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1.1 System Background

The Federal Funding Accountability and Transparency Act (FFATA) necessitated a system to allow prime
grant award and prime contract recipients to report sub-award activity and executive compensation.
The FFATA Sub-award Reporting System — FSRS.gov — is the system that allows grant award and contract
award recipients to electronically report their sub-award activity. July 2010, "FSRS.gov" launched as the
resource for prime awardees to report on FFATA-required contract sub-award activity and executive
compensation October 2010, "FSRS.gov" expanded to incorporate FFATA-required grant sub-award and
executive compensation reporting.

To learn more, please review the home page materials that discuss the system’s background, reporting
requirements, and the FFATA legislation, regulations and OMB Guidance.

Federal Funding Accountability
and Transparency Act Subaward

Training Materials
» FSRS Awardes User
Dermanstration

Reporting System (FSRS) ' S oov
i' ; "
Log-In or Register Now: Documents
‘ . : User Guides
| _é FENERAL GOVERNMENT ﬂ% AWARDEES > FERS Anardee Gutle
|

Flease usvt Explorer 6.0+, Mozila Firefox 2.0+, or Apple Safari 3.0+ to access FSRS,

About FSRS News

Question of the Month:

Is my company required to file a
About FSRS FFATA Subaward Report in

The Federal Funding &ccountahility and Transparency act (FFATA) was signed on September 26, 2006, FSRS? Wigw the answer
The intent is to empower every American with the ability to hold the government accountable for each
spending decision. The end result is 0 reduce wasteful spending in the government. The FRATA

Coming Soon!

legislation requires information on federal awards (federal financial assistance and expendituras) be made On October 29, 2010, grants
available to the public via a single, searchable website, which is www. USASpending.goy, subaward reporting functionality

will be available on FSRS.gov.

The FEATA Suhaward Rennrtinn System (FSRSY s the rennrtinn tonl Federal nrime awardees e, arime
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1.2 About this User Guide

This user guide is intended to help prime award recipients utilize the system to report their FFATA

FSRS Awardee Guide 1.2

required sub-award activity. “Sub-awardees” or “sub-contractors” do not use this system to report.

Only prime award recipients submit FFATA reports in this system.

Federal government users should refer to the “Federal Government User Guide” (links to this guide can

be found on the Federal Government user’s login in screen, and from within all navigational pages of the

federal government user’s fsrs.gov interface).

1.3 Key Navigational Icons/Terms Defined

(Note - Please refer to system’s data dictionary links — found in the report creation “tips”
section, or in the “resources page” navigation, for specific FFATA report field definitions).

Quickly skip to any page by clhicking

the steps in the left column.

Guickly skip to any page by clicking
the steps in the left column.

FEATA Grants Data Definitions

Navigation Term

What to Look for:

Description

Add All Contracts to My
Worklist

Add All Contracts To My Worklist »

From the tab “Contracts Not
Added” (from the “worklist”
main navigation), the user
can click the "add all
contracts to my worklist"
button to add all the
presented contracts to their
worklist.

Add all Grants to my
Worklist

Add All Grants To My Worklist »

From the tab “Grant Awards
Not Added” (from the
“worklist” main navigation),
the user can click the "add
all grants to my worklist"
button to add all the
presented grants to their
worklist.

Copyright © 2010
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Navigation Term

What to Look for:

Description

Add to Worklist
Or

Add Award to Worklist
(button on home page)

[ Add To Worklist ]

* A add award
J to worklist

Button used to place a
grant/contract award on a
user’s worklist.

Use from the home page will
take the user to the first step
of adding an award to the
worklist.

O BACK TOLIST

Apply Search Button where the user clicks
to apply the desired search.
Back Takes the user back to the
Back
previous step in a stepwise
form.
Back to List When reviewing a record

from a list (e.g., worklist
award), use the “back to list”
button to return to the list
(previous screen).

Batch upload reports

Batch Upload Reports

Resource allows prime
awardees to “batch upload”
grant/contract FFATA
reports in either excel or xml
batch formats.

Browse

Browse...

Used to search for a file on
your system for upload to
the system.

Cancel from a record review
- e.g., when reviewing an
award record on the
worklist)

Or

Cancel when creating a
FFATA report

Zancel

Return to previous page.

From within a report - Click
'‘Cancel' to leave and
continue a report later from
the point it was last saved. If
a report has not yet been
saved, clicking cancel will
simply return the user to the
reports list.

Copyright © 2010
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Navigation Term

What to Look for:

Description

Clear

Clears selected search
criteria.

Collapse Navigation Arrow

|v Sea

Click a downward pointing
arrow to “collapse” a
navigation category (e.g.,
collapse “Search Filters”)

Contracts Not Added

Contracts Not Added '

This tab (within worklist),
lists contracts that were
found that match a user’s
registered DUNS # and have
not been added to their
worklist.

Copy Report

Copy Repaort

From the FFATA report list,
an awardee can copy a
report as the basis of
another report in the system.
“COPY” will bring in report
elements that would not be
specific to a particular report
month (e.g., a previous
report’'s sub-awardee data is
not copied forward, but the
“prime” awardee’s data
elements would be carried
forward).

Create New Report

Or

create FFATA report
(button on home page)

+ Create New Report

s create FFATA
=f | report

From the main navigation
FFATA reports, this button
allows the prime awardee to
add a new report.

From the home page, this
button will take the user to
the first step of creating a
FFATA report.

As users start to create a
report, they will be presented
with fields that establish
whether the report is a
contract or grant award
report.

Copyright © 2010
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Navigation Term

What to Look for:

Description

Create/Review Reports
FFATA Reports

Create | Review Reports
FFATA Reports

Batch Upload Reports

This main navigation allows
the prime awardee to review
their exiting reports

Delete Delate From the FFATA reports list,
a user can delete a draft
report.
Edit Use this icon to open a

Ef

record for “edits” (versus
merely “review”).

Expand Navigation Arrow

 Searn

Click a right pointing arrow
to “expand” a navigation
category. (e.g., expand
“Search filters”)

FFATA Report

— - e

l FFATA Reports ]

A FFATA report is created
by the prime awardee
(contractor or prime grant
award recipient), by award
for each month where they
had sub-contract of sub-
award activity for the
contract or grant.

Grant Awards Not Added

|

' Grant Awards Not Added |

This tab (within the main
navigation worklist) list grant
awards that were found that
match a user’s registered
DUNS # and have not been
added to their worklist.
Users can add a specific
grant award to their worklist,
or click the "add all grants to
my worklist" button to add
them all to their worklist.

Home

Home

This is the user’s point of
entry to the system. From
this page, users can access
all navigation, utilize
quicklinks and review
system announcements.

Copyright © 2010
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Navigation Term

What to Look for:

Description

Ignore Errors, Save and
Continue

Ignore Errars, Save & Continue

Button that allows a user to
save a form without
resolving all presented
errors (e.g., not all required
fields on report creation step
have been completed).
Note, users must resolve all
errors prior to “submitting” a
FFATA report.

Jump

Jump|1 | ¥

Logout

Moves directly to and
displays the selected page
(in a multi-page list).

| Logout

Navigation to sign off the
system. Found in upper
right of every page in the
system.

Next

Hext =

Shows the next page (in a
multi-page record list).

Previous

< Previous

Shows the previous page (in
a multi-page record list).

Quicklink

* £ add award
J to worklist

I create FFATA
=f | report

Quicklinks are home page
navigational elements
(buttons) that allow users to
directly navigate to a
particular action in the
system. E.g., from the home
page, click the “create
FFATA report” button to
navigate directly to that
action in the system.

Reopen to Edit Report

l | Feopen to Edit Report ]

After a report is submitted,
an awardee would need to
“reopen” the report to make
any necessary edits. After
edits are made, the awardee
would need to “submit” the
report again.

Copyright © 2010
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Navigation Term

What to Look for:

Description

Report Month

Report Month

FFATA reports are
submitted by month of sub-
award/sub-contract activity.
The Report Month indicates
what month the report is
reflecting.

Required Field

Indicates entry into the field
is required before
save/submit can be used.

Review

&

Review the record data.

Save

Save

Saves your work and leaves
you on the same form of the
record.

Save & Go Back

| Save & Go Back ‘

Saves the data on the
current form, and

Save and Continue

‘ Save & Continue |

Saves your work and moves
the user to the next step of a
step-wise data entry form.

Save PDF

Save PDF

Opens a FFATA report in
PDF document format. This
can be saved to a user’s
local system.

Search Filters

FV Search Filters
Davs —

Search filters are resources
that allow a user to search
for records in a list that
match the search filter
settings.

Sort Arrow (on list displays)

Contract/ Award Number |Agency ID
A E Y

When reviewing a list, if the
column heading has an
arrow, the user can click the
heading to sort by that
column’s terms. The
heading title of column that
is controlling the presented
order will be “maroon” in
color.

Copyright © 2010
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Navigation Term

What to Look for:

Description

Source

Source

The report list will indicate
the “source” of the report.
Those reports tied to a
Contract award will list
“contract”, and those report s
tied to a grant award will list
“grant”.

Status

Status

FFATA reports have three
types of Status — DRT
(DRAFT — saved in the
system but not submitted),
SUB (Submitted through the
system) or RPN (Reopened
— previously submitted and
reopened by the awardee).

Step

Contract / Grant Request Form (Step 1)

@
2

@
@

7

Instructions

Enter Award 1D
(FAIM)

Grant Awiard
Details

Prime_Award
Details

Subawardee Data

Review

The “step” term indicates
that the system has “steps”
that comprise a multiple step
process.

For filing a FFATA report in
the system, a green step
circle on the left side bar
display indicates that the
user has completed a step.
A yellow step circle indicates
that the step is open to edits.
Gray indicates that the step
has yet to be fully
addressed.

Submit

Subrnit

Button used to submit a
report (during step 7 of
creating a report/or when
resubmitting a reopened
report).

View Printable Report

Wiew Printable Report

Opens a FFATA reportin a
format that is formatted for
printing.

Copyright © 2010

Page 12

www.symplicity.com



symplicity

FSRS Awardee Guide 1.2

Navigation Term

What to Look for:

Description

Worklist

Worklist

This main navigation allows
the prime awardee to
organize the awards for
which they have reporting
responsibility. The user can
search for and add awards
(both contracts and grants
awarded to their registered
DUNS number) to their work
list from contracts reported
in FPDS-NG and grants
reported through the
Agency's FAADS+
submissions to
USAspending. The user can
create new FFATA sub-
award reports against those
prime awards. The user can
view unassigned prime
contracts and/or grants
awarded to their registered
DUNS number and add
them to their worklist.

Copyright © 2010
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1.4 Log-Into FSRS

1.4.1 System Tie with eSRS

Users registered in the electronic Subcontracting Reporting System (www.esrs.gov) are able to
access the FSRS system with the same log-in credentials that they use for eSRS. If a user
registers for a new account in the FSRS system, they will be able to login to the eSRS system
with the same credentials.

In addition, authenticated (logged-in) users in either system are able to toggle between the
eSRS.gov and FSRS.gov applications seamlessly by clicking on the link in the upper right hand
corner of any page, “Log-in to eSRS” or “Log-in to FSRS,” depending on the system in which
they are currently working.

eSRS log-In Link (from within FSRS.gov

Friday, Nuvemb&r*/l?ﬂﬂl 2:40 pm
Uzer: messsmni@ve==mn.net Log-in to eSRS | Logout

1.4.2 Existing Users

l. Users point their browser to https://www.FSRS.gov/.
II.  The awardee then clicks on the “Awardees” link within the “Log-In or Register Now” box
shown below.

Log-In or Register Now Box

Federal Funding Accountability
and Transparency Act Subaward

Reporting System (FSRS)

1
Log-In or Register Now: Documents
~ ¢ User Guides
'f_% FEDERAL GOVERNMENT 5‘% AWARDEES » ESRS Awardes Guids
Training Materials

» FSRS Awardes User

Please use Internet Explorer 6.0+, Mozilla Firefox 2.0+, or Apple Safari 3.0+ to access Dermonstration
FSRS. =EHEEsEn
about Fses | R R News

Page 14
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lll. A userlogs into FSRS by typing their email address and password under the “returning
awardees: login” section. They then click the “Login” button.

IV. If a user forgets their password, they can click the “forgot password” resource. Doing so
resets the user’'s password and generates a reset password email to the user.

Awardee Login Screen

Federal Funding Accountability and Transparency

Act Subaward Reporting System (FS

13 = Monhday, October 25, 2010 | 5:31 pm
=login

(@ returning awardees: login P _@new awardees: register
——

Ermail: Il - Existing Users Register far a new account
sl
| Login & |!2’ Forgot Password |
10yl Reaistration instructions Fe B o
v ‘:__ foe Neiardees ‘g Awardee User Guide
Mot an awardee user? Click here.
For Help: Federal Service Desk Turn Accessi On Awardee User Guide FSRS Awardee User Demonstration
. Page 15
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1.4.3 New Users

I. Users point their browser to https://www.FSRS.gov. Note: users do not need to re-
register if they have an existing eSRS Contractor user account (Www.esrs.gov).
Il. The awardee clicks on the “Awardees” link within the “Log-In or Register Now” box

Log-In or Register Now Box

Federal Funding !
and Transparency

Reporting Sy stem (FE)RS)

Log-In or Register Now: Documents

User Guides

{3 { :
ﬂ_% FEDERAL GOVERNMENT ﬂ% AWARDEES » ESRS Awardes Guide

Training Materials
» FSRS Awardes User

Please use Internet Explorer 6.0+, Mozilla Firefox 2.0+, or Apple Safari 3.0+ to access Dermonstration
FSRS. s
About Fsks | HMRZ L T News

lll. To register, the user clicks the “Register” button under the “new awardees: register”
section.

Awardee Login Screen

Federal Funding Accountability and Transparency

Act Subaward Reporting System (FSRS)

Monday, October 25, 2010 | 5:31 pm

j,é] login

(@returning awardees: login _@new awardees: register

Register for a new account

11l New Users

Email:

Pagsword: Existing Users

| Login i|;/’ Forgot Password :

Registration instructions B e
‘ ‘ Awardee User Guide
1o Awardees =

Mot an awardee user? Click here,

For Help: Federal Service Desk Tuin Accessibility Mode On Awardee User Guide FSRS Awardee User Demonstration

IV. The registrant completes the two step process that opens (forms capture registration
data).

Page 16
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V. Note: Throughout the system a red asterisk (*) designates that the field is required.
VI. Step 1: The user enters their organization’s DUNS Identification Number and clicks the

Awardee Registration Screen

“Next” button.

AL JUavwalu INCPUILLLLLE U YOLTLIE \I.LJJ.\UJ *EGUV

==l TSAgo

j‘a login

‘Wednesday, July 7, 2010 | 5:06 pm

_é’g Registration Step 1 of 2

Please enter your DUMNS Identification Mumber.

(Previously, this field was called the "Contractor ldentification Mumber") Please do not include any dashes when entering your DIUME number. Upan entering the
DUMS, FSRS will pull the appropriate company infarmation from the Central Contractor Registration (CCR) database and auto-populate most of the fields on the
next screen. You will still need to fill in the required Contact Information fields. {If the auto-populated information is incarrect, you'll need to contact CCR rather than

FERE)

Note: If you have an accountin eSRS (hitps:fwawaw esrs.gov) vou do not have re-register here. You may use the same username/password for both systems

Note: Only the prime contractor's representative can register under their DUNS # to file a report. By registering under this DUNS # you cedifying that vou are a
representative of the prime contractor's company and have the authority to file this repart.

A\ Note
Flease be aware that all information collected on the FFATA wehsite fwwaw.ffata.gov), including registration infarmation and report data, will be
visible to the public on a public website.

DUMNS #:

VII.On step 2, some form data may already be populated on the form from CCR.gov. This

VIII.

is based on the DUNS entered in step one.
Users must complete all required fields (indicated with a red asterisk) and click the

“submit” button.

IX. After submitting this form, a confirmation email is sent to the email address provided

during the registration. The confirmation email presents instructions on how to finalize
the registration process. An account is only activated after the user follows the
instructions presented in the email that is sent to them.

After a user has confirmed their registration, as outlined in the email that they received,
the user can return to the Log-In page (see EXxisting Users, page 14). They can then
enter their e-mail address and password, and click the “Login” button, to login to FSRS.

Page 17
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1.5 Terms of Use Agreement

I. All users are required to agree to the Terms of Use for FSRS.
II. Use the side scroll bar resource to review the terms and conditions in their entirety.
lll. A user can click “OK” to move forward or “Log-Off” to exit.

Terms of Use Agreement Screen

Federal Funding Accountability
and Transparency Act Subaward

Reporting System (FSRS)

FSRS Terms and Conditions

Lo OFF IMMEDIATELY ifwou do not consent ta the conditions stated in the fallowing notice. Othenwise ¢l
Ok to acceptthe terms and proceed.

I. Usage Agreement

m

This s a U5 General Services Administration Federal Government compuler systern that is "FOR
OFFICIAL USE ONLY " This syatern Js suibject fo monitoring. thcivicduals faund perfonming
wnauthorized activities are subfect fo discipiinanys action inciuding criminal prosecution.

Uszers (authorized or unauthorized) have no explicit or implicit expectation of privacy in anything
wiewed, created, downloaded, or stored on this systemn, including e-mail, Internet, and Intranet use.
Any ar all uses ofthis system (including all peripheral devices and output media) and all files on this
systerm may be intercepted, monitared, read, captured, recorded, disclosed, copied, audited, andfor
inspected by autharized FFATA Sub-award Reporting System (FERE) persannel, the Office of

ector General (013, andfor ather law enfarcement persannel, as well as autharized officials of

ragencies. Unauthorized use of this system is prohibited and may constitute a violation of 18

2. 1030 or other Federal laws and regulations and may result in criminal, civil, andfar

inistrative action. By continuing to use this system, you indicate your awareness of, and consent

Arm tovree moned conditioon e coned aclboncolad oo thoat thoaen e mon roca e arakblln coeeonoetadioon af mrioeees e

[o]34 Log-Cff

For Help: Federal Service Desk

Page 18
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1.6 Getting Help with FSRS

1.6.1 The Help Desk

I. Users can access the Federal Service Desk (FSD) directly from within the system.

is the help desk organization that provides help desk support for FSRS.gov.

II. Alink to the FSD is presented on the home page.

Navigation to Access FSD on FSRS.gov

A 1

Log-In or Register Now

‘§ FEDERAL GOVERNMENT -é AWARDEES

Flease use Internet Explorer 6.0+, Mozilla Firefox 2.0+, or Apple Safari 3.0+ to access
FSR5.

About FSRS

About FSRS

The Federal Funding Accountahility and Transparency Ack (FFATA) was signed on
September 26, 2006, The intent is to empower every American with the ability to hold the
government accounkable For each spending decision, The end result is bo reduce wasteful
spending in the government, The FEATA leqislation requires information on Federal awards
(Federal financial assistance and expenditures) be made available to the public via a single,
searchable website, which is v, USASpending. govy,

The FFATA Subaward Reparting Syskem (FSRS) is the reporting tool Federal prime awardees
{i.e. prime contractors and prime granks recipients) use to capture and report subaward and
executive compensation data regarding their Ffirst-tier subawards to meet the FFATA
reporting requirements, Prime contract awardees will report against sub-contracks awarded
and prime grant awardees will report against sub-grants awarded, The sub-award
information entered in FSRS will then be displayed on www, USASpending. gov associated
with the prime award Furthering Federal spending transparency.

REPORTIMG TIMELIME FOR PRIME COMTRACTORS

Prime Contractors awarded a Federal contrack or order that is subject bo Federal Acquisition
Regulation clause 52,204-10 (Reporting Executive Compensation and First-Tier Subconkract
Awaards) are required bo file a FRATA subaward report by the end of the month Folloving the

Documents

User Guides
» FSRS Awardes Guide

Training Materials
+ FSRS Awardes User
Dremnonstrakion

News

Question of the Month:
Is my company required to
file a FFATA Subaward
Report in F3R3T Yiew the
answer

Coming Soon!

20 Qckober 29, 2010, granks
subaward reporting
functionality will be available

on FSRS. qov.

Viewer Software:

Some documents linked from
this page are in PDF, Flash,
or PowwerPoink Format, To
vigw these files, vou may
need ko download:

+ Adobe Acrobat Reader

» Adobe Flash Plaver

# Microsoft PowerPaoint
Wigwer 2007

For questions about FSRS,

manth in which the prime contractor awards any subconkract greater than $25,000. This contact:

reporting requirement will be phased-in (see below): #» Your conk officer For
gqueskions al RS

# Phase 1: Reporting subcontracts under Federally-awarded contracts and orders valued aDDlICaThtV u
contracts,

greater than or equal to $20,000,000, reporting starts now,
» Phase 2: Reporting subcontracks under federally-awarded contracks and orders valued
greater than or equal to $550,000, reporting starks Ockober 1, 2010,

» For Help: Federal Service
Dk

lll. There is also a navigational link for the FSD (help desk) contained in the lower
navigational bar that is presented when a user is logged into the system.
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IV. Clicking the FSD link opens a transition page introducing the Federal Service Desk
(FSD) where users can secure assistance (shown as new window open on image
below).

V. The link to access the FSD is presented on this screen (FSD.gov).

VI. Users are automatically re-directed to the FSD 30 seconds after navigating to the
transition page.

Contact the Federal Service Desk Resource

£F ORI DESK - FORD - HNWINELLXIOrer proviaed oy Len = s
Fedel‘a] FUI"J:"" A @v|’c‘! https://fsrs-tests.. ~ % | @| *y‘x Hb Bing R
Act Subaws vorites | @3 Help Desk - FSRS % - B - 2 dm - Pagev Safety~

Home | Profile | Worklist | Create/Review Rg

Federal Funding Accountability
LT home and Transparency Act Subaward
Reporting System (FSRS)

* ¥ add award A\ alg
J to worklist A :
» No curre \ d Fedr ‘ Se eSk

tart here fe ntracts

ou will be re-directed to the Federal Service Desk in 30 seconds. Click the logo above if you would |
create FFATA

. ’ like to be redirected immediately
S Y- ar
=f | report A

+ This is INTRODUCING...

v
Look fo The Federal Service Desk

FSRS Users:
For Help: Federal Service Des m e orf

We are pleased to introduce you to a new source of help for your guestions concerning the Federal Fun
Accountability and Transparency Act [FFATA) Subaward Reporting System (FSRS)

The Federal Service Desk (FSDO) launched in June 2003 ag
Environment (IAE). At the Federal Service Desk (fsd.qov,

ntegrated Acouisition |

m  Find information you need by searching severarvay - y ter
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1.6.2 Resources Page
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When logged into the system, in the main navigation bar at the bottom of any system
page, users will see a link to access a resources page. This page presents resources

for the user.

Image of Bottom Navigation

For Help: Federal Service Desk Turn Accessibility Mode On

Awardee User Guide FSBS Awardee

On this page, users will
find Quick Reference
Guides, User Guides,
Demonstration Videos,
Technical Documentation,
and access to the system'’s
FAQs (Frequently Asked
Questions).

| Resources Page

Resources

Guick Reference Guides

hinaging COMTRACT Subaward Reporting in
F3RS:

-

-

-

-

-

Add a Contract Aweard to the Awardes
Wi it

Delete a Contract Aweard from the
Aunardes Mo ddist

Creating and Submitting a Contracts
FFATA Subaward Reportin FERS
Edita Report from the FFATA Reports
List

Eewiew, Accesz and Retrieve Reports
from the FFATA Reports List

User Guides

For Awardee Users:

-

Auvardee User Guide

Dernonstration Wideos

« FSRE Amardee User Demonstration

Webinar frchives

Launch of Grants on 10.29.2010

For Awardee Users:

+ Amardee Cwenriewn

Technical Documnertation

« [ata Definitions for Contracts

« [ata Definitions for Grants

FAGs

« FAQ:

Copyright © 2010
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hEnaging GRANT Subaward Reporting in FSRS:

-

-

-

Add a Grant Avard to the Awardes

Wi it

Delete a Grant Avard from the Auvardes
Wi it

Creating and Submitting a Grants
FFATA Subaward Reportin FERS
Edita Report from the FFATA Reports
List

Eewiew, Accesz and Retrieve Reports
from the FFATA Reports List

For Gowemment Users:

-

FERS Agency Coordinator Guide

For Gowemment sers:

« Government User Oweneiew
« Gowernment User Training

www.symplicity.com
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After successfully logging into FSRS.gov, users are taken to a “home” page that is similar to the
“Home Screenshot” below.

2.1 Home Features

I.  The Navigation bar at the top of the screen allows users to move through the system.
This bar is available on every screen throughout the system. Please read “Section 2.2
Navigation Overview” for more information.

II. The “Alerts” section shows messages that require a user’s attention.

lll. “Announcements” are created by FSRS administrators.

IV. The quicklink buttons on the left hand side of the screen allow users to quickly create a
new FFATA Report, or to link an award to their worklist. Please see the corresponding
sections of this manual for more information.

Home Screenshot

@ powered by symplicity

Federal Funding Accountability and Transparency

— Act Subaward Reporting System (FSRS) =
I v
=,

tober 25, 2010 | 7:04 pm | test-123@symplicity.com | Log-in to SRS | Logout

* X add award /\ alerts - awardee
] to worklist L \/ user guide

» Mo current alerts

create FFATA , by awardee user
report /¥ announcements i (i@ demonstration

+ This is a sample Announcment!
Look for notifications from the FSRS system administrators here

@ Desk Turn Accessibility Mode On Awardee User Guide FSRS Awardee User Demonstration

Page 22
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2.2 Navigation Overview

Navigation Screenshot

e _ o A
e .

Home | Profile | Worklist | Create/Review Reports
FFATA Reports
e, h
L nome Batch Upload Reports

Home: Home returns a user to the default home page (same as seen on login).

Profile: The profile page allows a user to edit account and contact information. Please turn
to “Section 3, Profile” of this manual for more information.

Worklist: The worklist allows a user to view all awards (both contracts and/or grant awards)
that have been linked to their account. Turn to “Section 4, Worklist” for more information.

File / Review Reports:

FEATA Reports: The FFAFTA Reports section allows a user to add a new FFATA
Report and to review existing FFATA Reports. Turn to “Section 5, FFATA Reports” for
more information.

Batch Upload Reports: This feature allows a user to file multiple FFATA Reports at
once. A user can download Microsoft® Excel™ templates that can be used to create a
CSV (comma separated value) or tab delimited file which can then be imported into the
FSRS system for either a set of grants or a set of contract FFATA reports. There are
resources to allow users to download XML file templates for reporting batches of
contracts or batches of grant FFATA reports in XML format. Turn to “Section 6, Batch
Uploads” for more information.

Page 23
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I. If a user clicks on “Profile” in the top navigation menu bar, they can review their core
contact information on this screen.

II. To edit profile information, the user should click the “Edit” button. After making desired
changes, the user should click the “submit” button to enter the changes.

lll. To change a password, users click on the “Password” tab near the top of the page.
Users may enter a new password on that page. The user should click “save password”
when done. For security purposes, passwords must meet the following criteria:

1. Must be between 10 and 14 characters
2. Must contain 2 of each of the following: lower case letter, upper case letter,
number, special character (i.e. !, %,")

Profile Review Screenshot

Home | Profile I i Create [Review Reports

‘@ profile
Core -'-.I Password \ n

I >I Edit

Personal Information

Fullname: sam test
Email: test-123@svmplicity. com
Phone: 5453334567

Supervisor Name: bill simth

Supervisor Email: billZ@test.com

Prime Awardee

Prime Awardee:

Note: If a user’'s company/organization profile is not accurate, the user must make
any necessary updates in the Central Contractor Registration (CCR.gov) system.

. Page 24 —
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4.1 Overview of the Worklist

I.  The Worklist main navigation allows the prime awardee to manage and review the
awards for which they have reporting responsibility.

Il. The user can search for and add awards (both contracts and grants awarded to their
registered DUNS number) to their worklist from contracts reported in FPDS-NG and
grants reported through the Agency's FAADS+ submissions to USAspending.

lll. From the worklist they can create new FFATA sub-award reports against those prime
awards.

IV. Users can view unassigned prime contracts and/or grants awarded to their registered
DUNS number and add them to their worklist.

V. This navigation provides a way to review an award and all associated reports for that
award (view existing reports).

Page 25
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4.2 View Existing Worklist Records

I.  Within the main navigation “worklist”, the “My Worklist” tab lists those contracts/grant
awards that have been selected by a user for reporting through the system.

II. The “type” column indicates the type of award (contract/grant award).

lll. The list of awards can be sorted. This is accomplished by clicking on the column
heading text (adjacent to any up/down arrow). Toggle the sort between descending and
ascending order by clicking the same heading again.

IV. The currently active sort column is designated by a Maroon color column heading.

V. View the details of a contract/grant award, by clicking on the 2l view Icon beside the
award number, or clicking on the Award Number. This takes the user to the “Award
Details” tab.

My Worklist Screenshot

Home Prefile Worklist Create | Review Reports
£ awardee worklist Tuesaay, Cetoder 36, 2010| 530 am | Test11isympliciny.com | Log-in (0 e5RS | Lagg
My Worklist ! d Y Geant Awards Vot Added |
/ MNote

The “Wiorki=1" is an orgaagabona toal for comenience. it aliiws the prme seasdes [0 crganize the awands for which they have
rpofing responcibkly. They can seach ioe and a0d Faards (Dot Contracts and grants Seared 1o her repstered DUNS number)
I thir work Bst rom contpacis rl:p:lrlu:-:lln FPDS-MG and grants reported through the Agency's FAADS submissions o

LSAcspesdang, They car Suldard feporns 3ganst Mose pnms Saands. They Can v UREssHned prme
coniracts andior gra v icternd DUNS rurmder and zod them to theirworklis. There is no dedation n workfiow
EEtwen managag p S i the A=andee Workds

Chck on the o GIAMS Mot Agied a0 10 ViEw anry' Conbrachs/aw| £ Sysiern [hal matey your CUNS # and
heve ot been soded o yowr wikdisy

» Searen Filters

Tr—

# Search For And Add Award | & Creast Report List » 0 3 4 Prevous |Jump 1 = |Hext [
vii Syard Number = Top Level Agency = TYpe * opticns
HEALTH AND HUMAM ADMPISTRATION FOR
1 Fesricie
edt SERVICES, DEPARTMENT OF | CHILDREMN ARD FAMILES e
— MATIONAL SCENCE NATIONAL SCIENCE Ramove Exsting Fepors
\ Qe FOUNDATION FOLRDATION el 109 9Pt
IX P NATIONAL SCEMCE . ST ., primas = E
W |G R EUNOATIGN PUBUC BULDINGS SERVICE | [ Remgs Exgting Fapons
L/ —_—
+ Search For And Add Award + Create MNew H-;pr,-rl; qupnrt LKt k| Nems -3 ol 3 q [ Jumip 1 - | i;.
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VI. When a user views a specific award, there is another tab that lists any existing reports
associated with that award. This tab is called “Existing Reports”.

Award Details Screenshot

Fi L= iC

Home Prefile Warklist Create | Raview Reports

— ' Tuesdzy, October 26, 2010 | 959 am | test-123@tymplicity. com n
/ awardee worklist = : Ry com | LA eane | Loont

FAIN: TESTE e

Award Details {, Bxisting Reports | Vil
[ Camcel

Grant Information

Type of Bward: Grant &ecard

Dretails:
Agensy:

ADMINISTRATION F OR CHILDREM AND FAMILIES (7550)

Total Federal Funding Amoune:

J¥4TEE00

Certification: | verify that | am the Prime Asvardee for this grant
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4.3 View Existing Reports for Worklist Records

From the “My Worklist” tab of the main navigation “Worklist”, click the “existing reports”
button to review existing reports for an award.

From the tab “Existing Reports”, the user can see the reports that are in the system for
that award. Click the review icon to open a specific report to review.

My Worklist Screenshot

Aw

Home Prefile Worklist Create | Review Reports

I e —

~/ awardee worklist

My We-kiist | Contracts Mot Adgea | Grant awards wot Adoed |

Tuestry, Cotober 26, 2010 | 930 &n | Testd 180 symplieity.com | Log-in to 8SES | Loga

f Hote

The “Wiorki=1" is an orgamzabona toal for comenience. it aliiws the prme seasdes [0 crganize the awands for which they have
rapofting responsibibty. They can search for and add swards (both cortracts and grants swanded 1o ther regpstered DUNS number)
o their work §st rom contracts eportedin FPOS-NG and grants reported through the Agency’s FAADSH submissions D
LSAspetdang, They can create ngw FFATA Subaward fepons agaimst thase phime Saands. They Can visw' uassagned grme
contracts andion grants swardec to their registered DUNS number and 2dd them to theirworklis: Thereis no devdation n workfine
bEteREN MAaNagng prme Conlracts and grants in the A=ardes Workhst

Chick on the ConTaCEs ML Agdes or Grants Mot Adied tad to visw a0y Conlractoiswands i the system that mates your CUNS & snd
harve noft been added o your wokkss

# Search For And Add Award | 4 Create New Report | Report List » | tems 1-3 of 3 derepous |Jump 1 " |Mest b
Fward Number *  Top Level Agency ~ Agerey = TYpe * Opticns
—_— HEALTH AND HUKAN ADMMISTRATION FOR |
Do SERVICES, DEPARTMENT OF | CHILDREN ARD FAMILES grang =
—— NATICHAL SCEMCE NATIONAL SCIENCE Tt g e
@ ' om FOLUNDATION FOUNDATION ar || Exsting Feports
— NATIONAL, SCEMCE o prime T D
D | i FOUNGATION PUBUC BUILDNGS SSRVICE | Ramome Exsting Feporis
—_—
+ Search Far And Add Award || & Creste New Report | Report LSt & Rems 13683 ] jJump 1 = |
ard “Existing Reports” Tab
Homa Frafile Workist Craats | Review Baperts H Criddge.
J a,wardee Iworkhst IR UCIDUE 26, SUR | 389 T | ISR TSR, G Om | DD ] 50 EEes § LU
# G 1 G =1
O pace 1o LET
SenraDEtel | Exivbng Reparts I'-,
dEremoun | omp 1 = phEas b
Ageney iD= Agencr Hame = Sutoi  Source  RepstMerth®  Optiors
AT00 GEMERAL SERACES ADNSKISTRATION BRT  Comagt - Dirhitas Cogry Feporn
[ u'.l:n-:lumu:uu_..._l::m W T S TR P S Y TR -qu: . . ...l'.ia. k. Flondnder 1| Coered Soeeit .—_
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4.4 Find Award Records Not Added to the Worklist

I.  From the main Worklist navigation, the “Contracts Not Added” tab provides a listing of
Contracts in the system that are associated with the user’s registered DUNS, but that
have NOT been added to their Worklist.

II. From the main Worklist navigation, the “Grant Awards Not Added” tab provides a listing
of Grant Awards in the system that are associated with the user’s registered DUNS, but
that have NOT been added to their Worklist.

Worklist Tabs Screenshot

uesday, October 26, 2010 | 10:04 am | test-123@symplicity.com | Log-in to eSRS | Logou
/awardee{ Est 4 L

My Worklist Contracts Mot Added \ Grant Awards Mot Added\

} Note

The "Worklist" is an organizational tool for convenience. It allows the prime awardee to organize the awards for which they have
reporting respansibility. They can search for and add awards (hath contracts and grants awarded ta their registered DUNS number)
to their work list from contracts reported in FPDS-MG and grants reported through the Agency's FAADS+ submissions to

USAspending. They can create new FFATA subaward reports against those prime awards. They can view unassigned prime
vocictoras LIRS momsbsoe smel selel bleoimes ko tleoie vasoeldiot Thoes e me clos sasbioes s sosoelflona:

moambrante mmdine cemmbe mweeleed bo ts i
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45 Add ALL Records Not Added to the Worklist

I.  From the main Worklist navigation, the “Contracts Not Added” tab provides a listing of
Contracts in the system that are associated with the user’s registered DUNS, but that
have NOT been added to their Worklist.

II. From the main Worklist navigation, the “Grant Awards Not Added” tab provides a listing
of Grant Awards in the system that are associated with the user’s registered DUNS, but
that have NOT been added to their Worklist.

m. From either of these “not added” list tabs, users will see a button to “Add All___ To My
Worklist” button to add all contracts/grants to the “My Worklist” (making all contracts or
grants reportable).

Contracts Not Added List

—; awa rdee Workllst Tuesday, October 26, 2010 10003 am | test-123@symplicity. com | Log-in [o 8583 | Logoy

[ Myworkdist | contracts Mot Added | Grant Awards hot Adged \

Note
The fallowing contracts were found that match your registered DUMS # and have not been added to your workhst. You may add a
specific contract to your worklst or chek the "add all contracts to rey worklist® button to add them all

| Seareh Fiters y |
| Add All Contracts To My Worklist -{/\‘& m
# Search For Other Contracts = 4 Cre Mew Report l_F-tepart List | iems 1-10f 1 4 Previous | Jurmp 1 = |nexth
Contract Number >  Top Level Agency ~ Agency ~ Type DUNS Number | optiens
+ Search For Other Contracts | 4 Create New Report | Report List » | tems 1-1 of 1 4 [Jump 1 = | 4]

Grant Awards Not Added List
£ awardee worklist

R | | S ey | G e | B

fwwwlst T Contracts NnthM‘!' Grant Awards Not Added |

f Note
The following grants were found that match your registered DUNS # and have not been added to your workdist. You may add 2
specific grant to youwr woarklist or click the "add all grants to my workdist® button to add them all.

b Search Filters /1 _
Add All Grants To My Worklist » n
# Search For Other Grants | 4 Create New Report | | Report List » | ftems 1.7 of 7 derevigus | dump 1 7 |Nextb
Award 1D (FAINL | Top Level Agency = Agency = DUNS Number | gptions
HEALTH AND HUMAN SERVICES ADMMNISTRATION FOR CHILDREM AND [
1 ' TESOT Add To Worklst
- DEPARTMENT OF FAMILIES foresoTI0 -
. HEALTH AND HUMAN SERVICES, ADMINISTRATION FOR CHILDREN AND [
Add To Worklist
UL OF | peEparTMENT OF FAMILES SO
1l nE HEALTH AND HUWMAMN SERVICES, ADMMNISTRATION FOR CHILDREM AND AOTESOTAN I Add To Workdst
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4.6 Search for and Add a Single Award to the FSRS Worklist

There are two primary methods to add a new award to a user’s worklist. From the “My Worklist”
tab, use the “Search For And Add Award” button, or from the home page, click the “Add Award
to Worklist” Quicklink button,

Note, if a user submits a report on an award, the award is automatically added to the worklist as
well.

I.  From the “My Worklist” tab, the “Search For And Add Award” is a two step process
which allows for Prime Awardees to search for an award to be added to their worklist.

Search For And Add Award Button on the “My Worklist” tab
e, CAASSS—S—S—S—S—S————_—_—_—_—_—_—_—___ -

Home Profile orklist Creats | Review Reports

Twesdiy, October 26, 2010 | 230 &m | Test-1 s@rsymplicity. ¢om | Log-in o &SES | Logd

/£ awardee worklist

Ity Werklies ‘r Comracts hod Adeed 11] Frant Awaeds Hot -RUD!'I:I-‘HI

f Haote

Thee "WWarkEs® 1= an oropneg abcnal iool fod comenience I alioes the pame awandes 0 organize the srewands fof which iy hereg
reporkng resaonsibity 1|'l!"_|-' can search ior and add awards (both contracts and grants ssarded e their regstered DS inumoer)
13 thieer work 52 from contracts reported m FPDE-NG and grants repated threugh the Agency's FARDS + submissons it
LiSacpendng. Theycan create new FRATA cubaward repors 3gainct hose pime seards. They can vees unassgned gime
contracts andior grants awrded o their egistersd DUMNS number and add therm to Heir workdist. There i no devaton 5 workdiey
beateEen FRARBGNG peme Coniracs and frants in the favandes Wodkdist

Click on the Congracts Mot Added or Grands Mot Added tab to visy amy conbracis/awaeds n the systern thatmatch your DUNS # snd
hizrve not been added to your waorkist

b Bearch Fiters

it || Repor LISt | hems 1.3 3 Areioss [Jump | * | Next [

& Eearch For And Ado Award

dward Humber = 'I'-||:|- Ld\-ll.lgll Agih:f' l"-pi - Optiant
F . HEALTH BND HUMAMN ADMIMISTRATION FOR ——
Fem
D | o SERVICES, DEPARTMENT OF | CHILDREN AND FAMLES s el
e HATIONAL SCIERCE MATICNAL SCIENCE s Eleran i o ——
Il. Users can easily add a new contract from the Home | Profile | Worklist | Cre?

“home” page once logged into the system. To
do so, they simply click on the “Add Contract ﬁ home

to Worklist” button.
. * A add award
to worklist

= create FFATA
=4 | report

Homepage Quicklink - Add Award to Worklist
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lll. Regardless of the point of entry above, users are then taken to the “Enter Contract /
Grant Form (Step 1)". The first question on the form establishes if the award is a Grant
or Contract/Order.

i. If Contract, the user indicates if the contract is a task/delivery order (yes/no). If
“no”, the user enters the Prime contract # (as it appears in FPDS-NG). If “yes”,
the user enters the Prime Contract # and the Reference IDV#.

ii. If Grant, the user enters the Award ID (FAIN). This is the Federal Award
Identification Number as set in FAADS+.

Contract / Grant Request Form (Step 1)

Home | Profile | Worklist | Create/Review Reports

Tuesday, October 26, 2010 | 223 arm | Test-11@symplicity.com | Log-in to eSRS | Logout

=/ awardee worklist

Enter Contract/ Grant #

_!3 MNote:

Mote: If ywau are unable to find ar repart against a prime award that should be available through FSRS, please take the fallowing
action:

e Prime Contract Awardees -- Contact your cognizant contracting officer or official for help. In order for you to file a FFATA
subaward report against yvour contract, yaur government contracting authority will have to repart vour recard to Federal
Procurement Data System -Mext Generation (FPOS-MG). FPOS-MG is the authoritative source of the basic contractual
infarmation used to pre-populate many of the FSRES fields when entering your Contract Mumber. Far more information on
FPOS-MG please visit .

» Prime Grant Awardees -- Caontact vour grant making aofficial for help. In order for yaou to file a FFATA subaward repart
against yaur grant, your Federal grant making official must report yaour prime grant awiard information through their
FAADS+ file submission to USAspending. The Agency's FAADS+ submission is the authoritative source far the basic
grant award information used to pre-populate many of the prime award details in your FFATA repart. For mare information
on the FAADS+ format, please read OMB W-05-19

Submit || Cancel

Contract / Grant Request Form (Step 1) " indicates a required field

Type of Award: Contract/Crder (@) Grant

Award ID (FAIN)*: Flease enter the Federal Award 1D (FAIMN) vou wauld like to add to your warklist as it appears on your grant award notice.

IV. Click the “submit” button to initiate the search.

V. |If the contract / grant award is found in the system and meets the necessary criteria for
FFATA Reporting, a pop-up window displays which summarizes the contract/award.
Click “continue” to confirm a selection.

VI. Click “select another contract” or “Click another grant” to choose another number.
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View Contract Summary

choose another contract or start over.

1% Fleaze confirm that the following is the contract that yvou intend on reporting against. If
this is the correct contract, click [continue]. Otherwise, click [select another contract] to

A
[ select another contract ] [ ‘continue! ] v
N

Contract Summary

Contract Number: 000002 TS
Award or IDV: Award
Top Level Agency: [ z mCY (f )

vi

Vi

[ select another contract H continue ]

Grant Award Summary Screenshot

L Tuesday October 26 2010 11045 am |

View Grant Award Summary

(=l

_E) Please confirm that the following is the grant that you intend an reporting against. If this is
the correct grant, click [continue]. Otherwise, click [select another grant] to choose
another grant or start over.

Select Another Grant ] l Continue

Award Summary

Federal Award #: 1000 7 "WF
Agency: ADMINMISTRATION FOR CHILDREM AMD FAMILIES (7590)
Total Federal Funding Amount: 102442529.00

Select Another Grant ] [ Continue

o ad

aw
F
Ca

Bty
e AL
rFF

Note — if a contract/grant award is selected that does not meet the standards for FFATA

Reporting the user is advised via a system “errors detected” message. A sample

warning for a non-reportable contract is shown below.

Copyright © 2010
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Warn_ing for Non-FFATA Contract

[ powered by symplicit

bav il
&\ Errors Detected § Ecov
 Workl # The selected contract or order does not require FFATA subaward reporting, FFATA -3 USA.gov_

subaward reports are only required for contracts or orders awarded by the federal
government January 01, 2009 or later at certain daollar threshaolds.

Log-in to eSRS | Logowr

Select Another Contract

sz nat m

rom the ar

1e contractor: In the event that you are unable to find or report against a contractthat should be available through FERS, you must
racting officer ar afficial for help. In arder for you to repart against your contract, your government contracting authority will have to repart
:urement Data System -Mext Generation (FPDS-NG). FPDS-MNG is the authoritative source of the basic contractual information used to
SRS fields when entering your Contract Mumher. For more infarmation an FRDE-MNG please visit https: ey fods goy.

] (Conel]

Step 1) *indicates & reguired fisld

VII. If the award is eligible for FFATA reporting, after clicking “continue,” a user is taken to
Step 2 where they must verify that they are the Prime Contractor / Awardee for that
contract or grant award (FFATA Reports can only be submitted by the Prime Contractor /
Awardee).

VIIIl. Select the radio button next to the verification statement and then click the “submit”
button.

1. Contract Request Step 2 Screenshot

Home | Profile | Worklist | Create/Review Reports | — ]
= . Tuesday, October 28, 2010 | 3:28 pm | test-d44@symplicity.com | Log-in o et
/ awardee worklist

Prime Contract Info

Nurnber: [AG3K15C 100021

- - AGRICULTURAL
Contract Request Form (Step 2) indicates a required field | |AGENSY. | pearanen se

Current
Type of Award: Contract Contract|$ 34457024.00
Value:

Certification®: The FFATA Report can only be submitted by prime contractors. Only continue with this submission if you are the prirme contractor
for this contract

(@) | verify that | am the Prime Contractor for this contract

Vil

IX. Users are then directed to the “Award Details” page for the contract or grant award they
just added..
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X. To return to the Worklist, a user should click on the @<L hytton within the system.
Note: Users should NOT click their browser’s back button.

Contract Details Screenshot

Home | Profile | Waorklist |  Create / Review Reports

Tuesday, October 26, 2010 | 321 pm | test-:

 awardee worklist

# AC

) BACK TO LIST

«J

X

{ Award Details ‘5| i=ting Reports\

Contract Information

Type of Award: Contract

Certification: |verifi that | am the Prime Caontractor far this contract

For Help: Federal Service Desk Turn Accessibility Mode On Awardee User Guide FSBS Awardee User Demonstration Besources |
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4.7
l.

Remove Awards from the FSRS Worklist

To remove an award from the “My Worklist”, from the “My Worklist” tab, click the
“Remove” button.

If used for a contract award, the resource returns the contracts to the “Contracts Not
Added” tab. If used for a grant award, the resource returns the grant to the “Grants Not
Added” tab.

Contract Details Screenshot

_‘! awardee worklist Tuesaay, October 16, D010 | 342 pn | e st 23 @sympliemyonm | Lig-n b o985 | Ligs

o wanswse { Sondiach ik Adted \ Geart duards HotAdsed |

] Hote

Thee “*orkksr” is a0 organitabonal ‘ool for convenience . | alows B pime seardes o organse the avards {or which fey hae reporng respenshdy They can search for and
a0d @y (both contract and grants avianded 10 i regstend DUMS number) i B verk kst from conoacts reporied mFPDE-MG and grants reporied Hrough the Agency's
FaAlIS+ subsmesS0rd 0 LISASpendey They C00 CRBE few FRATA Subwand repois. BOMrs] ot prores Sairis hey C00 i Uras Bgned Drme DonirsCs rion orints:
reinded b ther nagatered DUNS namiber and a0 herm o oher wolds? Thane i rd desiabon m weordiow hetween manageng prime Cintracts and grants i T fevandss Worlds!

Chok on the COnraces hiof Added of Granis Mot Adged bk toview My COntracti/awonds in Bw syateen that e your CIUNS & and Fure not Bven added 0o your workest

i Seurch Filtarsy

# Search For And Aod Award | & Create few Report | Report List » | fems 14 ol dprevousfdmp 1 v et
S Mussibap T Top Lavel Agemey~ Aguney ™ - Gpmend
= . HEAL T aal MmN SEFRACES, ADRarES TRATION FOR CHILDREN AWD ]

D | 100 DEFARTMENT OF FAMLES R fpiing Fepcth

= . HEALTH ARD HLBLAN SERWCES, ACNPERTRATION FOR CHLDREN AWD -

V. 1ouumessre DEFARTMENT CF FANMLES Loder FREOYS. | b G Fapori
- HEALTH AAD HUMAN SERCES, ACHIESTRATION FOR CHILDPEN AKD T

@ oosm— DECETLENT O P prang Foamame

g == GENERAL SERVICES ADMMBSTRATION GENERAL SERVICES ADMMSTRATION :::': SECEIML DL Fiamove Esnsting Feports
oG seT—"

# Search For And Acd Award | Create SNew Feport | Report List # | fems 14 pfd | ydamp 1 = b
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5.1 Overview of the Create/Review Reports Navigation

V.

VI.

Vi

The main navigation “Create/Review Reports” allows a prime awardee to review their
existing reports in the system. From this view, the user is able to review FFATA reports
across all awards (this differs from the view of reports from the worklist, which allows a
user to view reports by award).

Users can create new FFATA sub-award reports against their prime awards.

Users can save reports as “draft” format prior to submission. If a draft report is not
submitted, the user can delete a draft report from the system.

Users can submit a report.

Users can re-open (for revisions) a previously sub-mitted report.

If a user has existing reports in the system, they can “copy” basic data elements from
that report as the basis for another month’s report for that same award. General award
data is copied forward into the new month’s report. The user is then only required to
enter specific fields that should be unique for that reporting period.

.Users have a “batch upload” resource that allows users to upload multiple reports. This

feature is recommended for advanced system users that have multiple reports that they
need to summit.

Copyright © 2010
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Reports

I. Click on “Create / Review Reports” in the top navigation bar and select the “FFATA

Reports” option.

=
o

Profile

Create / Review Reports Navigation

L)

Create | Review Reports

7 FFATA rep

FFATA Reports

orts

Batch Upload Reports

Il. Users are directed to a screen similar to the “FFATA Reports Listing” screenshot below.
There are four tabs on this navigation. Each tab contains a different type of report.

lll. When the list is opened, the system defaults to listing “all” reports regardless of report
status. There are three types of status states in the system, DRT (Draft), SUB
(Submitted), or RPN (Reopened).

IV. Users can go to other tabs that would list only “Draft”, “Submitted”, or “Re-opened”

reports.
FFATA Reports Listing Screenshot _
| H-nm_ 2refile Waeklist Cowate ! Review Repart 5 nl:.t:-il.q;.n-
A FFATA reports Tuesay, DOtooer 76, 2012 | 356 om | tesi-) 23mspmphicny. com | Log-RLI0 RSB | Lo
v

a s
an | Dram 1". Sutmated | Peu{-pen-eu\
F Saarch Fiters

W Create Mew Report Rems 110 10

Contrast’ Award Numaer = | Agency

& o0 1590
@ | 100Ny 7500
& | 1oumman? 7590
& oo T 7550
& 'm 7590
& 100 e TS0
@ csomvrooe EEET 4700
& csom i a0

d Prayious fure 1 = [peut b

D=  AgencyName = Stahis =  Source~  Report Mamth = | Options
ADMBISTRATION FOR CHILDREN AND FAMILES | ORT Graed Dkt
ADMNIETRATION FOR CHILDIREN AND FAMILES  DRT Crana - [t o
ADMPASTRATION FOR CHILDREN AND FASSLES DRT Crarg - Dt
ADMBISTRATION FOR CHILDRERM AND FAMSLES DRT Oraed Ok, 3040 Db
ADMBESTRATION FOR CHELDRER AND FAMSLES ' DRT rad Wl MED laba
ADMBISTRATION FOR CHELDREM AND FAMILIES | DRT Grarg Apr, WD s
GENERS, SERFACES ADMBESTRATION DORT o Talata
SENERA, SERVCED ADMBMISTRATION DRT Contraci | Diec, 303 Chakata

Copyright © 2010
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The status for each report displays in the status column. A legend appears at the bottom of the

page.
Draft (DRT): A user began working on the report;
Status Codes however, they did not complete it and/or submit it.
‘ DRT = Draft ‘ SUB = Submitted | RPN = Reopened Submitted (SUB): A user successfully submitted

the report in the system and the information is now
visible to the public on a public website.

Reopened (RPN): The report was previously
submitted, but has since been reopened for
modification or corrections.

V. Users can click on the column heading of any column with a black arrow to sort the data
based on that column’s data for the report (e.qg., sort the list based on “Status”).
VI. The currently applied sort column is highlighted with maroon column heading text.

FFATA Reports Listing Screenshot

o

_f FFE.-TA re pDrtS Tirsdny, Dobber 26 2010 | 356 pm | tess-1 E3@synpliciy, 2om | Log- i o (593 | Loge

Hame Frefile Warkist Craae | Review Repares

ait ' beams Y Sunmaea Y meapensa )

F Swarch Filters

# CreMe New Report  Rems 1-10a! 10 fpreveousfdurp 1 (peatb
Contract Award Yumber = | Agendy D= Bgency Hane = Etahds »  Fowce™ Reaport Manth =  Oplions
7 T, SRS 830 ADWFRSTRATION POR CHUDREN A0 FAilLES DRT Giract Ddatas | | Copsy Bapon
& 1oemimmgT 7530 ADMPMISTRATION FOR CHILDREN AND FAMILES DRT (e ! Db Cogry Riapor
'\3 i 437 7550 ADMSESTRATION FOR CHILDRER AND FAMLES DRT Craeg Delabe Cﬁp}. F.l’.-f.h]"
& toe T 7550 ADMPISTRATION ROR CHLORPEM &40 FAMILEES  DRT (et Oxt, MM Deidaba Cops Report
B AT TH0 ADMPESTRATION FOR CHILDREM AND FAVBLES DRT (erand Oxd, 20D [baba Cops Repor
B e wE 750 ADMPISTRATION FOR CHLDREM AND FAMILES DRT (Frank Apr, 2040 Dbt Copy Repor
3 | commrrose 184534 4700 GEMERAL SERCES ADMBISTRATION ORT Coniract Drakata Copy Feepor
B com azae |40 GEMERAL SERVICES ADMMISTRATION DRT Coriracd | Dec, 2009 Dt Copy Rapor
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5.3 File New

I. There are several methods to file a new FFATA Report. One method allows a user to
easily file a new FFATA Report from the “home” page. The user simply clicks on the “file
FFATA report” quicklink button (shown below). Alternatively, they may follow the
method described below (users will see “Create New Report” button from their main
worklist as well).

Homepage Quicklink — File FFATA Report Home : Profile : Worklist : Cre

17 home

* A add award
J to worklist

I\
| 5 create FFATA

=4 J report
—

Il. Alternatively, a user can click on “Create / Review Reports” in the main navigation bar
and select “FFATA Reports” option.

Create / Review Reports Navigation

Home | Profile | Worklist |

Create [ Review Reports
FFATA Reports

~/ FFATA reports

' Batch Upload Reports

’ Instructions lll. To file a new report, the user then clicks the “Create New
Report” button seen on the FFATA Reports list screen. -~ VEIREEIEAIS R e
Enter Award 1D IV. Users walk through a stepwise process to enter the report
(EAIN) (image left).
Srant Award V. For filing a FFATA report in the system, a green step circle on the left
Detalls side bar display indicates that the user has completed a step. A
yellow step circle indicates that the step is open to edits. Gray
w indicates that the step has yet to be fully addressed.

5 Subawardee Data

Review
6/ Review
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VI. Step 1 is the Instructions page, similar to the screenshot below. Users should take time
to read the instructions and click “Continue” when ready to proceed. To cancel, click the
button “Cancel”.

Instructions (Step 1) Screenshot

New Report
r 'a BACK TO REPORT LIST
Instructions
VvV 1 Instructions
J —
|/ Enter Contract / } Instructions for FFATA Subaward Reporting
Awvard # PRIME CONTRACTORS awarded a Federal contract or order that is subject to Federal Acquisition Regulation clause §2.204-10
(Reporting Executive Compensation and First-Tier Subcontract Awards) are required to file a FFATA subaward report by the end of the
month following the maonth in which the prime contractor awards any subcontract greater than $25,000. This reporting reguirement will be
3 phased-in (see below)

» Phase 1! Reporting subcontracts under federally-awarded contracts and orders valued greater than or equal to $20,000,000,
reporting starts now.

4 e Phase 2 Reporting subcontracts under federally-awarded contracts and orders valued greater than or equal to $550,000,
reporting starts October 1, 2010

s Phase 3 Reporting subcontracts under federally-awarded contracts and orders valued greater than or equal to $25,000,

5 reporting starts March 1, 2011.

Although the requirement to report subawards is being phased-in at certain dollar levels, if you would like to start reporting prior to the start
date for your subcontracts, the system is available to you for reporting.

PRIME GRANT RECIPIENTS awarded a new Federal grant greater than or equal to $25,000 as of October 1, 2010 are subject to FFATA
subaward reporting reguirerents as outlined in the Office of Management and Budget\s guidance issued August 27, 2010. The prime

7 awardee is required to file a FFATA subaward report by the end of the month following the month in which the prime recipient awards any
sub-grant greater than $25,000. The grants subaward reporting functionality will be available via www fsrs.gov on October 28, 2010

_!) Note

Please be aware that all information collected on the FSRS website (www fsrs gov), including registration information and report data, will
be visible to the public on a public website (www.usaspending.gov)

Copy Existing Report
MNote: You may copy data from an existing report by clicking the drop-down below and selecting a report.

select existing report -

Form Options on Instructions Step 1

[ Cancel ” Continug ]

VII.On step 2, users indicate if they are submitting the report for a Grant Award, or a
Contract Award, and if Contract, if for Task Order (select the appropriate radio buttons).

Important Notes: If the Award does not meet the reporting requirements for FFATA,
the system will produce an error message informing the user that they will not be able
to proceed.

If reporting on a Contract Number, and the Contract Number has changed in FPDS-
NG, the user will only be able to search for the contract based on the current number
in FPDS-NG.
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Step 2 Enter Contract/Award # Screenshot
New Report

J BACK TO REPORT LIST
Enter Contract / Award #

;:'1': Instructions

2 Enter Contract / _;5 Note:
v Award # Mote: If you are unable to find or report against a prime award that should be
available through FSRS, please take the following action:
5 e Prime Contract Awardees - Contact your cognizant contracting

officer or official for help. In order for you to file a FFATA subaward
repart against your contract, your government contracting authority
will have to report vour record to Federal Procurement Data

4 System -Mext Generation (FPDS-NG). FPDS-NG is the
autharitative source of the basic cantractual information used to
pre-populate many of the F3RS fields when entering your Contract
MNumber. For mare infarmation on FPDS-NG please visit

e Prime Grant Awardees -- Contact your grant making official for
& help. In order for you to file a FFATA subaward report against your
grant, your Federal grant making official must repart your prime
grant award information through their FAADS+ file submission to
USAspending. The Agency's FAADS+ submission is the
authoritative source for the basic grant award infarmation used to
pre-populate many of the prime award details inyour FFATA
repart. Far mare infarmation on the FAADS+ format, please read
OMB M-09-13

‘ Back|| Cancel H Cortinue

Type of Award": *indicates a required figld
Vil @) Contract/Cirder Grant Award

VIII. Once the type of Award is established — different fields will be presented based on
whether grant or contract was selected.

IX. If Contract/Order, the user will enter the Contract Number and if appropriate the
Indefinite Delivery Vehicle (IDV) #.

X. If Grant Award, the user will enter the Federal Award Identification Number.

XI. Note for both types of awards, if an award has been added the user’s worklist, the award
will appear on a selectable pull-down bar. Users can make their selection from the pull-
down option.
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Type of Award™: *indicates a required field
Enter Contract #

@ ContractiGrder () Grant Award
Screenshot - -

Is this a Task Order?*:

Indicate if you are submitting this repart for a Task Order. After making your selection,
additional informatian will be reguired.

"Select "YES" if yvou are reporting subawards for a specific task, delivery, ar call order for
supplies andfor services placed against an established federal contract or agreement. These
include: indefinite delivery contracts (also known as task or delivery order contracts), multiple
award schedules (MAS) (also known as federal supply schedules), government wide
acquisition contracts (GWAC), blanket purchase agreements (BFPA), and hasic ordering
agreements (BEOA). Pleaze see the Federal Acquisition Regulation (FAR) for the regulatory
definition of each. These terms do nat encompass federally-awarded grants, cooperative
agreements, or other assistance actions.

Select "MO" if you are reporting subawards for a federally-awarded contract or agreement
itzelf. These include: definitized or letter contracts, purchase arders, and indefinite delivery
contracts or agreements if the requirement was placed on the contract or agreement itself and
not aon a subseguent order. Please see the Federal Acquisition Regulation (FAR) far the
regulatory definition of each. These terms do not encompass federally-awarded grants,
cooperative agreements, or other assistance actions.

@ Yes ()No

Select Existing Contract™:

Choose the prime contract from your worklist that you would like to report on.
If the cantract is not found, use the text field below to manually enter in the number

Xl -

If not found above, enter Prime Contract # (as it appears in FPDS-NG):
IX

Referenced Indefinite Delivery Vehicle (IDV) &:

Enter Grant Type of Award™: *indicates a reguired field
Award () Contract/Crder (@) Grant Award
Screenshot

Select Existing Grant™:

Choose the grant from your warklist that you wiould like to report an.
If the grant is not found, use the text field belows to manually enter in the number

Xl I;]

If not found above, enter Award ID (FAIN):

l Baok” Cancel H Continue
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XIl. Note, for steps 3 and 4 there are field differences between grant and contract
submissions. The Tips section (found in the right side bar seen starting on step 3)
contains a data definition document that is specific to each type of report (one for the
Grants Report workflow and one for the Contracts Report workflow). These data
dictionaries are also available on the resources page. The dictionaries define the fields
on each report type workflow.

XIll. Once users enter the award number, when they get to steps 3 and 4, they will notice a
great deal of information is pre-populated. To ensure consistency between the
FSRS.gov system and other government systems, the FSRS.gov system is designed to
pull in data from other feed systems.

a. For Grants, a primary source of data is FAADS+ (as reported by USASpending).
Data is also resourced from Central Contractor Registry (CCR) for prime award
recipients, and from CCR or Dun & Bradstreet (D&B) databases for sub-awardees.

b. For Contracts, the primary source of data is FPDS-NG. Data is also resourced from
Central Contractor Registry (CCR) for prime award recipients, and from CCR or Dun
& Bradstreet (D&B) databases for sub-contractors.

c. The dictionaries define the primary/secondary sources of pre-populated fields on each
workflow.

XIV.Hover your mouse over the field’s “?” help icon to learn about remediation options for
any specific data that has been auto-populated.

Sample Hover Over ? Message
5. DUNS Number +4:

Mote: If the information in this field is incorrect, please update your CCR profile with
the carrect infarmation.

6. Prime Awardee Name~™:
CHILDREM AMND FAMILIES, CONNECTICUT DEPARTMENT OF

XV. Users will then complete the forms for each step and click “Save & Continue” or
“Continue” to move to the next step in the process.

XVI.FOR GRANTS ONLY, users will see a red “flag” resource on certain pre-populated data
fields. Users can indicate that the data being auto-populated is incorrect by marking the
“is this information correct?” field “no”. The user is then required to explain their
response. While the submitted FFATA report data is not changed, the flag designation
for the field, and the explanation of that flag,
is viewable by the federal government user
as they review the report on their interface.

FFATA Report For Grants *indicates a requl

1. Federal Award ldentifier Number (FAIN)*:
100101407

. 2. Federal A ID*:
Sample Grants Flag Field Sy raene

@ ‘ﬁ |5 this infarmation correct?
Yes @ Mo

Please explain™:

Explanaticn must be entered if you
mark the field "'no".l

[maximum characters: 2551 2001 remaining
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XVII. As a step is being completed, on the right side of the
screen, users may see a “Progress” section (e.g., on step
4).
a. A green check mark indicates the field has been
entered and accepted.
b. A red asterisk means a value is needed.

FSRS Awardee Guide 1.2

Progress

x FSRE Details
Frime Contract Mumhe
Delivery f Crder Number
Contracting Office Agency ID
Contracting Office Agency Mame
Contracting Office 1D
Caontracting Cffice Mame
Funding Agency ID

Funding Agency Name

Funding Office 1D

PR I S ST S

XVIII.To collapse the progress listing, a user clicks the button in the upper right corner of the

inset box.

X1X. Below “Progress”, users see a “Tips” section that that can
also be collapsed with the upper right button. As previously
indicated, for steps 3 and 4 there are field differences
between grant and contract report submission workflows. The
Tips section contains a data definition document that is
specific to each type of report (grant or contract). These data
dictionaries are also available on the resources page.

XX. Users can reopen either the Progress/Tips sections by
clicking the upper right empty box.

XXI.On Step 6, the user can review the entire report. Users
have the option to “View Printable Report” or “Save PDF”
during their review at this step. At the bottom of the review
screen (not pictured below), the user can click “continue” to
move to step 7 (submission step), or “Back” to return to a
previous step.
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Progress O

Tips XIX

Clicking "Save' or 'Save and
Continue," will save your repart and
allow you to leave and continue your
report later.

Click 'Save and Continue'ta save
information on the current page and
go to the next page of the form.

Click 'Save' if you want to save and
stay on the current page.

Progress | XX

Tips

Clicking 'Save' or "Save and
Continue,"will save vour repart and
allow you ta leave and continue your
report |ater.

Click 'Save and Continue'ta save
infarmation on the current page and
go to the next page of the form.

Click 'Save' if you want to save and
stay on the current page.
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Report Review Step — Step 6 Screenshot

Home Profile | Worklist Create | Raview Reports
_/ FFATA !"EDDI"IS Tuesday, October 26, 2010] 7:33 pm | o
# CSEE | GSEEEEEaN

&) BACK TO REPORT LIST

Review FFATA Report
@ nurucons

View Priniable Report || Save PDF |

. Enter Contract #
FFATA Report For Contracts

@ coovacrenis

1. Prime Contract Mumber:

EE2N1
Eame fwsard
. [itails 2. Dalivery | Order Number:
(Bl o=
. Subavardee Data 3. Cantracting Office Agency ID:
4700
XXI
f) Raview 4, Contracting Office Agency Name;
GEMERAL SERVICES ADMIMIS RATION
T SubmitReport 5. Contracting Office ID:
AAADD
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XXII.  On step 7, a user must click “submit” to complete the report submission. This makes
the report viewable by the public.

Report Submission Step - Step7 Screenshot
e e e

Homm Frofile ‘Worklist Croate | Review Reports
— Tuesgxy, Octomer 28, 2010 | 742 pm | test-12R0symplicity.com | Log-in (o &SRS | Lo
/ FFATA reports
# 10 a7
O Bacs TO REPORT L
Submit Report
@ oo
Enler Ssand ID } Submission Instructions
(FA) Piease chok submitio submi your report
Srand Meand
aas A Mote
o Fleaie be mevan that &l inforrnabon coleched on the FSRED wabsde (wew 108 gov], cluding regroraton sdommEnon snd
E%“‘“"“ respiort data, will be wishie 0o the publc on 8 pubbc webSRe: (www usaspendeg. g
Listads
. SbmeaiesDEs | e (e Te ey —
. R
T SubmitRapernt

XXIII. Upon submission, users will see a confirmation message about the report being
submitted.

XXIV. Additionally, after the report is submitted, users will now see a “reopen” report option
in the right side bar of the submitted report screen.

Submitted Report Confirmation Screen

3
Home Predils Wiarklive Craate | Raview Raparts =
— Tis-4y, CAEEOOSS T8, 2010 | 725 B | Dest-1Z380eymp Iy, com | LOgn b0 S5 | Logoul
/ FFATA reports
# 10T 7
O BACK TO REPORT LIST
Rstport Histe
. Il By Report Accepted XX B o =
Repor has besn Bocapled I:;I'H, Qﬁﬂm?ﬂﬂpm
Enfer fevand 1D Mama: Plegos be owane ot all information collected on ke FERE wobsle et
(AR [vani Fors Qon), Inciuckingg reqiearanon indormabon and fepdr G368, will be uie;
wesitil §0 Thee public on 3 pubhc walipile [ S3SpEnOng gov)
Grang Swvard
Cletadts
Bax Feanam To st Save FLF
Prime fwand :
Dietails
. FEams
b Bubmit Rep-ort

XXV. Users may then return to “view existing reports” (Section 5.2) to review the status of
the report just entered.
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5.4 Copy as the basis for a New Report

I.  From the FFATA reports list, users can copy a report as the basis for another report for
the same award number. Doing so copies all data/information that can be carried
forward into another report period month (e.g., those data elements that are not specific
to a report month).

II. To copy a report, click the option “copy report” button that is presented on the FFATA
reports list.

lll. Users are then presented with the steps necessary to complete the report.

IV. If the user does not see the copy button for a report, the user did not create the report
and as such cannot execute the copy request for the report OR the contract is no longer
available for reporting.

FFATA Reports Listing Screenshot
e - BE=

3 LSiA

Hame Profile Wod kst Crille | Bindew Rapons
Tuunsdary , Octobar 26, 20101 7:57 pm | tewt- 1233 synnplicRy.com | Log-n s 6355 | oo
/ FFATA reports
An | Drafia .'l;mad \;mw\l
|* Seach Filtars
Apency Deade Crembed ! I
. ye] £ @I i
Henaing problems with this field? Click hare 133 @l
Finpost = _ I :
konth faarches
Heport [showal] = -:-untl;ut o
e Clns
ssindarf s v brlad
naims
g apply Search e efaukts
+ Create New Report | tems 1-1000f 10 4 Pravigys 1 = |peth
1;-:mrm-.1 AW RIS AQEMEY I Agemey lame = L SOEER | HEpOITMOME | Opdiens

B 0 | e HLL ATON MFMER A SERATES ANASRICTRATIIM Mgt Corlvact . [ Clabadm f.np:,rn.ppori
[ QEPSSSER] - R R AT00 GENERAL SERVICES ADMBISTRATION DRT Corfract | Dec, 009 Deteta |[ Copy Repor
3 | G | C———t 4700 CEMERAL SERVICES ADNBISTRATION DRT Confract | Aug, 20 Delela . Copy Repor |
[ | clitiig: § O m— 304 4700 GEMERAL SEFVICES ADMIISTRATION FFl Contrect | Jan, 3010 Seve FOF ll.".‘,opyﬁap-url '
[ | 2o 7530 ::::;“'””m”"m"“” S08 Qrart Jan, 200 Sava PDF Copy Fapod
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5.5 Edit an existing Report

I.  The user can click on the “edit” icon beside the report number to edit a report.

II. Once a user clicks on “edit”, the report is open for edits. To return to the report listing
from edit mode, the user can click the “Cancel” button at any time, or click the “BACK TO
REPORT LIST” link.

lll. If the user does not see the edit button for a report, the user did not create the report and

as such cannot execute that request for the report.

FFATA Reports Listing Screenshot

Heme Profile War

izt Create | Review Reports

FSRS Awardee Guide 1.2

“/ FFATA reports

an { rans \( suomarsn Y e-openea’\

ale Mew Roport | tems 1-100f 10

aniract | Award
bier =

@ | conn f ot 4
B | S| ¢ GERIm——

B | ceman ¢/ GsEm i

Agency 1D agency Mame =

4700 GENERAL SERWICES ADMINISTRATION
i 4TDO GENERAL SERWICES ADMINESTRATION
4700 GENERAL SERWICES ADMINESTRATION

Tuesdzy, Octomer 26, 2010 | §00 pm | test-1 238 symplielty.om | Login o 8595 | Logal
dErevious | Jurp 1 = jpest

RepartMonth  options

Detata ||  Copy Report
Dec, 2003 Drlztia Copy Report
Aug, 2010 Dt Copry Report

IV. Note: A user can only edit the report fields of an open (draft or reopened) report. If a
user needs to update a submitted report, click on the edit icon for the desired report and
select the “Reopen to Edit Report” button found in the Report History right sidebar.

Reopen to Edit Report
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5.6 Delete a Report

I. The user can click on the “Delete” button in the “Options” column to permanently delete
a report.

II. If the user does not see the delete button for a report, the user did not create the report
and as such cannot execute that request for the report, or the report is not eligible for
deletion (has been previously submitted).

FFATA Reports Listing Screenshot
Home Frofile Worklisy Create | Raview Reports E'
_f FFATA FEDDI"’ES Tuesday, Ocicher 26, 2000 | &00 pm | test-1Z23&3 symplicity.com | Log-in io e3R3 | Lago

all "-:Fl:lnlb- 1‘ Subamsibend \ FE‘UD‘.‘E’U‘H‘

+ Craate Mew Report | ftems 1-10 of 10 qprawious | Jumg 1 7 |est b
Contract Award Agency 10 - Statius  Sour<e  Raport Menth
e Agency Agency Name by s -p Opticns
B s | Goii d | 4700 GENERAL SERVICES ADMINISTRATION | DRT Contratt Dratlitia Copy Report
[¥ | GEiimy ( GSEME4384 | 4700 GEMERAL SEFVICES ADMINISTRATION | DRT Contratt | D, 2009 Copry Raport
ﬁ U D #3504 | 4700 GENERAL SERVICES ADMINISTRATION DRT Comiract | sy, 2000 ﬂﬂp}' F‘W
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(For advanced users only)

The batch upload capability allows users to upload multiple FFATA Reports in one upload.

I.  Users access batch uploads by clicking on the main navigation, “File / Review
Reports” and choosing the “Batch Upload Reports” sub-navigation option.

Batch Upload Main Navigation

@ powered by symplicity

Federal Funding Accountability a ‘ansparency

Act Subaward Reporting

TSA.qov
Home Profile :  Contract Workli P

Thursday, July 8, 2010 | 12:25 pm | e sioees o | Log-in to eSRS | Logout

(@ profile

Batch Upload Reports

Il.  Users first review the instructions presented at the top of the page.

Batch Upload Instructions
Batch Upload Reports 5 Loz )

} Instructions:

4I\ Flease choose the report type that vou would like to batch upload and choose whether you are using the Excel or #ML templates. The data must match the template exactly for the importto process correctly,

Excel: Flease specify the fleld delimiter in your data file. The termplate provided is in excel format; after populating the termplate, you MUST sawe the file in Commas Separated (csv) or Tab Delimted format by clicking
Il “save as" and choosing one of the specified formats.

—l/ If your FFATA report contains more than one set of subcontractor/subawardee data, you MUST specify the additional subcontractorisubawardees in the immediate rows following the row that contains the report data. In

these rows, you must specify the contract number (and reference number if applicable) if filing for contracts OR Award 1D (FAIN) iffiling for grants AMD the relevant reporting period to ensure that the sub data is added to
the carrect report; you may leave all other columns empty except forthe subcontractorsubawardee data specific fields for these rows

XML: You may also submit one or more FFATA reports using eitherthe contracts or grants XML template below. Click Here to view the schema.

MNote: If a report is uploaded via batch imports, the systern will also pull in report data from FPDE-NG and FAADS + data feeds to complete elements of the report. FSRS will draw fram FPDS-NG [ FAADS+ data feeds
first, and then use uploaded data, if not found in the soun ata feeds.

Templates

.
.
* Vigw FFATA (Grants) XML Sample File

Ulmlaad Damnrte

lll. There are four presented import templates. Users download the FSRS template that
they want to use by clicking on the link for their desired format for upload. There are
distinct templates for “Grants” versus “Contracts”.

a. Uploads only consist of one of these types of reports (meaning a single file
cannot be used to upload reports for both grants and contracts).
b. Users have two file formats that they can use: XML or Excel.

IV. If a user is uploading using the Excel template, using Excel (or other compatible
spreadsheet editor), the user adds all records that they intend to file within the
Template. User should NOT change the template structure. They should ensure the
data is entered so that it matches the file’s structure exactly.

V. Using the “Save As feature” in Excel, the user saves the spreadsheet as a CSV or
Tab Delimited file,

VI. If creating an XML file, the user should click the “xml template, and then view the
“page source” to pull the desired template data (if pulled directly from your browser
view, users will get invalid XML characters). They can then use a document editor
(e.g., “notepad”) resource to edit/save the xml file to include the reports.

VII. The Excel or XML file should be saved so it can be accessed while the user is
working on the FSRS system.
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VIII. If the user has left FSRS to create the file, they should return to FSRS and go back to
the Batch Upload Section.

IX. The user chooses the report type (grants/contracts), the template (which ties to file
format - excel or XML), and if using the Excel template, the delimiter type that was
used when the data was saved in the template file (CSV or Tab Delimited).

X. The user then clicks on the “Browse” button and chooses the file that was saved in
Steps IV - VI above.

Xl. The user then clicks “Upload Reports” to initiate the upload.

Xl

Batch Upload Screenshot

Tussday, October 26, 2010 | 256 pm | test-44d licity.com | Lo to SRS | Lotout

batch upload reports

Batch Upload Reports | Logs |

) Instructions:
Please choose the report type that you would like to batch upload and choose whether you are using the Excel or XML templates. The data must match the template exactly for the import to process correctly,

Excel: Please specify the field delimiter in vour data flle. The template provided is in excel format; after populating the template, you MUST sawe the file in Commas Separated (csv) or Tab Delimted format by clicking
"save as" and choosing one ofthe specified farmats

If your FFATA report contains mare than one set of subcontractor/subawardee data, you MUST specify the additional subcontractorsubawardees in the immediate rows following the row that contains the report data. In
these rows, vou must specify the contract number (and reference number ifapplicable) iffiling for contracts OR Award (D (FAINY if filing for arants AND the relevant reporting period to ensure thatthe sub data is added to
the correct report; you may leave all other columns empty except for the subcontractorisubawardee data specific fields for these rows.

XML: You may also submit one or more FFATA reports using either the contracts or grants <ML termplate below. Click Here to view the schema.

Note: If areport is uploaded via batch imports, the system will also pull in report data from FPDS-MNG and FAADS + data feeds to complete elements of the report. FSRS will draw from FPDS-NG / FAADS+ data feeds
first, and then use uploaded data, ifnot found in the source data feeds,

Templates

* Miew FEATA (Grants) #ML Sample File

Upload Reparts

Report Upload Settings * indlicates & required fisld

Report Type: FFATA Reports (Contracts) ~ IX

Template: Excel (CSV/Tab Delimited) -

Delimiter : @ Comma Separated (C5Y)
Tab Delimited

DataFile: C\Documents and Settingsisymplicity docur |2 Browse......;

XIll.  When the import is complete, the system displays the import results of the file upload
process on a confirmation section of the screen: “Upload Output”.

XIV. Any upload errors are described. If presented, a user should click the link “View
Detailed Log File” to review the specific error information.

XV. Errors can be remediated in the upload file, and the user can repeat the steps above
as appropriate (assumes the error was tied to the data saved in the uploaded file).
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Batch Upload Output Screenshot

& batch upload reports

Bateh Upload Reports { Logs |

‘? Instructions:

Tussday, Octoker 26, 2010 | 256 pm | test-44@symplicity.com | Log-into SRS | Logo

Flease choose the repant type thatyou would like to batch upload and chonse whether you are using the Excel of XML templates. The data must match the template exactly for the importio process carrectly.

Excel: Flease specify the field delimiter in your data file. The template provided is in excel format; after populating the template, you MUST save the file in Commas Separated (.csv) or Tab Delimted format by clicking
"save as’ and choosing one of the specified formats

Ifyour FFATA report containg more than one set of subcontractorisubawardes data, you MUST specify the additional

rows following the row that containg the report data. In
these rows, you must specify the contract nurnber (and reference number if applicable) iffiling for contracts OR Award ID (FAIN) iffiling for grants AND s reporting period o ensure that the sub data is added to
the eorrect report you may leave all other columns emply except for the subcontractorfsubawardee data specific fields for these rows

XML: You may also submit one or mare FFATA reports using either the contracts or grants XML template belowr. Click Here 1o view the schema

Note: If a report is uploaded via batch imports, the system will also pull in report data from FPDS-NG and FAADS + data feeds to complete elements ofthe report. FSRS will draw from FPDS-NG ¥ FAADS + data feeds
first, and then use uploaded data, ifnotfound in the source data feeds,

Templates
.
.
.

Wiew FEATA (Grarks) XML Sample File

— N\

Upload Reports

Upload Output:

(D) Upload Completel

Report Upload Settings

*indlicates & requited field 0 Record(s) Imported Successfully
2 Record(s) Mot Imported Due To

Report Type': FFATA Reports (Contracts) - wigw Detailed Lor File

Xiv
Template”: Excel (C5Y/Tab Delimited) ~

Note: You can view mstorical i
) any ime
@ Comma Separated (C5V)

") Tab Delimited

" ta &t
Delimitel

DataFile': CiDocurments and Settings\eymplicity docur | Browse...

XVI. Users can review the log of previous batch uploads on the “Logs” tab of the Batch

Upload Reports navigation.

Users can set date filters and click “submit” to review historical import logs (users are
restricted to a maximum 3 month period for log searches).

XVII.

Batch Upload Logs Screenshot

Home Profile Worklist Create / Review Reports

com | Log-into &SRS | Logoy

Tuesday, October 26, 2010 | 3:06 test-440
3£ batch upload reports ey, Qctober 20, 201 20T P

II' Biatch Upload Reports Logs <

‘Date Range 2010-10-26 E@ to 2010-10-26 ﬁ‘ XV

Results limited to 1000 to optimize performance. Please use filters to find desired entries.

tens 1-5 of 5 { previous |Jump 1 = |Next[
Date Time « Activity =
Oct 26, 2010 3:05 pm Batch Upload ffata

Oct 26, 2010 244 pm Batch Upload ffata

Oct 26, 2010 243 pm Batch Upload ffata

Oct 26, 2010 235 pm Batch Upload fata

Oct 26, 2010 236 pm Batch Upload ffata

ltems 1-5 of 5 4 [dump T = 4

For Help: Federal Service Desk Turn Accessibility Mode On Awardee User Guide FSRS Awardee User Demonstration Resources Page

(End of Document)
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