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DISCLOSURE: This Instruction Manual has been prepared solely for the benefit
of FSRS users. By accepting delivery of this Instruction Manual, the recipient
hereby agrees that the information contained in this Instruction Manual, in whole
or part, is confidential and proprietary and that it will not reproduce or
redistribute such Instruction Manual, discuss the information contained herein or
make reproductions without the prior written approval of the IAE, and will hold all
information in confidence.
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FSRS Government User Guides (used for Jul
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10/29/2010 version of FSRS.gov.
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Selected text updated for clarity.
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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 A \
and Transparency Act Subaward

Reporting System (FSRS)

Training Materials
» FSRS Awardes User
Dermonstration

i'
Log-In or Register Now: Documents

‘ ~ ; User Guides

| ;‘% FEDERAL GOVERNMENT ﬂ% AWARDEES » SRS Awardee G

|

Flease usvt Explarer &.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 FF&TA Subaward Report in

The Federal Funding Accountahility and Transparency Act (FFATA) was signed on Septermber 26, 2006. FSRS? Vigw 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 to0 reduce wasteful spending in the government. The FFATA

Coming Soon!

legislation requires information on federal awards (federal financial assistance and expenditures) 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 FFaTa Suhaward Renortinn Svsterm (FSRSY is the renorting tonl Federal nrime awardees (i.e. nrime

Copyright © 2010 www.symplicity.com Page 5 of 46
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1.2 About this User Guide

This user guide is intended for federal government users of the FSRS.gov system. The guide will help
these users utilize the system to review FFATA reports that have been submitted by prime award
recipients. “Sub-awardees” or “sub-contractors” do not use this system to report. Only prime award
recipients submit FFATA reports in this system.

There are four federal government user roles in this system. The roles in part reflect the activities that
are performed in the eSRS.gov system (see section 2.1 below for discussion of the relationship between
this system and eSRS.gov). The federal government user roles are outline as follows:

e Agency Coordinator —AC has full access to FSRS for their agency and below. User can manage
their agency hierarchy, other agency contacts, manage new agency contact registrations, review
FFATA reports and run reports on data from their registered level and below.

e Point of Contact — POC - users manage other agency contacts (but not the agency organization),
manage new agency contact registrations, review FFATA reports and run reports on data from
their registered level and below.

e Contracting Officer - CO - users review FFATA reports and run reports on data from their
registered level and below. In a FSRS Context, this role is likely more appropriate for users
needing to review FFATA reports pertaining to contracts.

e Designated Government User - DGU users review FFATA reports and run reports on data from
their registered level and below.

Sections of the guide address specific features that are available to specific federal government user
types. If a section does not apply to all federal government user types, the limitation is highlighted. For
instance, Agency Coordinators are the only system users that manage their “Agency Hierarchy”. That
feature is highlighted in this guide as being not applicable to POC, DGU and CO users.

“Awardees” (prime grant awardees and prime contract recipients) should refer to the “Awardee User
Guide” (links to this guide can be found on FSRS.gov and from within all navigational pages of the
awardee user’s fsrs.gov interface).

Copyright © 2010 www.symplicity.com Page 6 of 46



symplicity

FSRS Federal Government User Guide 1.2

1.3 Key Navigational Icons/Terms Defined

(Note - Please refer to system’s data dictionary links — found in the “resources page” navigation
- for specific FFATA report field definitions). See section 1.4.2 below.

Navigation Term

What to Look for:

Description

Add New Child

5

When agency coordinators are
managing agency records, this
button opens a form which
allows them to add a new child
agency to the agency’s
hierarchy.

Apply Search

Apply Search

Button the user clicks to apply
their desired search criteria (e.g.,
when filtering a list of records in
the system).

Back

When reviewing a record from a
list (e.g., FFATA Report list), use
“back” navigation in the upper
corner to return the list (previous
screen).

Batch Options

Batch QOptiens b

Reveals a pull-down menu of
operations that will be put
forward for all checked (V) list
items on the List displayed on
the screen: e.g., save to excel.

Batch Options - “Select All”
+

or “Deselect All” - Options

| Batch Options w |

= JActions

M SEF

Use the “+” option to select all in
the list for batch operation. Use
the “-“ option to deselect all in
the list for batch operation. A
checkmark by the object means
the object is selected.

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

Cancel

Return to previous page.

Copyright © 2010
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Navigation Term

What to Look for:

Description

Class (in Reporting)

Class

Status

Government Directory

Contractor Directory

FFATA (Contracts)
By MFFATA {Grants)

In Reporting, there are
categories of data elements that
form the basis of FSRS.gov
system reports.

Clear

Clears selected search criteria.

Collapse Navigation Arrow

vRE
E

Click a downward pointing arrow
to “collapse” a navigation
category. Seen on the main
navigation bar, and seen on top
of page list filters (e.g., collapse
“Search Filters”)

Edit

Use this icon to open a record
for “edits” (versus merely

“review”).
Expand Navigation Arrow - Click a right pointing arrow to
W Ao “expand” a navigation category.
] & co Seen on the main navigation

bar, and seen on top of page list
filters (e.g., expand “Search
filters”)

FFATA Report

+ [Jl Reports
FFATA

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. Federal government
users find these reports under
the main navigation “Reports”,
the sub-navigation “FFATA”.

Home

L.ji.':l Home

This is the user’s point of entry
to the system. From this page,
users can access all navigation;
see pending actions, system
statistics and system
announcements.

Copyright © 2010
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Navigation Term

What to Look for:

Description

Jump JLII'I'I|:' 1 W Moves directly to a|f1d 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.

My Account (& My Account Navigation where user manages
account data (e.g., password
management, request new role)

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

Previous < Pravious Shows the previous page (in a

multi-page record list).

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 qu Review the record data.

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

Save PDF Save PDE 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.

Copyright © 2010
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Navigation Term

What to Look for:

Description

Sort Arrow (on list displays)

Contract f Award Number v |Contractor

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).

Submit

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

Switch Role

Upper right navigation element
that is shown to a user if there is
more than one user role
associated with the user’s
account. If clicked the user will
see selection bar that allows
them to move to another “role”
associated with their account.

View Printable Report

Wiew Printable Report

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

Copyright © 2010
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1.4 Getting Help with FSRS

1.4.1 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
WA S ]

Log-In or Register Now
} AWARDEES

Please use Internet Explorer 6,0+, Mozilla Firefox 2.0+, or Apple Safari 3.0+ to access
FSRS,

About FSRS

About FSRA

‘} FEDERAL GOVERNMENT

The Federal Funding Accountability and Transparency Act (FFATA) was signed on
September 26, 2006, The intent is to empower every American with the ability to hold the
government accountable For each spending decision. The end result is ko reduce wasteful
spending in the government, The FFATA legislation requires information on Federal awards
(Federal financial assistance and expenditures) be made available to the public via a single,
searchable website, which is www. USASpEnding. gov.

The FFATA Subavard Reporting Svstem (FSRS) is the reporting tool Federal prime awardees
(i.e. prime conkractars and prime grants recipients) use ko capkure and report subaward and
executive compensation data regarding their first-tier subawards to meet the FFATA
reporting requirements, Prime contrack 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 displaved on wens, USASpending.qoy associaked
with the prime award Furthering Federal spending transparency,

REPORTIMNG TIMELIME FOR PRIME COMTRACTORS

Prime Contrackors awarded a Federal conkract or order that is subject to Federal Acquisition
Reqgulation clause 52.204-10 (Reporting Executive Compensation and First-Tier Subconkract
Awards) are required to file a FFATA subaward repart by the end of the manth Following the
monkth in which the prime contrackor awards any subcontrack greater than $25,000. This
reparting requirement will be phased-in (see below):

» Phase 1: Reporting subcontracts under Federally-awarded contracts and orders valued
greater than ar equal ko $20,000,000, reparking skarks now,

+ Phase 2: Reporting subcontracts under Federally-awarded contracts and orders walued
greater than or equal bo $550,000, reporting skarks Ocbober 1, 2010,

Documents

User Guides
= FSRS Awardes Guide

Training Materials
» FSRS Awardee User
Cremonstration

News

Question of the Month:
Is my company required to
file a FFATA Subaward
Repart in FSRS? Yiew the
aNsWer

Coming Soon!

On October 29, 2010, grants
subaward reporting
functionality will be available

on ESRS. g0y,

Viewer Software:

Some documents linked From
this page are in PDF, Flash,
or PowerPoint Format. Ta
wiew these files, vou may
need ko download:

» Adobe Acrobat Reader

+ Adobe Flash Plaver

» Microsoft PowerPoint
Wigwer 2007

For questions about FSRS,
contact:

= our conkr] officer For
questions al RS
applicability

conkracks,

+ For Help: Federal Service
Diesk

FSD

Copyright © 2010
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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.

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

m powered by svmplicity

FSRS Users:

For Help: Federal Service Desh

Accountahility and Transparency Act (FFATA) Subaward

PN

The Federal Serice Desk (FED) launched in June 2009
Environment {JAE). Atthe Federal Service Desk (fzd.qov’

N ; . - [al ]
& Home - b@v |’& https.//fsrs-testsymplicity.com /help_desk ~ g ‘ kA ‘ 4 ‘ X || b| Bing
r d L
v Reports I/
Home = 0
. ! L. Favorites | @ Help Desk - FSRS B - B - = ™ - Pagev saf
« #l} Agencies Pendin
il Croganizations 1 Me
‘ s Vi “rouwill be re-directed to the Federal Senice Deskoin 30 seconds. Clidithe logo abowe if wou would
like to be redirected immediately.
Contracts Annoul
£ Grant:
e This INTRODUCING...
Reporting .
e Look The Federal Service Desk v

n We are pleasedto introduce you to a new source of help for your questions concerning the Federal Funding

Repoting System (FSRS).

Integrated Acguisition

Vv

Subrmit a reguest online far Mon-Technical
Check onyour help deskticket online
Give us feedback on Frequently Asked Question

Fhone us toll free at 1-866-606-8220
Fhone us internationally at 334-206-7828

Cwer the nextyear ar =0, additional systems will gradua

Find information you need by searching SE{ na-,r,'ga%‘ to www.fsd.gov

5

Chat live with a Customer Service Representative

Ily transition ta FSD for their help desk suppoart. We

hnnr vnn take atvantanrs nf the fill ranne of serices afferad at v =i ooy

Copyright © 2010 www.symplicity.com
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1.4.2 Resources Page

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 Accessibiliby Mode On

Federal Governmment User SGuide

Fesources Page |

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

Buick Reference Guides

hBnaging COMTRACT Subaward Reporting in
FiRS:

+ Add a Contract Award to the Awardee
Wizt

+ Delete a Contract Awward from the
Sunarde s o ddist

# Creating and Submitting a Contracts
FFATA Subaward Report in FERE

+ Edit a Report from the FFATA Repords
List

+ BRewview Access and Retrieve Reporks
from the FFATA Reports List

Uzer Guides

For Awardee Users:

+ fyvardes User Guide

Dermonstration Videos

« FSRS fwardes User Demonstration

Webinar frohives
Launch of Grants on 1029 2010
For Awardes Users:

* Afumardes Dwersiew

Technical Docurmentation

+« Data Definitions for Contracts
» [ata Definitions for Grants

FARs

« FAQs

hBnaging GRAMNT Subaward Reporting in FSRS:

+ Add a Grant Auvard to the Aivardee
Wizt

+ Delete a Grant Award from the Awardes
Wizt

# Creating and Submitting a Grants
FFATA Subaward Report in FERE

+ Edit a Report from the FFATA Repords
List

+ BRewview Access and Retrieve Reporks
from the FFATA Reports List

For Govemment Users:

+ FSRES Agency Coordinator Suide

For Gowemment Users:

« Government User Owernview
# Sovernment User Training

Copyright © 2010
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Section 2 Log-In to FSRS

2.1 System Tie with eSRS

Users registered in the electronic Sub-contracting Reporting System (Www.esrs.gov) are able to access
the FSRS system with the same log-in credentials as used for eSRS. If you register for a new account in
the FSRS system, you will be able to login to the eSRS system with the same credentials. In addition,
authenticated (logged-in) users 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 you are currently working.

eSRS log-In Screen

*E.g ov
1L fl"‘_ aov

Friday, Movember 2/ 2009 | 2:40 pm
User: mesmmssmni@ves==m.net Log-in to eSRS | Logout

Copyright © 2010 www.symplicity.com Page 14 of 46
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2.2 Existing Users
I. Point your browser to https://www.FSRS.gov/government/

Il. Login to FSRS by typing your e-mail address and password.
lll. Click “Go”

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.

Government Users Login Screen

% K % Federal Funding Accountability and Transparency
Act Subaward Reporting System (FSR

e —
v

Welcome Government Users
_,'/ FSRS Sign-In ‘(Regmter YForgot my password \ .

N —

ﬂ Reqistration instructions for

Email Address:
Government Users

Password:
ﬂ Guide for FSRS Government Users

[Jkeep me logged in on this computer

Mot a government user? Click here.

“or Help: Federal Service Desk Turn Accessibility Mode ©n  Federal Government User Guide FResources Page

Copyright © 2010 www.symplicity.com Page 15 of 46
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2.3 New Users

Register Tab Screen

Point your browser to https://www.FSRS.gov/government/

Click on the “Register” tab.

Federal Funding Accountability and Transparency

Act Subaward Reporting System (FSRS)

Welcome Government Users

V.

V.

VL.

((FERs Sign-in ) Register I ord

Select your Agency.

Complete the forms, clicking continue after you have completed each section.

There are four federal government user roles in this system. The roles in part reflect
the activities that are performed in the eSRS.gov system (see section 2.1 below for
discussion of relationship between this system and eSRS.gov):

a.

Agency Coordinator —AC has full access to FSRS for their agency and below. User can
manage their agency hierarchy, other agency contacts, manage new agency contact
registrations, review FFATA reports and run reports on data from their registered

level and below.

Point of Contact — POC - users manage other agency contacts (but not the agency
organization), manage new agency contact registrations, review FFATA reports and
run reports on data from their registered level and below.

Contracting Officer - CO - users review FFATA reports and run reports on data from
their registered level and below. In FSRS Context, this role is likely more appropriate
for users needing to review FFATA Reports pertaining to Contracts.

Designated Government User - DGU users review FFATA reports and run reports on
data from their registered level and below.

Note — once you have registered, if you find that your registration does not have the
capabilities needed, from the “my account” navigation, users can request an additional role
be added to their account. See Section 9 below.

At the last step, please review the information, and when ready click “Submit
Registration”

Copyright © 2010
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VII. You will receive an e-mail after submitting. Please follow the directions in the e-mail
that you receive.

VIII. After confirming your account, you will see an “Account Confirmation Successful”

message. You must now wait for approval.

IX. Once you are approved, you will be sent another e-mail.

X. You may now login to the system by following “Section 1.1” of this manual.

New Government Users Register Screen

Welcome Government Users

[ FRS sign-In_Y Register Y Forgot my password

Instructions

Agency

Select your agency from the
drop-down list. Agencies are
organized hierarchically,

How-To:

1. Click on the Agency select
list.

Agency*:

Y

2. Use the scroll bar on the
left side to find your agency

v

Government User Registration Wizard

Agency*:

[ omone]

* indicates a required field

Prograss
Agency!
Ermnpdy

rour Full Mare:
Empiy

Your Suffix:
Empiy

The Title of Your Position:
Ermnpdy

rour Email Address:
Empiy

Supervisor Mame:

Ermnpdy

Supervisor Ernail:
Empiy

Perrmissinn | ewel /Rale.

Copyright © 2010
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2.4 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.
[ll. 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

LOG OFF IMMEDIATELY if wvou do not consent to the conditions stated in the following notice. Otherwise cf
Ck to acceptthe terms and procesd.

. Usage Agreement

m

This is a U5 General Services Administration Federal Govertuneant cormputer systam that is "FOR
QFFICIAL USE ONLY " This systern is subfect fo monitoring. Incivicilals found performing
whauthorized activities are subfect o disciniinans action inciuding crirmingl prosecution.

Lsers {authorized or unauthorized) have nao explicit or implicit expectation of privacy in anything

viewed, created, downloaded, or stored on this systemn, including e-mail, Internet, and Intranet use.

Ay ar all uzes ofthis systemn (ncluding all peripheral devices and output media) and all files an this
system may be intercepted, monitored, read, captured, recorded, disclosed, copied, audited, andiar
inspected by authorized FFATA Sub-award Reporting Systern (FSRS) personnel, the Office of

Inspector General (QIG), andior other law enforcement personnel, as well as authorized officials of

other agencies. Unautharized use ofthis systern is prohibited and may constitute a wialation of 18

1J.5.C. 1030 or other Federal laws and regulations and may result in crirminal, civil, andfor

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

ot s beeree mmed e Aitimme mmel e lommalaed s thost phaes e e pess ama b le swm s etstimon af e e i

4

For Help: Federal Service Desk
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3.1 Home

I. Login to FSRS.

Il. You will be directed to your FSRS homepage. (Depending upon your account, your
homepage and navigation menu may appear differently)

[ll. On the left hand side of the screen, the navigation menu is shown. This menu is
available throughout all pages on the system.

IV. “Pending Actions” will display all items in the system that your account has access to
with the status “pending”.

V. “Announcements” are created by FSRS administrators

VI. Overview FSRS Statistics are shown on this page.

VIl. When you are done using the system, please click on the “Logout” link
(found on the top of every page).

VIII.

The lower navigation bar has links to the Help Desk, the option to turn on

| Lo gqo ut

accessibility mode (this disables select interface enhancements to ensure users of
assistive technologies have full and equal access to all aspects of this web site). this
user guide, and the resources page.

.Government Users Homepage

F T TUSC

Horne
- Reports

: FFATA
« il Agencies

il Organizations
& Contacts

\ Contracts

Federal Funding
Act Subaward Re

g System (FSRS)

ntability and Transparency

" |J0wtm2»/\

* .
Ecov I

FSRS Test

- | Home |

il L

Vil

Pending Actions

1 Mew Agency Contact Registrationg

Announcements

Vv

FSRS - Last Updated Oct 28, 2010 8:49 am

Agencies

Agency Contacts

FFATAs {(Contracts / Grants / Total) 145 /10 /155
rants .
= This is a sample Jun
8 Rreporting Announcment!
& My Account Look for notifications from the FSRS system
administrators here,
A Vi
7
For Help: Federal Service Desk Turn Accessibility Mode On  Federal Gowernmment User Guide Resources Page « VIl
———
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3.2 Main Navigation Overview

The federal government user’s main navigation runs vertically
along the left side of the screen.

Home: Home returns a user to the default home page (same as & Home =
seen on login). s (3] Reports
) ) FFATA
Reports: The FFAFTA Reports section allows a user to review -l i
FFATA ReportS. See Section 4 below. #h Crganizations
& Contacts
AgenCiES: Contracts
Grants
Organizations: List the agency organizations. Users will see B Reporting
a list of agency records within their agency. From this & My Account

navigation, Agency Coordinators can add new agency
records. POCs can review the records, but they are not able to make edits/additions.
See Section 5 below. This navigation is not applicable for DGU, or CO users.

Contacts: Users will see a list of agency contacts within their agency. From this
navigation, POCs and Agency Coordinators can add approve new agency records.
DGU and COs can review the records. See section 5.2 below.

Contracts: List of contracts sourced from FPDS-NG. See Section 6 below. Navigation is
not applicable for DGU.

Grants: List of grants sourced from FAADS+ (as reported by USASpending). See Section 7
below. Navigation is not applicable for DGU.

Reporting: Resource allows users to report on the following classes of system data.

o FFATA Contracts
FFATA Grants
e Government Directory
e Contractor Directory
See Section 8 below.

My Account: Resource allows user to update their profile data, change their password, or to
request a new role/office affiliation for their account. See Section 9 below.
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4.1
l.

VL.

FFATA Reports List

To review FFATA Reports, click on “FFATA” under “Reports” in the left-side main
navigation menu.

You will see a screen similar to the FFATA Reports List Screenshot below.

Click on the R View Icon beside any report to see more information regarding the
submitted FFATA report.

You may sort the list of reports based on column heading. This is accomplished by
clicking on the text next to any down arrow in the column headings. You may sort the
list in ascending order if you click on the same heading again. Note how the color of the
text changes. The current active column is designated by a Maroon color.

The “Source” column indicates the basis of the FFATA Report (contract or grant award).

Notice, this screen is limited only show twenty reports at a time. To view more, simply

click on the “Next >” or “< Previous” links to traverse through the list.

FFATA Reports List Screenshot

; v
# e Ll | Federal Funeling oLk ANSPATENCY . ¥
g £ At Subaward ) Vi . "toor T\
& o FFATA - peaits ik
o= Lk [ FEATA Beports Y Asranend Seuwch I'|
2] FFaTa
g * Search fillers
[ R
Ml i atiend Theaii =10 af 10 2 Praigies | 2ome 1 = | Meclx
Cenlase
IJ: i .-.l ' Cantract § &mard Nsimber = Contrsctors  Aaemoy [0 7 ASescy Mame s Searce s Beport Manths (ifics 10s Seb By = Babr | netians
=Thracts
it
@ rutis ADMIMISTRATICN i,
O} B g @ Pl CHENGRR | fren S, HIER slphaliamardse mom | P Swvim PLF
AMD FRMILIES w0
III {1
ot
'3 ALTilAal STRATEOH Lo, e
B TIGUT | TR FOR CHILDREW | Grant 0 e . B0kn || Savm
OEFaE THENT FEMILIES Liddwvyrglaly.com 5 o'y
F )
HEALTH AND Sap
MM ACHIISTRATICH
& Lo oy IS L FOR CHILDREW e My alghsdumn com 20LE Satod PDF
CEFARTHINT il e
or
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FFATA Report List with Search Filters Expanded on Screen

VII. Users may also view only specific types of reports using the search fields that show
above the list (click expand “Search Filters” button to open the filters that may be used if

not visible on screen). Set the filters and click “apply search.

VIII.

To clear a search, click the “clear” button that appears adjacent to the
search button field after a search has been executed.

==

IX. Users can also perform advanced searches of the list on the advanced search tab.

——N

vil

— V

and submitter email

A
FFATA Reports [EEe— back
_‘/ FFATA Reports “._/Advanced Search ‘\ IX
+ Search Filters
gi?‘u\;sa les: - Report Source et | -
Action Keywords
(>=) searches contract nurmber,
e - i, conracung ot 16

Apply Search

Items 1-10 of 10

< Previous | Jump 1 * | Next =

MEPARTMENT.

AMD FAMILIES

Contract f Award Number v Contractorv Agency ID v |Agency Name v | Source ¥ Report Month vy Office ID v Sub By v g:;e Options
Cot
SEESECI_\Q\IF ADMINISTRATION 01, —_———
=] D2EHERAS COMMUNITY 7590 FOR CHILDREM Grant Jun, 2010 alpha@awardee.com | 2010 Save POF
SERVICE (INC) AMD FAMILIES 5:29
prm
CHILDREN AND Dot
Q—] FAMILIES, ADMINISTRATION test- 26, —_—
1Qagpapa 7 COMMECTICUT (7590 FOR CHILDREM Grant Jan, 2010 n 2010 Save PDF
DEPARTMENT BMD FAMILIES 123@symplicity.com | S50 l—l
OF prn
SERVICES ADMINISTRATION 23, —
Qi |10 i} ! 7590 FOR CHILDREMN Grant May, 2010 alpha@seis.com 2010 Save POF
MATHE AND FAMILIES 11:38
DEPARTMENT
OF am
(AT o
SERVICES ADMINISTRATION 14, —
Q] l0gmnn MAINE ! 7590 FOR. CHILDREM Grant Jun, 2010 beta@seis.com 2010 Save PDF

1:34
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4.2

Review a FFATA Report

When a Federal Government user opens a FFATA report for review, they will see the
FFATA report that the Prime Contractor or Grant Award Recipient has submitted via the
system.

There are field differences between grant and contract FFATA submissions. Data
dictionaries for each “workflow” are available on the resources page (refer to your
bottom “nav” bar for access to the resources page). These dictionaries might be helpful
to review as they define the fields on each workflow.

When a report is created, as a user enters the award / contract number, a great deal of
information is pre-populated for them. This is done 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-award
recipients.

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-award recipients.

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

Copyright © 2010 www.symplicity.com Page 23 of 46



symplicity

FSRS Federal Government User Guide 1.2

4.2.1 Review a Grant FFATA Report

From the reports list, click on the @ View Icon beside any grant sourced report.

From the report “core” screen, users can View Printable Report, or Save to PDF.

In the right side bar, users will see the Report History.

FOR GRANT FFATA Reports ONLY, prime award
recipients can utilize a red “flag” resource on
certain pre-populated data fields. The awardee
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 (image of a sample awardee
interface field is shown right). 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 reoui

1. Federal Award Identifier Number (FAIN)":
1001MD1407

2. Federal Agency ID":
7540

@ ‘e |z this information correct?
Yes (@ Mo

Please explain®:

Explanation must be entered if you
mark the field "ne".|

[maximum characters: 2551 200 remaining.

If FFATA data has been flagged by the awardee as being incorrect, federal government
users will see a tab “FAADS+ Flagged Data” on the grant report record when it is open to

review.

Report with Flagged Data

L ————— ———

DZE==9293: BROOKLYN BURE ERVICE (INC)
B \
{ FAADS+ Flagged Data

[ core
-/

=
&
o
=

ffata list

J Note: This is a FFATA grant subawards report for awards made in June, 2010

_b Note: The awardee has flagged data as inaccurate that was populated from FAADS+. Click /pre to view the flagged data.
Back To Reports List ‘ | View Printable eport ‘ ‘ Save POF | I Report History [=]

FFATA Report For Grants N

1. Federal Award Identifier Number (FAIN):
OEERER3

2. Federal Agency ID:
7590

3. Federal Agency Name:
ADMIMNISTRATION FOR CHILDREM AND FAMILIES

4. Prime Awardee DUNS #:
07gsTmeaz

5. DUNS Number +4;

6. Prime Awardee Name;
BROOKLYM BUREAL OF COMMUNITY SERVICE (INC)

7. Prime Awardee Address:
Street Address:
BROOKLYM BUREAU OF COMMUNITY SERVICE
283 SCHERMERHORM 5T,

City:
BROOKLYM

State:

Oct 01, 2010 5:29 pm
Report Submitted (awardes alpha)

Subaward Date Q
[FEAT A Jun 2010 |

Copyright © 2010 www.symplicity.com
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VI.  To review which fields have been flagged, and the explanation for the flag designation,
click on the “FAADS+ Flagged Data” tab.
VII.  Click “back” to return to the Core report tab.

The FAADS+ Flagged Data Tab of a Grant Report

DESMer93: BROOKLYN BUREAU OF COMMUNITY SERVICE (ING)
[ Core Y FAADS+ Flagged Data { Event Log |

_!\_" FAADS+ Data Issues: The following elements from FAADS+ were flagged for incorrect data

Project Description: EARLY HEAD START ARRA EXPANSION

Explanation:
This is for 8-12 grades, not pre-k,

VIIl.  If data has not been flagged, the “FAADS+ Flagged Data” tab will not display when the
FFATA Report record is open to review.

Grant Report without Flagged Data

1 Ougad®00: HEALTH AND HUMAN SERVICES, MAINE DEPARTMENT OF m tbal'd:
ata lis
- Core {_Event Log \
‘? Mote: This is a FFATA grant subawards report for awards made in May, 2010
[ Back To Reports List ] [ Yiew Printable Report ] [ Save PDF Report History =]
Sep 23, 2010 11:38 am
FFATA RepOI‘t FOI' Gl‘ant's Report Submitted (slpha seis)
1. Federal Award Identifier Number { FAIN): Subaward Date =l
1 T a0 ]

[FFaTA]May 2010

2. Federal Agency 1D:
7390

3. Federal Agency Name:
ADMIMNISTRATION FOR CHILDREMN AMND FAMILIES

4. Prime Awardee DUNS #:
809045594

5. DUNS Number +4:

6. Prime Awardee Name:
HEALTH AND HUMAN SERVICES, MAINE DERPARTMENT OF

7. Prime Awardee Address:

Street Address:
221 CTATE CTREFET
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4.2.2 Review a FFATA CONTRACT Sourced Report

. From the reports list, click on the &1 View Icon beside any contract sourced report.
1. From the report “core” screen, users can View Printable Report, or Save to PDF.
[l In the right side bar, users will see the Report History.

V. Click “Back” to return to the report list.

Contract Report

00 i e 3 1 5: A CIESRURE LLP 1 back
ffata list
f Core { EventLog ‘\
2 MNote: This is a FFATA contract subawards report for awards made in May, 2009 /] : ;
/
| Back To Reports List || Yigw Printable Report || Save POF ( ] Report History =]
Sep 28, 2010 6:09 pm
FFATA Report For Contracts N R (R, )
Dec 09, 2009 11:49 am
1. Status: Report Revised (WRETTINTURE)
Reopened Dec 09, 2009 11:42 am

Report Revised (WRE WECEUTURE)
Dec 09, 2009 11:42 am

2. Prime Contract Number:

00 O SN O CT40 315 Report Reopened (AR GETTNNURE)
. Oct 28, 2009 3:52 am
3. Delivery / Order Number: Report Submitted (/IR LITURE)

02T 1 5

4, Contracting Office Agency ID:
1435

5. Contracting Office Agency Name:
MINMERALS MANAGEMEMNT SERVICE

6. Contracting Office 1D:
goooz

7. Contracting Office Name:
DEPT OF INTER/MIMNERALS MGMT SERVICE

8. Funding Agency ID:
1435

4.2.2.1 Agency Contract Transfers

I. Agencies have the ability to transfer a contract from one agency/office to another
agency/office in FPDS-NG.

Il. When a contract is transferred to a new agency/office in FPDS-NG, ALL reports in the
FSRS Reporting system that were created PRIOR to the transfer, regardless of status
(Draft, Submitted, Reopened), will remain associated to the former agency/office (the
contract agency/office at the time of report creation).

lll. When a contract is transferred in FPDS-NG, the former agency/office will NOT have
access to any new reports created in the FSRS Reporting AFTER the transfer took
place.
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V. When a contract is transferred in FPDS-NG, the new agency/office on the contract will
have read-only access to the most recent report submitted in the FSRS Reporting
system prior to the transfer (i.e., submitted to the former contract agency/office),
regardless of status.

4.2.2.2 Contract PIID Changes
I. Agencies have the ability to modify PIID/Contract numbers in FPDS-NG.

Il. The FSRS Reporting system will receive modified PlID/Contract numbers from FPDS-
NG.

lll. The FSRS system will update all existing reports, regardless of status, with the modified
PlID/Contract number. This process will overwrite the original PlIID/Contract number on
the report.

IV. When a PIID/Contract number is modified, the FSRS reporting system will display a new
field from FPDS-NG labeled “Other Award (or IDV) ID” which will identify the original
P1ID/Contract number for reference.

V. The original PlID/Contract number will no longer be searchable in the FSRS Reporting
system.
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5.1 Review / View Existing Agencies (n/a for CO, DGU users)
I. Click on “Agencies” on the left hand navigation menu.

Il. Click on “Organizations” on the left hand menu.
lll. You will see a screen similar to the “Agencies / Organizations Screenshot” below.

IV. Click on the ¥ View Icon beside any agency/organization to see more information
pertaining to that specific agency/organization.

V. Notice that any child organization will appear below the parent organization and will also
have a b to the left of the name.

Agencies / Organizations Screenshot

(2 Home Agencies back
= Eports J(J\gem:ies. YAduanced Search \ help
FFATA
= I Search Filters
~ §ib Agencies
¥} Croanizations Items 1-20 of 80 = Previous | Jump 1 = | Next =
& Contacts HE Name Options
b [-Contiacis [ |90 B & |ENERGY. DEPARTMENT OF (8300) &
8 Rrepo v 3
& Vv A D Q—i & L 2: ASSISTANT SECRETARY FOR CONGRESSIONAL AND INTERGOVERNMENTAL AFFAIRS (8907) @
_——— | =
0| & L 2: ASSISTANT SECRETARY FOR CONSERVATION AND RENEWABLE ENERGY (8922) |
o M L 2: ASSISTANT SECRETARY FOR DEFENSE PROGRAMS (8925) &
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5.2 Agency Contacts

5.2.1 View Agency Contacts

I. Click on “Agencies” on the left hand navigation menu.
II. Click on “Organizations” under Agencies.

ll. Click on the & Contacts button next to the agency and the Contacts for this agency

will appear.

IV. Click on the View icon el beside the desired contact to review his/her Contact
Information, including Core profile (name, email), Roles, and Account details.

FSRS Agency Contacts Screenshot

Lﬁ Home

ENERGY, DEPARTMENT OF (8900) ) bﬁl_d;
+ (3] Reports agencies lis
= [ Core Y contacts Y Reports { Office Codes | (2)heip
+ §#i} Agencies + Search Filters
P Permission - Hide yes no
¥ Organ=aias Level Children :
& Contacts User Level - Keywords
b Contracts
& My Account
Batch Options + | Items 1-2 of 2 < Previous | Jump 1 v | Next >

HE Last Mame v First Name v Agency Office Titlev Email v Phone
ENERGY, DEPARTMENT OF (8900)
CFFICE OF PROCUREMENT,
ASSISTANCE, AND PROGRAM
\Y 0o — MANAGEMENT (8916) pm il - om
OFFICE OF SMALL AND tester
DISADVANTAGED BUSINESS
UTILIZATION (8918)
ENERGY, DEPARTMENT OF (8900)
0@ Bl e son.com
I\'L\KN,\\GEI‘\JEN'IE (8916)
Note: You can also view contacts by Office:
a) Click on “search filters”
b) Select “contracting office” in the “User Level” drop-down within the Search Filters
section.
c) A new drop-down box will appear called “Contracting Office.”
d) Select the desired Office and click “Apply Search” button.
Filter Contact by Office Screenshot
DEPT OF DEFENSE (9700) ~back
agencies list
{ Core YCuntacts "{Repcrts YCFﬁce Codes \ Vhelp
« Search Filters |—
Contracting | [ c Hide yes no
Office Children ]
Permission - Keywords
Level
User Level contracting office ~ N
d Apply Search || Clear |

Copyright © 2010

www.symplicity.com

Page 29 of 46



symplicity

FSRS Federal Government User Guide 1.2

5.2.1.1Group List By

I. There are two viewing options for the Agency Contacts list: Group By User or Group By
Accounts. You can alternate views by clicking on the desired link. Note: The current view
will be the one that is not underlined.

Group List By: Filter Screenshot

Apply Search

Group List By: By User | By Accounts

Jump 1 « | Next =

II. The “Group List By User” option will display each user in one row of the main list. This
means that if a user is registered under multiple agencies, that user will be listed once
with all associated agencies listed in a single field. When in this view, you will not be
able to sort by Agency or Office.

Group List By: User Filter Screenshot

Group List By: By User |

Batch Options w | Items 1-20 of 38 Jump 1
H= Last Name v First Name v Agency Title & Email & P

Q] Account

Test &
AFMC (AFMC)
AIR FORCE
RESEARCH
Q_j LT Il %EE;JL?ATDRY ol Tester GEQ =BETA.MIL |71
CCE (CCE)
CDEPT OF

DEFENSE (5700)
ql = — USACE (USACE) = ==rahoo.com

%)
[=]
3

SMALL BUSINESS
Gl | oyt =aia ADMINISTRATION
(7300)

|
[

weail.com

lll. The “Group List By Accounts” option will display each account in one row of the main
list. This means that if a user has multiple accounts or “hats” associated with their user
registration, each account will be listed in its own row. When in this view, you will be able
to sort by Agency or Office.
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5.2.1.2Batch Options: Malil

I. Use the checkbox feature to select the desired contacts. Or, use the & option to select
ALL or the El option to deselect ALL contacts.

Batch Options Resource

|E-atu:h Options v| Items 1-7 of 7 (4 itemns selected)
| = Last Mame ¥ First Name v Agency
. ) AFMC (AFMC)
QA & | s —— AIR FORCE RES
CCE (CCE)
al e Stephen PUBLIC BUILDI
‘53 s Michael A Test Agency

II. After selecting the desired contacts, you can send an email message to all by selecting
Batch Options --> Mail --> [new message].

Batch Options Resource — New Message

Batch Options vE Items 1-7 of 7 Fﬂf itemnz zelected)

Mail :| [new message] I
T = -

Save Az Ewcel T
I | | |.ﬂ.l:M|‘" fAFERTY

[ll. The Mail Wizard tab will display for you to create the details/parameters for your batch
mail message. Complete all required fields and click “next” to continue.

Batch Options Resource — Mail Wizard Step One
Contacts beack
|'I-.A=l‘-'|\"‘;|' Contacis T”L‘w Agency Contact Aepistrations }' Mail Wizard ]||. 1.'""9

STEP i3 Rewview/Cdit Aessage
Pleace review)/sat the parameters of the message you wish to sand. Make any changes in the form below, select whether and how you wish to save these
changes, and then selact the 'next” buttan.

& F
Mezszape Tdentifier: Flaaze enter an dentifier for this message AT
[fylbnagrr
[fnarne
Subject™: Enter the subnedt of the email message 'riill
namg
Tast Matsage [phame]
[rax]
From®: Flease enter the e-mail address which will ‘be used in the from field [email
T [password]
[tab]

Please note: Use
of he (password] field
Bec: Addressies) whe shauld be blind coosed will rmasil i tha Ingin
paEswond bang reset
and 8 ngw passwond

HTML Format: Do you wish 1o format thes message usmg HTML? weneraied Tor al

YES @ PO contacts recedving this
==l
Messnge Body®; Flaass enter the messsme body, including any substiution fHelds
test
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IV. Review the list of recipients and make any desired changes to the list.

V. Click “Prev” to return to Step 1.
VI. Click “Cancel” to stop the action.
VII. Click “Send Messages” to begin the mailing process.

Batch Options Resource — Mail Wizard Step Two

Contacts
I(’Agenc‘_« Contacts YNEW Agency Contact Registrations Y Mail Wizard i hep

o
[+
(a1
o

STEP 2: Review Recipients
Fleaze review the list of recipients below, and make any desired changes.

o

== _—==atbTA.MIL
Lo T Bcomcast.net

mE==——=—=ymplicity.com -
Remove Selacted Recipients |

WARNING: When you click 'Send Messages', the mailing will begin. This is vour last chance to change your mind or make any corrections.

w Prewv Send Messages

vi
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5.2.1.3Batch Options: Save As Excel

I. Use the checkbox feature to select the desired contacts. Or, use the respective EEI
option to select ALL or deselect ALL contacts.

Il. After selecting the desired contacts, you can save the list as an excel file by clicking
Batch Options - Save As Excel -2 Selected Records. A pop-up will appear with the
option to open the file or save the file.

lll. You can also save an entire page as an excel file without having to select specific
contacts by clicking Batch Options --> Save As Excel - This Page. A pop-up will
appear with the option to open the file or save the file.

Batch Options Resource — Save as Excel

Batch Options vE Items 1-7 of 7 (3 items selected)
FE Mail PL:T e
— Save As Excel " This Page
L f— =—ay | Selected Records
CCE (CCE)
=l [ Stephen PUBLIC BUILDING
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5.2.2 Edit Your Agency Contacts (n/a DGU/CO users)
I. Click on “Agencies” on the left hand navigation menu.

II. Click on “Organizations” under Agencies.

l1l.Click on the & Contacts button next to the agency, and the Contacts for this agency

will appear.

IV.Click the Edit Icon & beside the contact you wish to edit. Note: You will only be able
to edit contacts registered at your level in the hierarchy and below.

Agency Contact List
DEPT OF DEFENSE (9700)

[ Core Y contacts .'(Repor‘ts YDf‘ﬁCE Codes '\‘ help

agencit

« Search Filters

Permission - Hide = YES (7 N0
Level Children )
User Level |L] Keywords
Apply Sea
Batch Options | Ttems 1-10 of 10 < Previous | Jump 1 = | Me
HE Last Mame ¥ First Name r | Agency Office Title Email r Phone
L Be ot Robert DEFT OF DEFENSE (3700) v 8.8t w0 o
Tester
0O |2 hig < edy hkennedy DEFT OF DEFENSE (9700) DoD AC | yedellkeresdygroup.org
2| DEPT OF DEFENSE (2700) . o
o Nea dohn DEPT OF THE NAVY (1700) e .4 fmecom
|4 hy g havward DEPT OF DEFENSE (3700) QA F & owd, Bass J0v
AFMC (AFMC)
) AIR FORCE RESEARCH G503 DoD
| A Geoffrey LABORATORY (AFRL) FAB104 T':'t Gy QETA.MIL | 703.507.
CCE (CCE) woiwayy | | SSEr
DEPT OF DEFENSE (9700)
Copyright © 2010 www.symplicity.com
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5.2.3 View All Agency Contacts
I.  Click on “Contacts” from the left-hand navigation menu.

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

2l Home Contacts
+ (Gl Reports _‘,f' Agency Contacts I1€’New Agency Contact Registrations '\ Lhelp
FFATA
o _ « Search Filters
« @b Sgencies T =
i Organizaty L
Permission Level -
& Contacts
Contracts
B Rreporting

Contacts Mai
\ M i

Lﬁ Home

+ (0l Reports
FFATA
& Contacts
Contracts

Grants
B reporting
& My Account

n Navigation (applicable for DGU, CO users)

Contacts
— Agency Contacts |

| I Search Filters
ligency w User Level

Fermission Level - Keywords

Batch Options % | Items 1-20 of 82

=R Last Name ¥ First Name ¥ | Agency Title v
| Q| account disabled ACTION (4400)
O Q_i Account Test

II.  The list will default to ALL registered government users; however, you can use the
Search Filters to refine the list by Agency, Permission Level (Account Type), User Level
(agency or contracting office) and/or Keywords (e.g., name, email).

lll.  Set search filters and click Apply Search

IV.  Click on the @icon or the Name of the desired contact to view details.

V.  Click on a desired email address to have your email client generate a new message with
the “To” field pre-populated.

VI.  You can sort any columns with a black arrow in the header. Maroon color shows active
sort column.

Note: See Section 5.2.1.1 for details on the Group List By User and Group List by
Accounts options.
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Agency Contact List
Contacts
fﬁgency Contacts

o
o
(=
B

[ontact Registrations \ Lhelp

# Search Filters

Agency v | User - m
o Level

Permission - s

Lewvel &

Group List By: By User | By Accounts

Batch Options + | Items 1-20 of 38 Jump 1 = | Next =

HE |Last Mame v First Name v | Agency Dffice Title v Email v Phone

=1L

] Q‘_.I Vi et =3 00.CoM
— -

- ey USACE (USACE) :
W AFMC (AFMC)
AIR FORCE RESEARCH G503
| = K Y LABORATORY (AFRL) FAG104 Dol Tester 703.607.1545

DEPT OF DEFENSE (9700)

| | CCE (CCE) WOTWAW
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5.3 Add New Child Agency (n/a for DGU, CO, POC users)

Important Note!: When a Contract/Award is reported upon in the FSRS Reporting system
and the contract/award ties to a new agency that was not in FSRS, the agency will
automatically be created.

I. Click on “Agencies” on the left hand navigation menu.

Il. Click on “Organizations” under Agencies.

ll. Click on the ¥ “Add New Child” button next to the parent agency (far right column

“options”).

Agencies List — Add New

Agencies

- N
_[’Agencles {(ndvanced Search \ D help

b Search Filters

=
o
(&l
7

Items 1-11 of 11 P : mp 1 v | pexts
EHE Name Options
| AE & HATIOMAL AERONAUTICS AND SPACE ADMINISTRATION (50007 n 5|
| A= L 2 AMES RESEARCH CENTER (8020} |

IV. You should now see a screen similar to the “Add Child Agency Screenshot” below.
V. Populate the fields. Required fields are marked with a red asterisk.
VI. Click “Submit” when you are finished.

Add Child Agency Screenshot

{2 Home [New Agency] , back
¥ (3] Reports agencies list
: I \
FEATA [ Core | help
= i} Agencies Vi ’ submit ][ save ” cancel ” cancel edits ” delete ]
il Oroganiza
& Contacts Agency Information * indicates a required field
b Contracts
D Reporting Parent Agency: | ENERGY, DEPARTMENT OF (3900) i
& My Account Name®*:
Shortname:
Code*:
Category: -

Agency Address:
gency Street Address:
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(n/a DGU)

6.1 Contracts List

I. Users click on “Contracts” on the left hand navigation menu to open the Contracts list.
Users will see a screen similar to the one shown below.

I1. Users can click on the S icon or the “Contract Number” to view the details of the
contract.

I11. Users may also use the search criteria (Advanced Search Tab) or the filtering
technology to filter the list to a smaller number of results.

1IV. Note: You will not be able to search for PlIID/Contract numbers that have been
changed in FPDS-NG. You are only able to search for current PlIID/Contract numbers.

Contract List Screenshot

& Home * Cantracts back
] & announcements - ¥ Conteact List I'( FRDE ATOM Search (Beka) "("‘\.l.'-'al'.::u.l Zearch |
| = (Gl Reparts i ; Fi |
Il FEATA, ;
Evﬁﬁgandss Batch Options » | Ihems 1-10 of 10 Cached on: Oct 28, 2010 9:40 am < Previous | Jurnp 1 = | Mext =
: i Drganizations Contrack Humber>  Agency DURS rumber v Yendor Mame IDY Mumber
& Contacts zn AGRICULTURAL RESEARCH 194EEI5E HO ais STRUCTION,
Bl cantracts SERAICE {12HZ
I GENERAL SERWICES _— DISTIEELEED
R —E TG TRATLE 700 B 30 20 = TS GEEOA4E34384
NE WM IR T NERT &
| GooMpsssEmeNl) ot LSSEREE 1 gz e
] INC
= Joi HATIONAL INSTITUTES OF Lo ST s
9 B HHemmesccsogaeiec |4 SMBLNS Pk PEAGETES gttt INC

V. When a contract is opened to review, users will see core contract details

Contract Core Tab Screenshot

= L = T

| ¢ CSm1 [ GTER—

contracts list

..' Cors Y'_ SPtraceors "||

/ _ﬂ mote: This is s task arder againse an [0

Edit |

Contract Information

Contract Mumber: &5
Last Update From FPOS (ATOM): Tl 12, 2010 11:48 am
Tap Level Agency: SENERLAL SERWICES ADMINIETRATICN (4700)
Apency (From Contracting Office): SENERAL SERVICES ADMINISTRATIGN (4700)
ID¥ Contract® Ho
Subcontracting Plan: B
Award Type: ©
Ultimate Contract Yalue: 200000,00
Current Contract Yalue: 1000000
Dollars Obligated: S000.00
Ultimate Contract ¥alue (Mod 0): 10000000
Current Contract Yalue (Mod B): S000.00
Dollars Obligated [Mod B} S000.00
10 Murnbier: GERCA1E3 35
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Section 7 Grants (n/a DGU)

7.1 Grants List

VI. Users click on “Grants” on the left hand navigation menu to open the Grants list.
Users will see a screen similar to the one shown below.

VII. Users can click on the @ icon or the grant “Award Number” to view the details of the

grant award.

VIIIl. Users may also use the search criteria (Advanced Search Tab) or the filtering
technology to filter the list to a smaller number of results.

Grant List Screenshot
hox ‘ederal Funding Accountability and Transparency

\ @ ] A ting Svstem (FSES)

m powweied by symplit)

B *ecov Tsvm

(3 Home | Grants back
¥ Annauncements { [ Federal Awards List f-"""-’-‘-""”"f search |'L i
= QI Reports b Search Filtars

W o Amard Humbers  Agency ¥

& co m & | opans IGEEITO |L.Z0E+03 (1.20E+4037
2] Cuntr-m—‘/ @ B | opeocoos encaasts
B s~ e

: [ Frata =
 + W ngend [Baton Gptions + | Ttems 1-20 of 1251
: L1l

@ B opme 0l | L20E+03 (1,215 403)
ﬂ |3 ocs A8TE? |1.Z0E+03 [1.Z0E+03)

G B |ooanceaonssmeesE |1 20F+03 (1 20F4H03)

= Previoyz | Jump 1 ™ | fiext =
DUNS Humber = |Base Dbligation Date *

DHITSRSD Dok 23, 2009
e _ =5 Jan 21, 2010
TR D 04, 2009
[ z Mar 10, 2010
52 far 11, 2010

I. When a grant is opened to review, users will see core grant details

Grant Core Tab Screenshot

Dk
grants list

ocrmation

Federal

Federal Award Number: 005
Agency Code: 1.20E+03
SAT Mumber: Z41 Exsmpt
DUNS &: 800
Principal Place City: St lohn
Principal Place State Code: Wi
Principal Place Country Code: USH
Principal Place Zip: 39171
Starting Date: March 11, 2010
Ending Date: March 11, 2010
Total Federal Funding Amownd: 7000000
Bae Obligation Date: March 11, 2010

Project Description: Domsstic Water Grants - Hegular
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8.1 Build New Reports

I. Users can create a new report by navigating to “Reporting” on the left navigation menu.
Il1. The user then clicks “Add New”.
I11. Users are then taken to a screen similar to the one below.
IV.  The first step is to select the basis for a report (what are the rows of the report).
V.  Users click “Continue” to move forward in the report creation process.

Add New Report Screenshot

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

(i H [New Report]

BT Re : . : .

b il A I (Rewew ‘{F‘rewuus Warsions }/Settings \ Dhep
E Step 1: Please select anitern ta asis far your report.
8 reporting NIl FraTa - v

du Ty /

V1. On the next screen, users should checkmark the “Save As” box and input a “Name” and
“Description” for the Report.
VII. When updating an existing report, users should save the report under a different name
by check-marking Copy to New Report.
VIIl. Users select the fields to be included in the report by check-marking specific fields.
IX. Users narrow the focus of a report by clicking on the “Filter” link under a particular field.
X. Once fields and filters have been assigned, users view the report by clicking Submit at
the bottom of the page.
XI. While a report is processing, users will see a note that the report is processing.
XIl. NOTE: Save & continue will save change to report builder, but will not run report in order
to view it.
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Build a New Report Screenshot

[Mew Report]

f’Re\riew ‘(Pre\rious “ersions YSettings "1. 2help

—N

Vi

-V

— N

vii

Z

back

reporting list

Save as: name report

Description: describe report

+ Base Class: FFATA Report

Status

[7] summarize

.Cuntract

DTarget Agency IX
filter =

|[Se|ect] N vl [ clear]

AMES RESEARCH CEMTER

[] Limit Filter to Selected Values

[ Gavarnrnant Boviow: for EEATAL Actinne

Report is Processing Screenshot

Max. on-screen results: SO0  (enter

Zero to display all rows)

Step 2: Flease selectthe fields and filters you wish to have included in your repart.

Count [ |

[New Report]  back
reparting list
fﬂeview ‘(Previous Versions ‘(Settings ‘\
N
2 \L &\ Report Queued for Processing 8
/ Queue Position: # 1. This report is being processed,
Querying database...
Status: Processing (Elapsed time: 00:02)
Submitted by eight gowt {sfight gowd)
Warning: You cannot review the latest repart until it has cormpleted processing.,
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8.2 View Generated Report

I. After a user has submitted a report, they click on the “View Report” button to open the

report results.

Notification Report has Processed

[News Report]

_‘."’ Review I?(F‘rnwious Versions \{’Settings '\

[
(1
(=l
L

reporting Iisté

_ﬂ Report Processed

Donel view report

II. Note: A red “No Data Reported” value indicates that there are no Submitted
reports in the system with applicable data.

[l
at the top.

V.
V.
VI.

Review Generated Report Screenshot

Show the report in a separate browser by clicking on the “Open in New Window” button

Transfer the report into an Excel Workbook by clicking the “Save as Excel” button.
Re-configure the report by clicking on “Change Settings” button at the top.

Go back to the report list by clicking the “Return to Report List” button.

\'}
ffata report test ~ back:
reporting list
J."’ Review |h(F‘reuious Versions YSettings \ Vhelp
[ regen report ] ’ open in new window ][ save as excel ] ’ change settings ][ return to report list ]
/\ /\IFATA /\
. FFATA FFATA
FFﬁTA_ FH port: v SETTE Report: Report: TA Report: FFﬁTﬁ_
Report: Type - Report:
t Reporting Date I bntract Number
Status of . . DUNS #
Period Submitted
m Report Vi
N
— MERTEGERMENT Oct 28, 2009 - . _
i ==_T115 | ! ! e i 5 35 =
Accepted 000 15 SERVICE final May 2009 352 am oooe 8 2
(M)
MINERALS
— MANAGEMENT Oct 28, 2009 ;
T — == =5 N ! = T S E==="
Accepted (00N 15 ERVICE final Oct 2009 325 am 000G = e = 5yl ]
)
MINERALS
= MANAGEMENT Oct 28, 2009 - .
c ! ! e -
Accepted 000C e 315 SERVICE regular Jan 2009 .40 am 0000 ——— e e R MR FEE o0
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8.3 View Existing Reports

I. Users view existing reports by clicking on “Reporting” on the left navigation menu.

I1. Saved reports display on a user’s displayed “Reporting” list.

1. Users “View” S, “Edit’” &, “Re-run” El, or “View Previous Results” & by clicking on
respective icons.

View Existing Reports

A

() Home Reporting [ back
=
= LSS [ Saved Reports I
[ FraTA
& Contacts Class Keywords
B Contracts Status Searches label and description.
8 Reporting | Apply Search || clear |
cocount .
Items 1-1 of 1 = Previous | Jump 1 + | Next =
| Options Class ¥ Label v Description | Last Modified & Last Run &
Qj @4 FFATA Report |ffata report test [ o om—— el 1 - ]
<y | Items 1-1 of 1 = Previpus | Jump 1 + | Next =
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9.1 General Information

I. The “My Account” navigation enables users to change their personal information (e.g.,
Name, Title, Phone, Fax, and E-mail) and passwords.

II. Users click on “My Account” in the left navigation menu to open the navigation.

lll. Users can edit their personal contact data captured in the presented fields.

IV. Users click “Save” to save changes.

9.2 Request New Role/Office for an Account

V. From within the system, users can request the addition of a new role/office affiliation
for their account.

VI. Users click the “request new role/office” button on the right side bar.

Request Role / Office Screenshot

3 W \ Federal Funding Accountability and Transparency = powered by smplety
| Act Subaward Reporting System (FSRS) ! *toov TSA.gov
(@ Home My Account back
« (I Reports _‘( General Information 'T_/Password \_
FFATA -
vy — lJHS:Jr\IF_l‘IC::SAND HUMAN =
#lh Crganizations ) - . . SERVICES, Agenc_y
acon My Account Information | ndestes s reauired TE | o eparTMENT OF  (Coordinator
_ (7500)
Contracts Title: * Agency in bold is current selected role
Grants request new role/Cffice
B Reporting Fullname*: eight govt
& My Account First Name: gight

Middle Name:
Last Name: govt
Suffix:
Email*: gight@govt.gov
Phone:
Cell Phone:

Fan:

Save
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VIl. Users then complete the required information on the request form that is presented
and click “send request” to submit the request for a new role.

VIII.  Users will receive an email when their registration has been approved by the agency
administrator responsible for review of that request.

Request New Role Form

T el

My Account back
I1'/(3|3neral Inforrmation YPassword Ykequest New Role "1‘
_;) Mote: Please fill out all the required information below and click [send request] to submit your registration for a new
role. You will receive an email when your registration has been approved.

[ send request ” cancel J User Roles =]
TP— . ; * indicates a required field :E?"I;‘TNHSJE#:'ICES. ggencnl:_y t
New Role Information DEPARTMENT OF ~ (perdinator

(7500)
Agency*: v [ Agency in bold is current selected role
User Level®: (" agency () contracting office

Role™: (") Agency Coordinator (AC)
"I Contracting Official

") Designated Goverment User (DGU)
P0G

Supervisor Name:

sup| mail:

[ send request ” cancel J

9.3 Change Password

I. Users click on the “My Account” navigation in the main navigation to change their
password.

II. The user then clicks on the “password” tab.
Ill. The new password is entered twice on the form.

IV. The user then clicks on “Save” to enter the new password in the system.
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Password Change Screenshot

Federal Funding Acco\guaas lity and Transy

e Act Subaward Reportitem (FSRS)
@ Home My Account *7
3R ,/General Infarmation YPasswurd '1 help
b il 2
- save
-
3 My Password
& My Account
Enter New Password:

Verify Password:

v

(End of Document)
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