The milestone plan must be associated with the 

grant (grant or cooperative agreement award) not the purchase requisition.   

If interim financial reporting requirements are being met by an SF-270 Request for Advance or Reimbursement or an SF 271 Outlay Report and 

Request for Reimbursement for Construction Programs it is not necessary to create interim financial milestone plans. 

Please review 516 FW 1 Financial Reporting for Grant and Cooperative Agreement Awards and 516 FW 2 Performance Reporting for Grant and 

Cooperative Agreement Awards to determine the reporting requirements for your awards.  

1. Log into FBMS using 
your active directory 
user ID and password.   

 

 

 
 



2. The FBMS Welcome 
screen is displayed. 

 

 
 

3. Click on the 
Acquisition/Financial 
Assistance tab. 

 

 
 

4. Click on the Contract/FA 
Management System. 

 

 

 
 



5. The PRISM welcome 
screen is displayed. 

 
 

 

 
 



6. Click on dropdown 
arrow next to Create 
Document and select 
Milestone Plan, then 
Click Go.  
 

 

 
 



7. The Document Create, 
Milestone Plan screen is 
displayed. 
 
 

 
 

 

 
 



8. In the Milestone Plan 
name field enter your 
FBMS award number. 
 
Example F09AP00376 

 
 

 
 

 
 

9. You must select a 
Milestone Template. 

 

Click on the  
Selection List button. 
 

 

 



 
10. The Milestone Template 

Search screen is 
displayed. 

 
The Search Criteria 
defaults to Site and the 
Site Code default to the 
site to which you are 
assigned. 
 

 

 
 



11. Enter Search Criteria. 
 
A. Select Public. 
 
B. Under Template 
Name in the For field 
enter FWS Reports. 
 
C. Remove Site Code. 
 

D. Click on . 
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12. The Milestone Template 
Selection screen is 
displayed. 
 
Select the link for FWS 
Reports. 

 

 
 

13. The Document Create 
screen is displayed. 

 

 



14. Select Start Date for the 
Milestone Plan Date. 

 
The Start Date is used to 
calculate the reporting 
due dates. 
 
Federal Financial 
Reports and 
Performance Reports 
are required no more 
frequently than 
quarterly and no less 
frequently than 
annually. 
 
For awards longer than 
one year interim reports 
are required. 
 
For information on 
reporting requirements 
see 516 FW 1  
Financial Reporting for 
Grant and Cooperative 
Agreement Awards  
516 FW 2  
Performance Reporting 
for Grant and 
Cooperative Agreement 
Awards. 

 

 



15. How to determine the 
Start Date to be entered 
in the field. 

 
The milestone plan will 
be based on your first 
report due date. 

 
Depending on your 
program or award you 
may require quarterly, 
semi-annual or annual 
reporting. 

 
Example: 
The period of 
performance is 8/1/09 
to 8/1/12.  This requires 
two annual interim FFRs 
and Performance 
Reports and one final 
FFR and performance 
report. 

 

 

 



16. Find the Period of 
Performance start date 
of the award in the 
appropriate table listed 
in 516 FW 1 or 516 FW 
2.  This is a range of 
dates. 

 
Example: 
The award period of 
performance is 
8/1/2009 to 8/1/2012. 
 
Use the Schedule for 
Annual Interim Financial 
Reports. 
 
Find the start date in the 
range of dates in column 
one. Then select the 
Annual Interim Report 
End Date in column two. 
 
The Interim Report End 
date is the date you will 
enter in PRISM in the 
Start Date field. 
 
If you have a one year 
award you will enter the 
period of performance 
end date in the PRISM 
Start Date field. 
 
 

 

 
 
 
 
 
 



17. Enter the Start date 
calculated in the step 
above.  

 
Enter date in field using 
format MM/DD/YYYY or 

use the calendar 
button to select the 
date. 
 

Click . 
 

 
 
 
 
 
 
 
 
 

 

 



18. The General screen is 
displayed. 

 

Click  on the top 
menu bar. 

 

 
 



19. The Milestone 
Information screen is 
displayed. 

 
The screen is divided 
into three sections. 
 
A. Milestone 
Information 
 
B. Milestone Detail 
 
C. Milestone Steps 

 
 

 

 
 

20. Verify Milestone 
Information.  This 
cannot be edited. 
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21. Under Milestone Detail 
be sure your report end 
date is in the date field. 

 
Select Start Date. 

 
Select Calendar Days. 
 
A description may be 
added. 

 
 

 

 
 

22. Under Milestone Steps 
the template establishes 
steps for two interim 
reports and a final 
report. 

 
The steps can be used as 
interim quarterly, semi-
annual or annual. You 
will always have at least 
a final financial and a 
final performance 
report. 

 
Additional steps can be 
added or deleted from 
the template. 

 

 

 



23. Use the following 
buttons to insert 
additional steps or 
delete steps as needed 
according to the period 
of performance of your 
award. 

 

 Add insert a step. 
 

 Delete a step. 
 

 

 

24. To delete a step, 
highlight the step and 

select the  delete 
step button. 

 
  
 

 

 
 

25. PRISM will display the 
message "Are you sure 
you want to delete the 
Milestone Plan step?" 

 

Select . 

 

 



26. The Milestone Steps 
screen is displayed and 
shows one less Interim 
Performance Report 
step.   

 
This confirms the step 
was deleted.  

 

 

 
27. To insert a step, 

highlight the milestone 
step below where you 
want the new step 
added and select the  

 insert step button.  
This will insert the new 
step above the 
highlighted step. 

 

 
 

28. The Add Milestone Steps 
screen is displayed.  
 
The Search defaults to 
Code and the Site to 
which you are assigned. 

 
 
 

 

 
 



29. Select Description from 
the dropdown arrow. 

 
 

 

 
 

30. In the For field enter 
FA%. 

 
Remove the Site code. 
 

Click . 
 

 

 
 



31. The Add Milestone Steps 
screen is displayed with 
a list of all FA steps that 
can be added. 

 

 

 
 



32. Select the link for the 
step to be added.  

 
Use only codes: 
 
Grant_FFR 
Grant_FPR 
Grant_IFR  
Grant_IPR 

 

 
 

33. After selecting the link, 
the new step is added 
above the step that was 
highlighted.  

 

 

 
 



34. Enter the PALT for the 
milestone steps based 
on the report due dates. 
When two reports are 
due at the same time 
the PALT for the second 
report will be zero. 
 
Example of Annual 
Reports: 
First Annual Interim 
Report is due 90 days 
after report end date.  
Enter 90 days. 
 
The Interim Federal 
Financial Report has a 
PALT of 90 days.  Since 
the Interim Performance 
Report is due at the 
same time the PALT is 
entered as zero. 
 
Second Annual Interim 
Report is due one year 
after First Annual 
Interim Report.  Enter 
365 days. 
 
Final Report is due 90 
days after period of 
performance end date. 
Calculate the number of 
days required and enter 
the PALT. 

 
For one year awards 
enter 90 in the PALT for 
the final report.   

 

  



35. Click the calculate 
button to calculate the 
report due dates based 
on the PALT. 

 

 
 

36. Verify the report due 
dates are calculated 
correctly by PRISM. 

 
If the dates are not 
correct make changes to 
the PALT as needed. 

 
 
 

 

  
 
 
 

Due dates must comply with: 
 
516 FW 1  
Financial Reporting for Grant and Cooperative Agreement Awards. 
 
516 FW 2  
Performance Reporting for Grant and Cooperative Agreement Awards. 

 



37. Enter the responsible 
party user id. 

 
Search for the user id by 
using the selection list 

button . 
 
 
 

 

  
 

38. The User Selection 
screen is displayed. 

 
The search criteria 
defaults to User ID and 
the Site code to which 
you are assigned. 

 

 

 



39. Use the dropdown 
arrow to select Last 
Name.   

 
 

 

 
40. In the For field enter the 

last name of the user 
responsible for 
monitoring this report.   
 
Remove the site code. 

 

Click . 

 

 



41. Click the User ID link for 
the user you want to 
add as the Responsible 
Party. 

 

 

 
42. The Milestone Step 

screen is displayed.   
 
The Responsible Party Is 
selected. 

 

 
43. Select the Responsible 

Party for the remaining 
steps. 

 
If the Responsible Party 
is the same for all steps 
the field can be copied 
from the first step and 
pasted into the 
remaining steps. 

 

 

 



44. Notifications can be 
created to notify 
internal and external 
parties of a due date for 
each milestone step. 

 
To create a notification 
for a milestone step 

select  next to the 
step. 

 

 

 



45. The Notification Detail 
screen is displayed.   

 
There are 3 types of 
notifications that can be 
selected. 
 
All 3 can be assigned to 
each step if desired. 
 

 Reminder of Action 

 Notification of 
Completed Action 

 Notification of 
Missed Due Date  

 

 

 



46. Select the Type of 
Notification. 

 
 

 
 

 

 



47. Select the Party to 
Notify.   

 
This can be a user within 
PRISM or an External 
party such as a recipient.  
 
When selecting User the 
system will email a 
notice to user’s email 
associated with the ID in 
the system. 
 
When selecting External 
a field is displayed to 
enter the external 
party’s email address. 

  
 

 

 



48. When selecting user and 
clicking on the selection 

list button  the User 
Selection screen is 
displayed. 

 
The Search Criteria 
defaults to User ID and 
the Site defaults to the 
site code to which you 
are assigned.  

 

 

 
49. Use the dropdown to 

select Last Name. 
 

Enter the user’s last 
name in the For field 
and remove the site 
code.  

 

Click . 

 

 



50. Click the link for the 
User ID.  

 

 

 
 



51. Enter the Number of 
Calendar Days in 
Advance that you want 
the notification to be 
sent. 

 
Enter the text of the 
email message in the 
text box. 
 

Click . 

 

 



52. After selecting 

the text 
box will automatically 
append the Milestone 
Description, Milestone 
Step, Document Number 
and Responsible Party to 
the text that was 
entered.  

 

Click . 
 
You may edit the text as 
needed.  This is the text 
that will be included in 
the email message to 
the internal or external 
user.  

 

 



53. The Notifications 
Summary: Milestone 
Step screen is displayed. 
 
To add additional 
notifications for this 
milestone step select 

. 
 
You may want to add 
another Reminder of 
Action to an external 
party to provide your 
recipient with a 
notification of an 
upcoming report due 
date. 

 
You will want to add a 
Notification of Missed 
Due Date for your 
recipient per 516 FW 1  
Financial Reporting for 
Grant and Cooperative 
Agreement Awards and 
516 FW 2  
Performance Reporting 
for Grant and 
Cooperative Agreement 
Awards. 

 

 

 



54. After selecting Add the 
Notification Detail 
screen is displayed. 

 
Select the Type of 
Notification to add. 
 
Select the Party to 
Notify. 
 
If this is an external 
party enter a valid email 
address. 
 
Enter the Number of 
Calendar Days. 
 
Enter the text of the 
email. 
 
Click Generate. 
 
The Milestone Step 
information is displayed 
in the text box. 
 

Click . 

 

 



55. The Notifications 
Summary Milestone 
Step screen is displayed.  
There are two 
notifications added for 
milestone step 1.  

 

 

 
56. Once you have 

completed adding 
notifications to 
Milestone Step 1 select

. 
 
 

 
 

 
57. The Milestone Plan 

screen is displayed. 
 

You will continue to add 
notifications to the 
remaining Milestone 
Steps. 

 

 



58. Once the Responsible 
Party and the 
Notifications are 
entered for all Milestone 

Steps click . 
 

The button 
is at the bottom of the 
screen. 

 

 



59. You must now link the 
Milestone Plan to your 
award. 

 

Click  the  
button. 

 

 



60. The Link Document 
screen is displayed. 

 
You will see that your 
Milestone Plan has No 
Link. 
 
You must link your 
Milestone Plan to an 
award. 
 
Financial Assistance will 
NEVER link the 
Milestone Plan to a 
Requisition. 

 

 

 

61. For Link Options, select 
Award and use the 
dropdown to select 
Grant.  This is used for 
both Grants and 
Cooperative 
Agreements. 

 
 

 
 



62. Search for the award to 
be linked or enter the 
award number in the 
Award Number field. 
 
You will always link your 
Milestone Plan to the 
base award.  Never 
include Modification 
numbers. 

 

 

 

63. Click the selection list 

button  to search 
for the award to be 
linked. 

 

 

 



64. The search screen is 
displayed and defaults 
the Search Criteria to 
My Documents and the 
Site to which you are 
assigned.  

 

 

 



65. Change the search 
criteria to All, remove 
the site code and enter 
your award number in 
the For field.   

 

Click  . 
 

 

 



66. Select the link for the 
base award. 

 

 
67. The Link document 

screen is displayed.  The 
Award Number is now 
populated in the Award 
Number field.  

 

Click . 

 

 



68. The Milestone Plan is 
now linked to an award.  

 

 

 



69. Select . 
 

Setting the Baseline 
starts the clock and 
PRISM will start to track 
the progress toward the 
Milestone Plan. 

 

 
70. PRISM displays the 

message, "Are you sure 
you want to Set the 
Baseline for the 
Milestone Plan?"  

 

Select . 

 

 



71. The Milestone 
Information screen is 
displayed.  

 

 



72. Select . 

 

 



73. The Milestone 
Information screen is 
displayed. 

 
Verify all projected 
dates are correct.  
Adjust the dates if 
needed. 
 
Select the Lock for all 
Milestone Steps.  This 
will prevent the PALT 
from changing when you 
enter received dates. 

 

 

 

74. The Milestone 
Information screen is 
displayed. All steps are 
locked. 

 

Click . 

 

 



75. The General screen is 
displayed. 

 

Click . 

 

 



76. You are returned to the 
PRISM welcome screen. 

 
You have completed 
creating a milestone 
plan for your award. 

 

 
 

 


