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1.1 System Background

The Federal Funding Accountability and Transparency Act (FFATA) necessitates a system to allow prime
grant award and prime contract recipients to report sub-award activity and executive compensation.
The FFATA Subaward 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 about the system’s background, please review the home page materials that discuss the
system’s background, reporting requirements, and the FFATA legislation/regulations/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 RAL GOVERNMENT ﬂ% AWARDEES > FERS Anardee Gutle
|

Flease uth 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 FRATA Sihaward Rennrtinn Svstem (FSRSY is the rennrtinn tonl Frdrral nrime awardres f.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 1.1

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).

Luickly skip to any page by chcking

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

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

Or

“Cancel” when creating a
FFATA report

Cancel

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.

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.

Copyright © 2010
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Navigation Term

What to Look for:

Description

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.

Add to Worklist
Or

Add Award to Worklist
(button on home page)

[ Add To Worklist ]

* f 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

Batch upload reports

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

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

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.

Copyright © 2010
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Navigation Term

What to Look for:

Description

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.

Quicklink

* ¥ add award
J to worklist

= create FFATA
= | 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.

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

Ef

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

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

FFATA Report

e et

il 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

i
|

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.

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 creationstep
have been completed).
Note, users must resolve all
errors prior to “submitting” a
FFATA report.

Copyright © 2010
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Navigation Term

What to Look for:

Description

Jump JLII'I'I|:' 1 Moves directly to and
displays the selected page
(in a multi-page list).

Logout | 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 < Pravious Shows the previous page (in

a multi-page record list).

Reopen to Edit Report

Feopen to Edit Report

After a report is submitted,
the 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.

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

l Save & Go Back

Saves the data on the
current form, and

Copyright © 2010
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Navigation Term

What to Look for:

Description

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.

Sort Arrow (on list displays)

Contract / Award Number |Agency ID
v £

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 column
that is controlling the
presented order, will be
“maroon” in color.

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).

Copyright © 2010
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Navigation Term What to Look for: Description
Step _ _ The “step” term indicates
Contract / Grant Request Form (Step 1) | {4t the system has “steps”
that comprise a multiple step
. Instructions process.
For filing a FFATA report in
... Enter Award 1D h
EAIN the system, a green step
circle on the left side bar
Grant Award display indicates that the
'.' Details user has completed a step.
A yellow step circle indicates
. Prime Award that the step is open to edits.
Detals Gray indicates that the step
has yet to be fully
$  Subawardes Data addressed.
61, Review
7
Submit & i | Button used to submit a
Submit
g report (during step 7 of
creating a report/or when
resubmitting a reopened
report).
View Printable Report View Printable Report Opens a FEATA reportin a
format that is formatted for
printing.

Copyright © 2010
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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
subaward 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 FSRS

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.go
=] Pl el

Friday, Nuvemb&r{}lﬂl 2:40 pm
Uzer: mMesmssmni@ve===m.net Log-in 10’ eSAS | Logout

1.4.2 Existing Users

I Users point their browser to https://www.FSRS.gov/
.  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)

Log-In or Register Now: Documents
~ ; User Guides
'Lé FEDERAL GOVERNMENT '.‘_% AWARDEES » ESRS Awardee Guide

Training Materials
» FSRS Awardes User

EISeRaée Lse Internet Explorer 6.0+, Maozila Firefox 2.0+, or Apple Safari 3.0+ to access Dernonstration
about Fsrs | INRT T I News
Page 14
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lll. A userlogs-in to 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 _éj new awardees: register

Email pister for a new account

Il - Existing Users | ...~ New Users

Passwaord:

| Login & |!2’ Forgot Password |

| Reqistration instructions

v (=R for awardees \_;_% 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 contractor clicks on the “Contractors” link within the “Log-In or Register Now” box

Log-In or Register Now Box

Federal Funding Accountability
and Transparency Act Subaward

Reporting System (FSRS)

Log-In or Register Now: tocuments
~ ¢ User Guides
'L% FEDERAL GOVERNMENT 'f% AWARDEES » ESRS Awardee Guide
Training Materials
» FSRS Awardes User
Please use Internet Explorer 6.0+, Mazila Firefox 2.0+, or Apple Safar 3.0+ to access Demonstration
FSRS. E——
about Fsrs | TV News

Ill. To register, the user clicks the “Register” button under the “new contractors: register”
section.

Contractor Login Screen

Federal Funding Accountability and Transparency

Act Subaward Reporting System (FSRS)

Manday, October 25, 2010 | 5:31 pm

;é] login

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

Register far a new account

111 New Users

Email:

Password: Existing Users

| Login & ||2’ Forgot Password .

‘(Y Reaistration instructions — [;(y) . o
‘ o ‘ Awardee User Guitde
=W\ for Awardees =

Mot an awardee user? Click here.

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

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

data).
V. Note: Throughout the system a red asterisk (*) designates that the field is required.

Page 16
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VI. Step 1: The user enters their organization’s DUNS ldentification Number and clicks the

Awardee Registration Screen

“Next” button.

LALL DL A YYAlL Ll L\ClJUL LJ.J.15 L_‘J‘DLCJJ]. LiwiNag )

_é‘a login

‘Wiednesday, July 7, 2010 | 5:06 pm

_f;g Registration Step 1 of 2

Flease enteryour DUNS Identification Mumber.

(Previously, this field was called the "Contractor ldentification Mumber") Please do not include any dashes when entering your DIUMNE number. Upan entering the

DUME, FERS will pull the appropriate company information fram the Central Contractor Registration (CCR) database and auto-populate moaost of the fields on the

next screen. You will still need to fill in the required CGontact Information fields. {If the auto-populated information is incorrect, you'll need to contact CCR rather than
FSRS)

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

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

_!3 Note

Flease be aware that all information collected on the FFATA wehsite fwwawe ffata gov), including registration infarmation and report data, will be
wigible to the public on a puhblic 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 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 ¢
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

fomm torree moned conditicon e coned aclboncolad oo thoat teoaen e moo 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 conky officer For
gqueskions al RS

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

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 ko $550,000, reparting starts Ockober 1, 2010,

» For Help: Federal Service
Dk

Ill. 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 NEIR DESK - FORD - HNWINELCXIOrer proviaea oy Len —J L [
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 Serice Desk in 30 seconds. Click the logo above if you would |,

create FFATA

— . like to be redirected immediately
) repor & al
+ This is INTRODUCING... v
" i The Federal Service Desk
FSRS Users:

For Help: Federal Service Desk Turn Accessibility Mode Of

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 I

m  Find information you need by searching severarvay - y ter

Page 20
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1.6.2 Resources Page

FSRS Awardee Guide 1.1

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 the FSRS reporting system, 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 buttons on the left hand side of the screen allow users to quickly create a new

FFATA Report, or 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
T a—ma—m—m—m—a—T—TESES

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

* X add award A\ alerts : awardee
o ! : .
to worklist I user guide
' » Mo current alerts \/ g
create FFATA , by awardee user
report /¥ announcements . (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.

IV. For security purposes, passwords must meet the following criteria:

e 1) Must be between 10 and 14 characters

e 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 ' Password \ < .

I, >| Edit

Personal Information

Fullname: sam test

Email: test-123@symplicity.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 is 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

e T -
Home Profile Woradist Craite | Review Reports
-+ Tuesday, October 26, 20010 | 230 5m | Test-118rympliciy.com | LOg-I0 0 £5FS | Loga
/ awardee worklist
My Werklist ) ul 'ﬁl Grant Asards Mot m:eﬂ-.\,l
f Hote

The “Workist® is an orgorezabonal toal 'or comvenience it alioes the prme avwandes o organize the awands for which they hae
repornng I'E‘5|:l'.'II'ISIEi|{‘:|' Tl'l“"r't:l"l seanch for and add awarde (both conracts and graniz evared in fheir fegsigred CUMS number)
1o thieir work kst from contracts: neported in FPCS-NG and grants reparted through the agency’s FAADS+ submissions to
LiSiscpandmng, They can Culmaard repons Jgainst Mose peme Saords They Can B undssned prime
conéracis andior gran v istered DLINS rumber and add them 1o ther worklist. Thers is no ceviationn workflow
BEbaEEn Managng p nES in the Asardes AWorkdis

Chck on the Comracts 0 (EIENES MOk Aot b o visw Ay CInactelme: & £ysierm hat match your JUNS & snd
It i R Bl b0yl Wikt

» Feasch Filtsrs

4 Search For And Add Award | & Creato/fow Re | ReportList » i3 Jerevious [Jomp 1 = [next b
vin fward Humber = | Top Level Agency = Tipe = Options
HEALTH AMND HUKARN ADRMISTRATION FOR
-
A o SERWICES, LEPARTMENT OF | CHILDREN &ND FAMLES grant 21
WATIONAL SCIENCE HATIONAL SCIENCE .
qrppen rant Rarncis Esestireg Saports
r ';ﬂ = FOURDATION FOLNDATION g :
gt MATIONAL SCIENCE prime 3 =
IX o PLUBLIC BULDMNG (=EN T st =
>® e FOUMDATION BLIC BULDNGS SERVICE | J I Essting Jeports
# Search For And Add Award | & Create New Report | | Report List # | lems 13 0f 3 g | dsmp 1 = |

Page 26

Copyright © 2010 www.symplicity.com

[



msymplicity FSRS Awardee Guide 1.1

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

%
| —_

Heome Profile Worklist Create | Review Reports

Tuesday, Ortolber 26, 2010 | .59 am | test-1 23@s ymplicity.com | Log-in to eSES | Logout

-/ awardee worklist

FAIM: TImTmer =g

Q) BACK TO LIST
Award Details | Existing Reports | VII.
| Cancel

Grant Information

Type of Award: Grant Sevard

Dexails:
ency:

ADMINISTRATION FOR CHILDREN AND FAMILIES (7580)
Tetal Federal Funding Ameunt:
73344786100

Coertification: Iverfy that | am the Prirme Awardee for this grant
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4.3 View Existing Reports for Worklist Records

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

II.  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
Home Profile Worklist Create | Review Reponts

Tugsdny, Otoder 26, 110 | 230 & | Test-110symp bcity.com | Login b0 535 | Loga

~/ awardee worklist

Iy W erklise {{:nrrtraﬂ'shh:d Adden ‘Ii. Grant AsEds Hl:ll.hﬂ-ﬂ:!'ﬂ-‘li

} Hole

Thee Workkt® is anorganizsticnal teol for carenignce. it alivs the prme awanded to anganize the awands fof which they have
reporting resporsibity. They can sesnch foe and add eards (both cortracts and grams awarded o their registened DUMNS number)
to their work k52 from condracts reparted in FPDS-MG and granks regaried throwgh the Agency’s FAADS + ssbmissions to
USfgpendrg, They can create nev FEATA Subavwind repons gaimst thase pame srards, They can viser unassigred prime
confracts andior grants awanded to heir registened DUNS rumiber and add them bo their workdist. Toere is no deviabon m workdlow
bhesen Mmanagng prme Coniracts and grants in the Asanges Wordist

Ciick on the Coniracs Mol Ajded or Grands Hof Added [ab 0wy By CONDactel swards i the systam that match yeur GG # and
gt ol Been acded b0 your workss!

' Search Filters

+ Bearch For And Adc Award || & Create New Feport || Report List # Erlens 1-3a8 3 depavious | Jump 1 = | paut b
svward Numbar =  Tep Level Agency = hgency T Type options
HEALTH AND HUMAN ADMSNISTRATICH FOR
1}
eal SERVICES, DEFARTMEN" OF | CHILDREN AND FAMILES grant Remasa
HATIONAL SCIENCE HATIONAL SCIERCE |
G'-*I.l'
o FOUNDATION FOUNDATION Nk Existing Ragants
9 e FUVIGHA S e PUBLIC BUILDNGS SERWMCE Poe Remave Existing Bepnis
s FOUNCATION 55 BERMC TS ng Repor
# Search For And Add Award | & Create New Report || Report List & | lems 123003 4 {iama ML =i B

Award “Existing Reports” Tab

—— ST

Tuesday, October 26, 2010 | 3:49 prm | test-123@symplicity.com | Log-in to SRS | Logou

Home | Profile | Worklist | Create/Review Reports

-/ awardee worklist

# GS0001 / GSBOA4834384

@ BAcKTO LIST
¥

Award Details | Existing Reports |

‘ b Search Filters |

fterns 1-4 of 4 previous [Jurmp T 7 Jnextp
cy/l'm.r_Amm.Num.ha - Agency ID¥ | Agency Name ¥ Status Source¥  Report Month~ | Options
& ] 4700 GENERAL SERVICES ADMINISTRATION DRT | Cortract |- | Delete || Copy Report |
53 Ammm AERIEEA L S e b AR ST G T e mmbem ek Fime AAAA I [RTAPE 2N 1 I A D Aarmert 1
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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.

uesday, October 26, 2010 | 10:04 am | test-123@symplicity.com | Log-in to eSRS | Logou
/awardeej Lst J |'7

My Worklist Cnntracts Mot Added \ Grant Awards Not Added \

] Note

The "Worklist" is an organizational tool for corvenience, It allows the prime awardee to organize the awards for which they have
reporting responsibility. They can search for and add awards (bhoth contracts and grants awarded to their registered DUNS number)
to their work list from contracts reported in FPOS-NG and grants reported through the Agency's FAADS+ submissions to
USAspending. They can create new FFATA subaward reports against those prime awards. They can views unassigned prime

Fewtrmete mndfae cvmite moomredeel FeotReie cnsiebeenel DRSS moimabee somel Acl Haeiee e Hnaie comeldict Thioen e me deciotines i oes el
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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” lists, use 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

—; awardee worklist Tuesdzy, October 26, 2010 | 10003 am | test-123@-symplicity.com | Log-m {0 eSS | Logos

[(MyWorkist Y contracts Not Adeea ' Grant Awards hot Added \

} Note
The following contracts were found that match your registered DUNS # and have not been added to your workfist. You may add a
specific contract to your worklkst or click the "add all contracts to ry worklist® button to add them all

A
|» Search Filtars e
| Add All Contracts To My Warklist & | \'7
# Search For Other Contracts = & Create New Report | Report List » | lbems 120 a0f 4 Preyvious | Jurnp 1 = | et
Contract Humber = | Top Level Agency = Agency ~ Type DUNS Number | aplions
COMSMMMY | AOMNSTRATION AOMNSTRATON o |00 | (miToordel
+ Search For Other Contracts | 4 Create New Report | Report List » | terns 1-1 of 1 4 [dump T = 2 I

Grant Awards Not Added List
L awardee worklist

g e R My M | Raomt e | Rmmm emmymm pEtmEmresTpTe = ier ) mmmE e —

»

[ My worsist  Contracts NotAgged ¥ Grant Awards Mot Added |

] Maote
The figllowing grants were found that matc hyour registered DUNS # and have not been added to your worklist, You may add 2
specific grant to your warklist or click the “add all granks to oy workdist® button to add therm all.

b Search Filkers N

Add All Grants To My Worklist » i

# Search For Other Grants | 4 Create Mew Report | | Report List k| lems 1.7 of 7 4 Preyigus [Jump 1 = | pHext b
Award 10 (FAIN} | Top Level Agency = Agency = DUNS Number  optians
. HEALTH AND HUMAN SERVICES, ADMPMISTRATION FOR CHLDEEN AND [

1= PEPARTMENT (F JE - B07850730 | | Avdd To Workist

: HEALTH AND HUMAN SERVICES, ADMINISTRATION FOR CHILDREN AND [
100 = (Y [ttt ipmputs 807850730 || Add To Workdst
v i HEALTH AND HUMAN SERVICES, ADMINISTRATION FOR CHILDRENAND | e e
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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 * Mi Worklist” tab

Home Profile Worklst Create | Review Fepaorts

Tuesdry, Ootober 26, 2010 | 230 am | Test-" 1isymplicity.com | Log-in o &SES | Logd

£ awardee worklist

Ity W erklist " Confratts ol Adoed \I Grant Awdrd: Nog -‘51\.C|!l|E'I:I-.h‘|I

J Hote
The "Warddst' i= an organzabonsl toal fr comenience. [t allwes the prirme swandes (o organize the swands for which they hae
reporting responsiilty. They car seanch for and add swards [both contracts and grants asandedio thei registered DUMNS number)
10 their wiork kgt From Cortracts meported in FPDIS-MG and grants repoarted through he Agency’s FARALDISH gubmisHons 1o
USespendng. They can cneate revw FRATA subaward repons against those prine swards. They can vesw unassigned prime
conkracts andior grants awarded o thein registened DUNS number and add hem tc their workdist. There 5 no deviabon m workfiow
BEbvERA MEREHNG BT COAFSITE Mid BrAnts i I Aeandes Woslasl

Clict on the Confracts Mol Added or Grands Nof Added tab to vew any contrects/awands in the system that matc your DUNS # and
R niot Bean added bo YU waorkiss

¥ Search Filters

& Search For And Add Award

prt || Report Lt e | Rems 1-2of 3 4 Frewous |Jemp | = |pext

Byware Number #  Top Lével Agen grhch ¥ Type # Optant
F . HEALTH AND HUNAERN ADMNISTRATION FOR T
05 f rant Ramoye
m e . SERVICES, DEPARTMENT OF  CHLIDRENAND FMILES o
ENCE MATIC B v
A saTas MATICHhAL GCENCE HATIONAL GCIENCE ok Plsrhs o Diwwas

Il. Users can easily add a new contract from the “home” page once logged into the system.
To do so, they simply click on the “Add Contract to Worklist” button.

Homepage Quicklink - Add Award to Worklist

Home | Frotile Workhst | Crea

“IT home

‘_‘#’ add award ;
to worklist

™~ create FFATA
=4 J report
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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:

MNate: If wou are unahle to find or report against a prime award that should be available through FSRS, please take the following
action:

e Prime Contract &wardees -- Contact yvour 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 .

e Prime Grant Awardees -- Contact your grant making official for help. In order for you to file a FFATA subaward report
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 report. For mare infarmation
on the FAADS+ format, please read OMB W-05-19

Subrnit 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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Contract Summary Screenshot

View Contract Summary

__g} Please confirm that the following is the contract that vou intend on reporting against. If
this is the correct contract, click [continue]. Otherwise, click [select another contract] to
choose another contract or start over.

A
[ select another contract ] [ ‘continuei ] v

N
Contract Summary
Contract Number: 000002 T
Award or IDV: Award
Top Level Agency: [ Z S ol 8 4]
e [ select another contract ] [ continue ]
Grant Award Summary Screenshot
L Tuesday October 26 2010 11045 am |t
View Grant Award Summary [x]
_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. —
l Select Another Grant ] l Continue b el
Award Summary |
Federal Award #: 1000 7 "WF
Agency: ADMINMISTRATION FOR CHILDREM AMD FAMILIES (7590)  ac
Total Federal Funding Amount: 102442529.00 T
{F
Co
; Bty
Vi Select Another Grant ] [ Continue iy
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. Sample warning
for non-reportable contract shown below.
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Warning for Non-FFATA Contract

@ powered by symplicit

*
A Errors Detected E-Ggov

Workl ® The selected contract or order does not require FFATA subaward reporting, FFATA — .l._l‘_i-'\._-.EiO_V._
e . subaward reports are only required for contracts or orders awarded by the federal
government January 01, 2009 or later at certain dollar thresholds,

Log-in to eSRS | Logow

Select Another Contract

3 natm
rom the or

1e contractor: In the event that vou are unahle to find or report against a contractthat should he 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 Systermn -Mext Generation (FPDS-MGE). FPDS-MG is the autharitative source ofthe basic contractual information used to
SRS fields when entering your Contract Mumher. For more infarmation an FRDE-MNG please visit https: ey fods goy.

] (Gonea]

Step 1) *indicates a required field

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).

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

Contract Request Step 2 Screenshot

L
Home | Profile i Worklist { Create/Review Reports | —
= K Tuesday, October 26, 2010 | 3:26 pm | test-44@psymplicity.com | Log-into es
—/ awardee worklist

_!3 Note: This contract was previously on your worklist. Please click submit to add this contract back onto your worklist

Prime Contract Info

MNumber: |[AG3K15C10002C

- o AGRICULTURAL

Contract Request Form (Step 2) inficates & requirec field | | Agency. |oe ooy aer
Current

Type of Award: Contract Cantract|$ 34457024.00

alue:
Certification™: The FFATA Report can anly be submitted by prime contractors, Anly continue with this submissian if you are the prime contractor e e ]
far this contract

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

IX. Users are then directed to the “Awardt 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 test-:
/ awardee worklist uesday, Octoker |3:21 pm| te

# AC

) BACK TO LIST

f Award Details \hl Exizting RepDr‘ts\

Contract Information

Type of Award: Contract

Certification: | verify that | am the Prime Contractor for this contract

For Help: Federal Service Desk Turn Accessibility Mode On  Awardee User Guide FSBS Awardee User Demonstration Resources |
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4.7 Remove Awards from the FSRS Worklist

I. Toremove an award from the “My Worklist”, from the “My Worklist” tab, click the
“Remove” button.

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

Contract Details Screenshot

?awardee worklist Tuescay, OCiober 36, 2010 | 347 pm | test-1Z34rymplleneom [Logn b s555 |Loga

mby wsanmrt | Cotraets Nl Aot | el Awirds Wt AdSed |

] Mots

Thee Sioridiar” i an omanizabona ool fon convenence. B allows B pime svarde: tn organte the swards for which Ty have repating responsbiiey. Theycan seach for and
id @vvards (Doth contracts and grants awanded 1 e regestened DUMS sumber ) o Bher reork iist inom conracss reporied n FPOS-NG and grants sported thicagh the Agescy’s
TAALIS SuDMAes [0 LFSASpendng Trsy T Cresle riw FRATA Subdeard reporls. BOenS! Thins prars sairlls They O e Masigeed (s (Oonirecss Wdr griver
Feaindied b ther regrateced DUNS fuamiber and 5 them B ther workiss Thiers: i md disviaion invwrkfiow Leteien manageg pome contracs and gans in B Aevardss Widdes!

“hck onthe Coracts b Acdes or Granis MR Agded Bk T view STy CONtcELfswands in T syste That rch your DIUNE @ and e not been added b yer workest

[+ Searn Fuess

# Seorch For And Add Award | & Crems New Repor | REpart List & | fems 14304 o Prevecus loomp 1 = sl
EmArd MUt v T Lavwel Ageney = Agwney ™ Typs = Spbeny
ET— HEALTH AND HLMAN SEFWACES, ADMBES TRATION FIOR CHLDREN ARD E

Qi DEFARTHMENT OF FAMILES ! Eusing Koot

HEALTH AND HLBAN SEFVCES, ADMIES TRATION FOR CHLDREN ANDY

D mmeaE ey w . & grans Femove Bxistng Reperts
p . HEALTH AND HUMAN SEFWVCES, ACMBES TRATION FOR CHLDREN AND IE

D | umm— GERARTHENT F FAMILES il

o | GENERA. BERVICES ADMMS TRATHON GERERAL SEFVICES ADMMESTRATION ::;:""""“““ Femove Easting Reports
DDt

& Seirch Fo- And Add Award | Creace Sew Repor: | Report List ® | fems 14 504 q Jaemp 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 only is required to enter
specific fields that should be unique for the 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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5.2 View Existing Reports

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

Create / Review Reports Navigation
\ AL [Jc G

-~
o

Profile

“/ FFATA reports

Create | Review Reports
FFATA Reports

Batch Upload Reports

Il. Users are directed to a screen similar to the “FFATA Reports” 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

I oo vy

— ucay £y
.

'» LA gon

Hem#e Frafile Wasklisgr Crwats | Raview Répame
— Tweadsy. Cobober 26, 2010 | 356 pm | test-1 Z3@symplicity.com | Log-in io e595 | Loge
A FFATA reports
F . . v
all ‘._ Drams I\|il MM]!I:‘EI F‘!-{I|:|E|'l!l]|l‘\|I
¥ Smarch Filters
# Create New Report | Rems 110 of 10 o Presous | Juma | = | st
Contract Lward Humber =  Agensy 1D =  Agency Nams = Status =  Source = Report Month=  Optians
& o R ADHIREITREATION FOR CHILDRER A0 FAMLES | GRT Sk . Dadota Copy Nopad
& | tocumiimagy TH0 ADMRISTRATION FOR CHILDREN AND FAMILES DRT Grard ] Dekatbe Copry Repdt
3 il d40T 1550 ADMBSTRATION FOR CHILORER AND FAMILES DRT hrart . ekars Copry Repodt
2| o w7 7500 ADMBISTRATION FOR CHILDREN AND FAMILES | DRT Grang Oct, 2000 Okt Copry Repod
'_3‘ il T TR0 ADMBISTRATION FOR CHILDRERN AND FAMILES DRT Grark Oct, il Dekats Copry Repodt
B! vook _ Taa0 ADWPASTRATION FOR CHEDRER AND FAMILEES  DAT [ ] Ay, 2000 hebete Copey Fepart
B | Gommer i e 4700 GERERAL SERVICES ADMBISTRATION ORT Corgraet |- Uslats Copyy Report
B G5 iz (4700 GERERAL SERVICES ADMMSTRATION DRT Cortract | Dec, 2009 Deata Copry Report
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The status for each report displays in the status column. A legend appears at the bottom of the

page.

Status Codes

Draft (DRT): A user began working on the report;
however, they did not complete it and/or submit it.

‘ DRT = Drait ‘ SUB = Submitted | RPN = Reopened Submitted (SUB) A user SUCCESSfU”y 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 and accepted, but has since been
reopened for modification or corrections.

V. Click on the column heading of any column with a black arrow to sort (e.g., Status).
VI. The currently applied sort column is highlighted with maroon column heading text.

FFATA Reports Listing Screenshot

Hams FProfile

Wekdisr

Y
5 (RSN
Creats ! Review Repars LA

/ FFATA reports

ail | orans \1 Bunenmen | Re-openen 'y

¥ Saarch Filkers

+ Crmata Maw Baport  Reme 1106 10

Canrast Award Number =

(=]

ra-tice

I R~ R~ R~ R < R I~
2

Lt

Agensy iD=

750
4700

A700

Tupacyy, Cetobar 20, 3010 | 056 pm | tear-1 250 aymplicity, com | Log-in io eS8 | Logs

d Previny ldwig 1 = [hiagb

Agency Nams = Status = Source = Report Momth= | Optiens

ADNBRSTRATION FOR CHILOREN 250 FAMILES DART Gt . [ Eopy Raport
ADMBMISTRATION FOR CHILDREN AND FAMILES | DRT Grart . Ly 1 LAOpy Hapom
ADMBSETOATION FOD CHILDDEM 200 FAARLES  DRT ey i Tkt i Cinpry Ranadt
ADMPISTRATION FOR CHILDREN AND FAMILES | DRT Crare Oct, 2010 Dheila b Copy Heport
ADMMISTEATION FOR CHILDREN SN0 FAMILES DRT Grard Oct, 2040 s T Copy Hepon
ADMBISTRATION FOR CHILDREN AND FAMILES | DRT Crank Ape. 2000 Dedata Copy Faport
GENERAL SERVICES ADMBESTRATION ORT Conbract |- Cheidr Copy Hepor
CENERAL EEFFACES ADMBRE TRAT oM DRT Cortract | Disc, D009 Dolsrto Copy Foport
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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” quicklinkbutton (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
¥ to worklist

| e 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

. . . % Create New Report
’ hnstructions lIl. To file a new report, the user then clicks the
button.
Enter Award 1D . .
(FAIN) IV. Users walk through a stepwise process to enter the report (image
left).
Grant Award V. For filing a FFATA report in the system, a green step circle on the left
Details

side bar display indicates that the user has completed a step. A
Prime Award yellow step circle indicates that the step is open to edits. Gray
Details indicates that the step has yet to be fully addressed.

5 Subawardee Data
6/ Review

7
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A 5 Emer Coniract/ } Instructions for FFATA Subaward Reporting

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
'@ BACK TO REPORT LIST

Instructions
1 Instructions
i

Awvard # PRIME CONTRACTORS awarded a Federal contract or arder that is subject to Federal Acquisition Regulation clause 52.204-10
(Reporting Executive Compensation and First-Tier Subcontract Awards) are required to file a FFATA subaward report by the end of the
manth following the month in which the prime contractor awards any subcontract greater than $25,000, This reporting requirement will be
3 phased-in (see below):

s Phase 1: Reporting subcontracts under federally-awarded contracts and orders valued greater than or equal to $20,000,000,
reporting starts novs

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

» 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 reguirerment 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 requirermnents as outlined in the Office of Management and Budget\s guidance issued August 27, 2010, The prime

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
T sub-grant greater than $25,000. The grants subaward reporting functionality will be available via www fsrs.gov on Cctober 29, 2010

_!) Note

Please be aware that all information collected on the FSRS website (wwwy fsrs.gov), including registration information and report data, will
be visible to the public on & 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 ” Continue ]

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

J BACK TO REPORT LIST

N

Report

Instructions

Enter Contract/

Award #

vil

Enter Contract / Award #

_;5 Note:

Mote: If you are unable ta find or report against a prime award that should be
available through FSRS, please take the following action:

» Prime Contract Awardees -- Contact your cognizant contracting
aofficer ar official for help. In arder for you to file 2 FFATA subaward
report against your contract, your government contracting authority
wiill have to report your record to Federal Procurement Data
Systern -Mext Generation (FPDS-MNG). FPDS-NG is the
authoritative source of the basic contractual information used to
pre-populate many of the FSRES fields when entering your Contract
MNumber. For maore information on FPDS-MNG please visit

» Prime Grant Awardees -- Contact your grant making official for
help. In arder for you ta file a FFATA subaward report against your
grant, your Federal grant making official must repart your prime
grant award infarmation through their FAADS+ file submission to
USAspending. The Agency's FAADS+ submission is the
authoritative source for the basic grant award information used to
pre-populate many of the prime award details inyour FFATA
report. For mare information on the FAADS+ format, please read
OB t-09-19

‘ Back|| Cancel H Continue

Type of Award™: *indicates a required field

@ Contract/Order 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 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 with 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.

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.

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 of 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,

. FFATA Report For Grants *indicates a requl
is viewable by the federal government user
as they review the report on their interface. :Dm;ﬂ D‘;W”d Identifier Number (FAIN)':
. 2. Federal Agency ID*:
Sample Grants Flag Field 2540
@ ‘“ Iz this information correct?
Yes @ Mo

Please explain®:

Explanation must be entered if wou
mark the field "no".l

(maximum characters: 2551 200 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 green check mark indicates the field has been
entered and accepted. A red asterisk means a value is
needed.

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

XIX. 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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XVl
Progress

x FSRE Details

Prime Contract Mumber
Delivery ! Crder Mumber
Contracting Office Agency 1D
Contracting Office Agency Mame
Contracting Office 1D
Caontracting Cffice Mame
Funding Agency ID

Funding Agency Name

Funding Office 1D

L R OW o4 o4 % %% %

Progress |

Tips XIX

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

Click 'Save and Continue'to 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.

Progress | XX

Tips

Clicking 'Save' or 'Save and
Caontinue," will save your report and
allow you to leave and continue your
repott later,

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

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

Home | Profile | Worklist

Create | Review Reports

-/ FFATA reports

Tuesday, October 26, 2010 | 7:33 pm |t

) BACK TO REPORT LIST

@ instuctions

. Enter Contract #

@ couvectoenis

. Prime Award
Deetails

. Subawardee Data

EJ Review XXI

T Submit Beport

# GEE1 | GSE=

—

Review FFATA Report

View Printable Report Save PDF |

FFATA Report For Contracts

1. Prime Contract Mumber:
GESRMA

2. Delivery | Order Mumb er:

G ————"
3. Contracting Office Agency 1D:
4700

4. Contracting Office Agency Name:
GEMERAL SERVICES ADMIMNISTRATION

5. Contracting Office ID:
ALADD
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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

Homas Frofile Worklist Create /Review Repors
— Py, Deiader 38, SO0 | 742 6 |bede-1 D8 Sy b iy, o | Lig-i 10 BE0G | o7
/ FFATA reports
# O T
O Back TO PESORT ST
Submit Repart
. restetinns
Enier dwrd O [ j Submission Instructions
(EA Pleate ched pubmietn subma your repat
(Srans e
Gt A Hots
o Fleate be aware thet all nformaton collected on the FSRS websoe (waw Fers gev), mcliding regstrason sformabion snd
Prnme Aaward reqoe data, will be wvizible othe public on B pubbc welSAE (s LSSEpendrg o
Detals
: a7
O somacedn o e e XXl
. Reien
1) Submit Report

XXIIl.  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

1
Hom# Frefila Werklize Create | Beview Reports =
T sy, Sookesy ob, 2010| 2l pm | vesrid@spmplisineem | Logn D <303 Logad
A FFATA reports :
# 100 7
0 Pt TR REPORTLST
Rapart Hists
. Insiruchons _.E Raoport Accaptod i 2, nl
Repoithas besn S0Ceited Qer 26, 2070 7:45 pm
- Report Submized
Enter fanrd 1 Man: Pl e svcre Bont sl indonmshinn colecied o ke FERS welk=sin .
[EAR) [ 1505 gone], irec i regrarabon indonmadon srd repdet dach, will be Figopen ko Lo Hepon
wigilibe (0 the pebbc on 3 pubin warbsle [ress 500 Dot Do)
Grang 2ward
Detash
Dsck | Ftuen To Limd s PO
P dasard
Dietaily
[ p——
. Prvaew
T) submtRepot

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 (e.g., those data elements that are not specific to a report
month).

II. To copy a report, click the option “copy report” 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

= 1 ‘l"' Aix
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5.5 Edit an existing Report

I. Click on the “edit” icon beside the report number to edit a report.

II. One a user clicks on the “edit” icon, the report is open for the user to make edits. To
return to the report listing from edit mode, 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

He mie Profils Warklizy Create | Review Fapors =
— Tursd®y, OcioDer 26, 2010 | 800 pm | vest1 I3 sympielty.com | LOQ-n0 0 0SES | Lopo
/ FFATA reports
\G - N
an | D“'“\ Suibmsttag ‘il = l:lpene-ﬁ"t]
¥ Searzh Fiis
atte Mew Report | tems 1-100f 10 dereyious | urmp 1 7 Mext
¢m|::|:1'. Bward ig ency ID pgency BMame = E‘!th.l: Enur:r E-pmt Menth  optiens
B | cmimn ¢ o | 4T00 GENERAL SERWACES ADMINISTRATION  DRT Contrate Dzt Copy Repoet
B | G5t ¢ CoEmmm— AT00 GENERAL SERWICES ADMINISTRATION  DRT Contrate | Dec, 2009 Drlztia Copy Report
B | ceman ¢/ GsEm i | 4700 GENERAL SERWACES ADMINISTRATION  DRT Contrate | Aug, 2010 Dt Copry Report

IV. Note: A user can only edit 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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FFATA Report For Grants
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5.6 Delete a Report
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I. 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.

FFATA Reports Listing Screenshot
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(For advanced users only)

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

I.  Access Batch Uploads by Clicking on the main navigation, File / Review Reports.
Choose the “Batch Upload Reports” option.

Batch Upl

ad 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 | Logs \

_? Instructions:

g\ 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 ternplate exactly for the importto process correctly

Excel: Please 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
Il "save as" and choosing one of the specified formats:

—l/ Ifyour FFATA repott containg maore than one set of subcontractor/subawardee data, you MUST specify the additional subcontractor’'subawardees 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 (FAINY iffiling far grants AND the relevant reporting period ta ensure that the sub data is added to
the correct report; you may leave all other columns empty except for the subcontractorsubawardee data specific fields for these rows

XML: You may also submit one ar more FFATA reports using either the contracts or grants XML template below. Click Hers ta view the schema

MNote: If a report is uploaded via batch imports, the systern will also pull in report data from FPDS-NG 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, if not found in the source data feeds

Templates

.
* Wiew FEATA (Grants) XML Sample File

T

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”. 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). Users have two file formats that they can use: XML or Excel.

IV. If 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, 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 characters). Then use a XML editor resource to edit the xml template file to
include the reports.

VIl. The Excel or XML file should be saved so it can be accessed while the user is 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
formal excel CSV or tab delimited / XML), and if using Excel, 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 V/VI above.

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

Batch Upload Screenshot

batch upload reports

Tuesday, October 26, 2010 | 2:56 pm | test-34@symplicity.com | Log-into eSRS | Loaout

Batch Upload Reports ' Logs |

) Instructions:
Flease choose the report fype that vou would like to batch upload and choose whether you are using the Excel or XML termplates. The data must match the template exactly for the importto process correctly,

Excel: Please 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 ofthe specified farmats

If your FFATA report containg more than one set of subcontractorsubawardee data, you MUST specify the additional subcontracior’'subawardees 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 applicahle] if filing for contracts OR Award D (FAINY if filing for grants AMD the relevant reporting period to ensure that the 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 a repartis uploaded via batch imponts, the system will also pull in report data from FPDS-NG and FAADS + data feeds to complete elements of the report. FERS will draw fram FPDS-MNG I FAADS+ data feeds
first, and then use uploaded data, if not found in the source data feeds

Templates

.
* Miew FEATA (Grants) #ML Sample File

Upload Reports

Report Upload Settings * indicates a required field

Report Type': FFATA Reports (Contracts) ~
Template': Excel (CSV/Tab Delimited) -

Delimiter : @ Comma Separated (C5Y)
Tab Delimited

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

Xll.  When import is complete, the system displays the import results of the file upload
process on a confirmation section of the screen: “Upload Output”.
XIIl.  Any upload errors are described. If presented, a user should click the link “View
Detailed Log File” to review the specific error information.
XIV. 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 Tussdlay, Octobsr 25, 2010 | 2:56 prm | test- 44
]

Batch Upload Reports | Logs |

j Instructions:

| Log-in to eSRS | Logn

Please choose the report type that vou would like to batch upload and choose whether vou are using the Excel or XML termplates. The data must match the template exactly for the import to process caorrectly.

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

Ifyour FFATA report contains more than one set of subcontractor/subawardee data, you MUST specify the additional subcontractar/subawardees 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) if filing for grants AND the relevant reporting period to ensure that the sub data is added to
the carrect report; vou may leave all other columns empty except far the subcontractarsubawardee data specific fields for these rows.

XML: You may also submit one or more FFATA reports using either the contracts or grants XML termplate below. Click Here {0 view the schema

Note: If a reportis uploaded via batch imponts, the system will also pullin report data fram FPDS-MNG and FAADS + data feeds to complete elements ofthe report. FSRS will draw frorm FPDS-MG 1 FAADS+ data feeds
first, and then use uploaded data, ifnotfound in the source data feeds.

Templates
.
.
.
.

View FEATA (Grants) XML Sample File

N

Upload Qutput:
Upload Reports X pload Outpu

\D Upload Complete!

Report Upload Settings * indicates a required field 0 Recordis) Imported Succes;

2 Recordiz) Mot Imported

Report Type': FFATA Fiaports (Contracts) = Xl

Wiew Detailed Log File

Template': Excel (CSV/Tah Delimited) Note: You can view historical
anytime
Delimiter : @ Comma Separated (C5V)

Tab Delimited

o jog fies by clicking on the "Logs" tab at

DataFile': Ch\Documents and Settingshsymplicity docur | Browse

XV. 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).

XVI.

Batch Upload Logs Screenshot

TE-Gov
TSAgo
Home | Profile | Worklist | Create /Review Reports T
i Tuesday, October 26, 2010 | 3:06 pm | test-443 com | Log-in to SRS | Logow
am batch upload reports
/1

II' Biatch Upload Reports Logs < XV

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

Results limited to 1000 to optimize performance. Please use filters to find desired entries.
ltems 1-5 0f &

4 previous [Jurmp 1 = |Mext[r
Date Time &

Activity ~
Oct 26, 2010 305 pm Biatch Upload ffata

Ot 26, 2010 244 pm Batch Upload fiata

Oct 26, 2010 243 pm Batch Upload ffata

Oct 26, 2010 238 pm Batch Upload ffata

Oct 26, 2010 236 pm Batch Upload ffata

tems 1-5 of & q [Jump 1 = | 4

For Help: Federal Service Desk Turn Accessibility Mode On Awardee User Guide FSRS Awardee User Demonstration Resources Page
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(End of Document)
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