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Section 1 FSRS Basics

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.

Effective October 1, 2015, the Department of Defense (DOD), General Services Administration
(GSA), and National Aeronautics Administration (NASA) are issuing FAR Case 2014-022 as a
final rule amending the Federal Acquisition Regulation (FAR) to implement the inflation
adjustment of acquisition-related dollar thresholds.

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.

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.

FSRS Awardee User Guide Page 5
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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).
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1.3 Key Navigational Icons/Terms Defined
(Note: Additional reference guides, data dictionaries, and quick reference guides can be found on the
Resources page of the system.)

Navigation Term What to Look for: Description

Add New Child I'E 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 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
back gare mals
e iox (e.g., FFATA Report list), use “back
navigation in the upper corner to
return the list (previous screen).
Batch Options Batch Options v 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” + Use the “+” option to select all in

| Batch Options |

the list for batch operation. Use

or “Deselect All” - Options HE JActions the “-“ option to deselect all in the

qu Q list for batch operation. A

checkmark by the object means the

object is selected.

Cancel (from a record review - Cancsal Return to previous page.

e.g., when reviewing an award
record on the worklist)

FSRS Awardee User Guide Page 7
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Navigation Term

What to Look for:

Description

Class (in Reporting)

Class -

Status

Government Directory

Contractor Directory

FFATA {Contracts)
_!3. MiFFATA (Grants)

Clear

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

Clears selected search criteria.

Collapse Navigation Arrow

v'lii Re
€

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

Ef

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

Expand Navigation Arrow - Click a right pointing arrow to
5 Wl 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

+ (Ol 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”.

FSRS Awardee User Guide
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Navigation Term What to Look for: Description

Home Home This is the user’s point of entry to
o] iome X
the system. From this page, users
can access all navigation; see
pending actions, system statistics

and system announcements.

Jump L Moves directly to and displays the

Jump |1

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 l% 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 <z Previous 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 e Indicates entry into the field is
required before save/submit can be
used.

Review qu Review the record data.

FSRS Awardee User Guide Page 9
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Save POF

Navigation Term What to Look for: Description

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

Save PDF Opens a FFATA report in PDF

document format. This can be
saved to a user’s local system.

Search Filters

FV Search Filters
Dravs —

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

Sort Arrow (on list displays)

Contract f Award Number v |Contractor 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).

Submit

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

FSRS Awardee User Guide
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Navigation Term

What to Look for:

Description

Switch Role

o0 | Log-

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

Yiew Printable Report

Opens a FFATA report in a format
that is formatted for printing.

FSRS Awardee User Guide
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1.4 Getting Help with FSRS

1.4.1 The Help Desk

l. Users can access the Federal Service Desk (FSD) directly from within the system. FSD is the
help desk organization that provides help desk support for FSRS.gov.

Il. A link to the FSD is presented on the home page in the right-hand side bar. This link can also
be found when logged into the system at the bottom of each page.

Navigation to Access FSD on FSRS.gov

Documents

User Guides
» FSRS Awardee Guide

Training Materials
» FSRS Awardee User
Demonstration

MNews

Question of the Month:
Who is required to file a
FFATA report in FSR57 View
the answer

New! As of October 29,
2010, FSRS.gov now supports
both contracts and grants
sub-award reporting. Prime
awardees, click here to
register or log-in.

Viewer Software:

Some documents linked from
this page are in PDF, Flash, or
PowerPoint format. To view
thesa files, you may need to
download:

» Adobe Acrobat Reader

» Adobe Flash Player

% Microsoft PowerPoint Wiewer

For questions about FSRS,
contact:

» Your contracting officer for
questions about FSRS
applicability to your contracts.

» For Help: Federal Service Desk

[l. Clicking on the FSD link opens a transition page introducing the Federal Service Desk (FSD)
where users can secure assistance.

FSRS Awardee User Guide Page 12
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Start here for help on US Government contracts.

You will be re-directed to the Federal Service Desk in 30 seconds. Click the logo above if you would
like to be redirected immediately.

INTRODUCING...

The Federal Service Desk

FSRS Users:

We are pleased to infroduce you to a new source of help for your questions concerning the
Federal Funding Accountability and Transparency Act (FFATA) Subaward Reporting System
(FSRS).

The Federal Service Desk (F5SD) launched in June 2009 as a project of the GSA's Integrated
Acquisition Environment (IAE). At the Federal Service Desk (fsd.gov) you can now:

» Find information you need by searching several ways in the Answer Center
= Submit a request online for Non-Technical (Policy) and Technical service

s Check on your help desk ticket online

» Give us feedback on Frequently Asked Questions

= Chat live with a Customer Service Representative

» Phone us toll free at 1-866-606-3220

= Phone us internationally at 334-206-7823

Over the next year or so, additional systems will gradually transition to FSD for their help desk
support. We hope you take advantage of the full range of services offered at www fsd gov.

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

1.4.2 Resources Page

FSRS Awardee User Guide Page 13
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l. 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
related to the utilization of the FSRS system.

Image of Bottom Navigation

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

FSRS Awardee User Guide Page 14
September 29, 2015




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

Resources
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1.5 Log-In to FSRS

1.5.1 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 Link when Logged into FSRS.gov

ym | Log-in to eSES | Logout

m powerad by symplicity

! *Bcov TSA.gov

1.5.2 Existing Users
l. Users point their browser to https://www.fsrs.gov/
Il. The awardee then clicks on the “Federal Government” link within the “Log-In or Register
Now” box shown below.

Federal Funding Accountability
and Transparency Act Subaward

Reporting System (FSRS) B Coovs: (s

Documents

Log-In or Register Now: User Guides

» FSRS Awardee Guide

{
'} FEDERAL GOVERNMENT fE‘a AWARDEES o .
\ | Training Materials
» FSRS Awardes User
Demanstration
Please use Internet Explorer 6.0+, Mozilla Firefox 2.0+, or Apple Safari 3.0+ to access FSRS.
FSRS Awardee User Guide Page 16
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An agency user logs-in to FSRS by entering their email address and password under the FSRS
Sign-In tab and clicking the Go Button.

If an agency user forgets their password, they can click the “Forgot my Password” tab. Doing
so will generate a password and send it to the awardee via email.

Federal Government Log-In

Welcome Government Users

_‘.‘/ FSRS Sign-In "{Regmter '(Forgnt my password l\

Email Address: Registration instructions for
Government Users
Password:
Guide for FSRS Federal Government
Keep me logged in on this computer Users:
Federal Government User Guide
Mot a government user? Click here.
1.5.3 New Users

Users point their browser to https://www.fsrs.gov. NOTE: Users do not need to re-register

if they have an existing eSRS Federal Government user account (www.esrs.gov). The email
address and password used for eSRS will allow the user to log-in to FSRS.gov.
The agency user clicks on the “Federal Government” link within the “Log-In or Register Now

27

box.

Log-In or Register Now Box

Federal Funding Accountability
and Transparency Act Subaward

Reporting System (FSRS) M Coove: (s

Documents

Log-In or Register Now: User Guides

» FSRS Awardes Guide

{
'} FEDERAL GOWERNMENT fg‘fj AWARDEES - .
1 | Training Materials
» FSRS Awardee User
Demonstration
Please use Internet Explorer £.0+, Mozilla Firefox 2.0+, or Apple Safari 3.0+ to access FSRS.
FSRS Awardee User Guide Page 17
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Il. To register, the user clicks the “Register” tab under the Federal Government Log-In section.

Federal Government Log-In

Welcome Government Users

_‘.'/ FSRS Sign-In "{Regmter YForgnt my password '\

Email Address: Registration instructions for
Government Users
Password:
Guide for FSRS Federal Government
Keep me logged in on this computer Users:
Federal Government User Guide

Mot a government user? Click here.

V. The user completes the multi-step process that displays. Note: Throughout the system a
red asterisk (*) designates that the field is required.

FSRS Awardee User Guide Page 18
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V. Step 1: The user selects their Agency/Sub-Agency association and clicks Continue. Note:
Instructions for each step are provided in a left hand side bar.

Federal Government Registration Screen Step 1

Welcome Government Users

f FSRS Sign-In YRegister ‘(Forgot my password \

Instructions Government User Registration Wizard
Agency Agency*:
|ASSIST&NT SECRETARY FOR ADMINISTRATION (12B0) L

Select your agency from the
drop-down list. Agencies are
organized hierarchically. | Go Back || Continue

How-To:

1. Click on the Agency select
list.

Agency*:
e :

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

~
AGENCY FOR INTERNA
* %AGRICULTURE, DEPAR
AMERICAN BATTLE MC

3. An agency with an arrow
on the right { » ) indicates a
submenu with subagencies
you may select,

LU UL

=PARTMENT OF (1300) »| <a
“OR THE STUDY

ME CTAIE ARTS fOC27TY

4. The submenu always
begins with the parent agency
in bold. You may select the
parent agency here, or choose
a subagency below it.

S e

UIN
F (1300) b

1k

COMMERCE, DEP,
B AU OF ECON

FSRS Awardee User Guide Page 19
September 29, 2015



Federal Funding Accountability

and Transparency Act Subaward
Reporting System (FSRS)

VI. Throughout the registration process a “Progress” bar is provided on the right hand side of
each page. At any time in the process you can link on one of the hyperlinks and you will be
taken to that step of your registration.

Federal Government Registration Progress side bar

Progress

Agency:
ASSISTANT SECRETARY FOR
ADMIMNISTRATION (12B0)

Your Full Name:
Empty

Your Suffix:
Empty

The Title of ¥Your Position:
Empty

Your Email Address:

Empty

Supervisor Name:

Empty

Supervisor Email:

Empty

User Level:
Empty

Permission Level/Role:

Empty

Desired Password:

Empty

FRepeat Desired Password:

Empty

Would vou like to register for
multiple roles/offices?:

Empty
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VII. On Step 2, the registration form will ask for your Name, Position and Email address.

Federal Government Registration Step 2

Welcome Government Users

{ FSRS Sign-In YRegister l1€{Fl:|rgl:|t my password \t

Instructions Government User Registration Wizard

Your Full Name Your Full Name*:

Please enter your full name.

Example: John F. Smith Your suffix:

Your Suffix The Title of Your Position:

If applicable, enter your suffix
. . Your Email Address*:
The Title of Your Position

Enter the title of the position
vou hold at your agency.

Go Back || Continue

Your Email Address

Enter your email address.

Example: jchn@agency.gov

VIII. Users must complete all required fields and click the Continue button.

IX. On Step 3, the user is required to provide their Supervisor’s Name and Email Address.

X. On Step 4, the user is required to determine the level of their account assignment within
their agency.

XI. On Step 5, the user is required to select their Permission Level/Role.

XILI. On Step 6, the user is required to set the Password for their account. Note: Remember your
username is your registered email address entered in step 1.

XIII. On Step 7, the user is prompted regarding multiple role/offices designations for their

account. If Yes, is selected a new form will display asking the user to complete the required
agency, user level and role information again. This process can be repeated for as many
roles the user requires to manage their agency’s contracts and grants.
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XIV. On the Final Step the user will be prompted to review their selected information and then
click the submit registration button

Federal Government Review Registration

Welcome Government Users

f FSRS Sign-In I‘r Register '\(Forgnt my password \_

Instructions Government User Registration Wizard

Verify Your Entries Please verify all entered information and submit this form now.

Verify all entered information.
If any information is not
correct, press "Go Back” or Agency:

click on the item to go directly ASSISTANT SECRETARY FOR ADMINISTRATION (12B0)
to it. You will have a chance
to review again before you Your Full Name:
submit this form. User Guide

Your Suffix:
Empty

The Title of Your Position:
Empty

Your Email Address:
user@guide.gov

Supervisor Name:
Tester Govt

Supervisor Email:
testerd@gov.gov

User Level:
User Level agency

Permission Level/Role:
Agency Coordinator (AC)

Desired Password:
*=*x+ (hidden)

Repeat Desired Password:
ok ok (hiddenj

Would vou like to register for multiple roles/offices?:
Would you like to register for multiple roles/offices? Mo

| submit registration |

XV. Once the user has submitted their registration they will have to complete an email
verification step. Once they have verified their registration via email, an email will be sent to
the registered agency coordinators authorized to approve registrations for the agency.
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XVI. When the user’s registration has been approved they will receive an email from the system
notifying them that they can now access the system. Note: This grants the user access to
both eSRS AND FSRS with the role(s) they registered.

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

Terms of Use Agreement Screen

Federal Funding Accountability
and Transparency Act Subaward

Reporting System (FSRS)

FSRS Terms and Conditions

LOG OFF IMMEDIATELY if you do not consent to the conditions stated in the following
notice. Otherwise click OK to accept the terms and proceed.

l. Usage Agreement

This is a U.5. General Services Administration Federal Government computer
system that is "FOR OFFICIAL USE ONLY." This system is subject to monitoring.
Individuals found performing unauthonized activities are subject to disciplinary action
including criminal prosecution.

Users (authorized or unauthorized) have no explicit or implicit expectation of privacy
in anything viewed, created, downloaded, or stored on this system, including e-mail,
Internet, and Intranet use. Any or all uses of this system (including all peripheral
devices and output media) and all files on this system may be intercepted, monitored,
read, captured, recorded, disclosed, copied, audited, and/or inspected by authorized
FFATA Sub-award Reporting System (FSRS) personnel, the Office of Inspector
General (OIG), and/or other law enforcement personnel, as well as authorized
officials of other agencies. Unauthorized use of this system is prohibited and may
constitute a violation of 18 U.S.C. 1030 or other Federal laws and regulations and
may result in criminal, civil, and/or administrative action. By continuing to use this
system, you indicate your awareness of, and consent to, these terms and conditions
and acknowledge that there is no reasonable expectation of privacy in the accessor -

OK | | Log-Off

For Help: Federal Service Desk

FSRS Awardee User Guide Page 23
September 29, 2015



Federal Funding Accountability

and Transparency Act Subaward
Reporting System (FSRS) M Coovy: oo

Section 2 Navigation Overview
2.1 Home

I. Login to FSRS.

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

lll. 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.

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

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

Example Government Users Homepage
% T AF T I TTIC I [} [ #%s ) T = 2 v—l

Thursday, October 28, 2010 | 10:11 am | eight@govt.gov | Log-in to eSRS

| Logout

m powered by symplicity

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

B *ecov Tsago

@ Horme FSRS Test back
- Reports _‘I/ Home \\ 3
@ FraTa
2 Pending Actions FSRS - Last Updated Oct 28, 2010 8:49 am
- §ib Agencies
i} Organizations 1 Mew Agency Contact Registrations Agencies 32
& Contacts Agency Contacts gz
£ Contracts
Announcements FFATAs (Contracts / Grants / Total) 145 /10 / 155
E] Grants -
= This is a sample Jun 28, 2010 3:50 pm
3 reporting Announcment!
& My Account Look for notifications from the FSRS system
administrators here.,
For Help: Federal Service Desk Turn Accessibility Mode On  Federal Governrment User Guide Resources Page
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2.2 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 seen
on login).

Reports: The FFAFTA Reports section allows a user to review FFATA

Reports. See Section 4 below. #id Organizations
& Contacts
Agencies: Contracts
Grants
Organizations: List the agency organizations. Users will see a list 8 reporting
of agency records within their agency. From this navigation, & My Account

v Reports
FFATA
- i} Loencies

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.

FFATA Contracts
FFATA Grants
Government Directory
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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Section 3 FFATA Reports

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

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

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

IV. 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.

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

VI. 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

l *roov .."u'l,_'r-\.

Bl Homs FRATA Reperts ack
= (A Reparts "FrATA Reports | B8raeeed Sewch |
B rrata G —
= il Spmncien
B Orgenizabens ettt A B ABrmvige | 2eme 1 = | Heats ||
Centatt
o & > Contract / Amsrd Mumber v |[Contrsckars  Agency IDs |Ageacy Mames |Sources REport Month= |Difice 10w |Gub By » Salt ntions
Contrych L : . : : L : L
- o
B Brane AOMIMISTRATION i,
partirs - e | TR0 FOR CHILDAEN  Gram  [Jun, 2010 sloha@amardee com F0L0 || Save
O Reporneg Do COMBUNTY i sheny 529 - £Re
P MO FAMILIES 1
& My Account SIRYICE (ING) .
CHILDAEN AND Ot
ADMINIETRATION £k,
T O CHILD e ran NEr Y Lodic At E
L JETY 7 TR0 I;. :..f L:..ﬁ;l. Grant Jsn, 2050 LTIty S ..':':-':l Saie POF
pm
HEALTH AKD Sap
L] gy B AT] g
@ 1R :_.:“_‘: 4 590 Grant Myy, 2030 sigha@sincem 2010 || Save PDE
e AL 11:3%
C :I-m.Hr.‘.. ==
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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.

FFATA Report List with Search Filters Expanded on Screen

FFATA Reports

_‘(FFATA Reports ‘(Advanced Search \

o
o
o
-

+ Search Filters
Days Report Source -
Since Last
Action Keywords
(==) searches contract number,
fain, duns, vendor/awardes
IE,IED?':‘: - name, contracting office id
on and submitter email
Items 1-10 of 10 < Previous | Jump 1 * | Mext =
Contract ;/ Award Number v Contractorv |Agency ID ¥ |Agency Name v Source ¥ Report Month v |Office ID v | Sub By v [5)3;3 Options
Dot
SEESKLII_YC?IF ADMINISTRATION o1,
A o2syangs 7590 FOR CHILDREM Grant Jun, 2010 alpha@awardee.corn | 2010 Save PDF
COMMUNITY AMD FAMILIES 29
SERMICE (IMNC) :
pr
CHILDREM AND Oct
Q] FAMILIES, ADMINISTRATION test- 26,
1 o0 7 COMMECTICUT |7590 FOR CHILDREM Grant Jan, 2010 . 2010 Save PDF
DEPARTMENT AND FAMILIES 1za@symplicity.com |5 4o
oF pri
SERVICES ADMINISTRATION 23,
R-] 1 clsiksqmmmn0 ! 7590 FOR CHILDREM Grant May, 2010 alpha@seis.com 2010 Save PDF
MALNE AND FAMILIES 11:3@
DEPARTMENT
anm
OF
SERVICES ADMINISTRATION 14,
R_] 100 ! 7590 FOR. CHILDREM Grant Jun, 2010 beta@seis.com 2010 Save PDF
o MALNE AND FAMILIES 1:34
MEPARTMERIT .
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3.2 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.

Il.  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 navigation bar for
access to the resources page). These dictionaries might be helpful to review as they define the
fields on each workflow.

IIl.  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 System for Award Management (SAM) for prime award recipients
and from SAM 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
System for Award Management (SAM) for prime award recipients and from SAM 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.
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3.3 Review a Grant FFATA Report

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

V. FOR GRANT FFATA Reports ONLY, prime award
recipients can utilize a red “flag” resource on certain

FFATA Report For Grants " indicates a recu

1. Federal Award Identifier Number (FAIN)":
pre-populated data fields. The awardee can indicate 1001MD1407

that the data being auto-populated is incorrect by 2. Federal Agency ID*;
7680

marking the “is this information correct?” field “no”.
9 (ﬁ |5 this information correct?

The user is then required to explain their response ©)Yes @HNo

(image of a sample awardee interface field is shown Please explain’:

i i . . Explanatiorll must be enterad if wyou -
right). While the submitted FFATA report data is not mark the field "no”.|

changed, the flag designation for the field, and the

. . . (maimum characters: 2551 200 remaining.
explanation of that flag, is viewable by the federal
government user as they review the report on their
interface.
V. 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.
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Report with Flagged Data

0ZE=8293: BROOKLYN BUREAU OF COMMUNITY SERVICE (INC) . thaIthé
ata list :
- (“core Y\ FAADS+ Flagged Data ' Event Log |
‘ 2 MNote: This is 5 FFATA grant subawards report for awards made in June, 2010 ‘
‘ _ﬂ Note: The awardee has flagged data as inaccurate that was populated from FAADS+. Click here to view the flagged data. ‘
[ Back To Reports List ] [ Wiew Printable Repaort ] [ Save PDF Report History =]
Oct 01, 2010 5:29 pm
FFATA REPOI‘t FOI' Gl‘anis Report Submitted (avearces alpha)
1. Federal Award Identifier Number (FAIN): ‘sm)awartl Date |;||

OERsRR0

[FEATAZJun 2010 |

2. Federal Agency ID:
7390

3. Federal Agency Name:
ADMINISTRATION FOR CHILDREW AMD FAMILIES

4. Prime Awardee DUNS #:
07 gmmes2

5. DUNS Number +4:

6. Prime Awardee Name:
BROCKLYN BUREAU OF COMMUNITY SERVICE (INC)

7. Prime Awardee Address:

Street Address:

BROOQKLYN BUREAU OF COMMUNITY SERVICE
285 SCHERMERHORM ST.

City:
BROOKLYN

State:

VL. 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

DTS eL03: BROOKLYN BUREAU OF COMMUNITY SERVICE {(INC)

,’/CDre .I}/FAADS+ Flagged Data '{Event Log .l‘

_!3 FAADS+ Data Issues: The following elements from FAADS+ were flagged for incorrect data

Project Description: EARLY HEAD START ARRA EXPANSION

Explanation:
This is for §-12 grades, not pre-K,
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VIII. 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

= ~ e
1 0use® . 00: HEALTH AND HUMAMN SERYICES, MAINE DEPARTMENT OF " tbal'd;
ata lis
| Core r Event Log \
‘? Note: This is a FFATA grant subawards report for awards made in May, 2010
[ Back To Reports List ] I Yiew Printable Report ] [ Save PDF Report History =]
Sep 23, 2010 11:38 am
FFATA Report FOI‘ GI'EIntS Report Submitted (slpha seis)
1. Federal Award Identifier Number (FAIN): Subaward Date
1 i iln}

LM

[FEaTA May 2010

2. Federal Agency 1D:
7590

3. Federal Agency Name:
ADMIMNISTRATION FOR CHILDREM &MD FAMILIES

4. Prime Awardee DUNS #:
809045594

5. DUNS Number +4:

6. Prime Awardee Name:
HEALTH AMD HUMAN SERVICES, MAINE DEPARTMEMNT OF

7. Prime Awardee Address:

Street Address:
291 STATE STREFT

FSRS Awardee User Guide Page 31
September 29, 2015



Federal Funding Accountability

and Transparency Act Subaward
Reporting System (FSRS)

M Coovy: [shae

3.4 Review a FFATA CONTRACT Sourced Report

l. From the reports list, click on the S View Icon beside any contract sourced report.

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

M. In the right side bar, users will see the Report History.
V. Click “Back” to return to the report list.

Contract Report

010 g e g e 3 1 5 A CIERMLUIRE LLP

[ Core \_Event Log \

=

ffata list

) Note: This is a FFATA contract subawards report for awards made in May, 2009

[ Back To Reparts List ” Wiew Printable Report ][ Save PDF ]

FFATA Report For Contracts

1. Status:
Reapened

2. Prime Contract Number:
00 O e e S SN 0 C T4 0315

3. Delivery § Order Number:
0 2 i 5

4. Contracting Office Agency ID:
1435

5. Contracting Office Agency Name:
MIMERALS MANAGEMEMNT SERVICE

6. Contracting Office ID:
goooz

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

8. Funding Agency 1D:
1435

Agency Contract Transfers

Report History
Sep 28, 2010 6:09 pm
Report Reopened (ARS. MIZEMTLRE)
Dec 09, 2009 11:49 am
Report Revised (WRE T TINTURE)

Dec 09, 2009 11:42 am
Report Revized (WRE WECEMTURE)

Dec 09, 2009 11:42 am

Report Reopened (WRE THMURE)
Oct 28, 2009 3:52 am
Report Submitted (ATRE0CLITURE)

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).

I1l. 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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I. 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.

Contract PIID Changes
I. Agencies have the ability to modify PIID/Contract numbers in FPDS-NG.
Il. The FSRS Reporting system will receive modified PIID/Contract numbers from FPDS-NG.

lIl. The FSRS system will update all existing reports, regardless of status, with the modified
PIID/Contract number. This process will overwrite the original PIID/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 PIID/Contract
number for reference.

V. The original PlIID/Contract number will no longer be searchable in the FSRS Reporting system.
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Section 4 Agencies and Agency Contacts

4.1 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.
IIl.  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
an arrow the left of the name.

Agencies / Organizations Screenshot

(2] Home Agencies back
~ (al Reports J(Agem:ies YAdvanced Search \ 2 help
FFATA
= b Search Filters
~ §i§ Agencies
#l} Organizations Items 1-20 of 80 = Previous | Jump 1 = | Next =
& Contacts EE Name Options
P Eriwis [ |91 Bf & ENERGY, DEPARTMENT OF (3900} 5
B reporting -
& My Account D Q] & L 2: ASSISTANT SECRETARY FOR CONGRESSIONAL AND INTERGOVERNMENTAL AFFAIRS (8907) ':E
o« & L 2; ASSISTANT SECRETARY FOR CONSERVATION AND RENEWABLE ENERGY (8922) |
o4 & L 2; ASSISTANT SECRETARY FOR DEFENSE PROGRAMS (8925) |
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4.2 Agency Contacts

4.2.1 View Agency Contacts
I. Click on “Agencies” on the left hand navigation menu.
Il. Click on “Organizations” under Agencies.
lll. Click on the Contacts button next to the agency and the Contacts for this agency will appear.
IV. Click on the View icon beside the desired contact to review his/her Contact Information,
including Core profile (name, email), Roles, and Account details.

FSRS Agency Contacts Screenshot

@) Home ENERGY, DEPARTMENT OF (8900) : bal_cstk
+ (] Reports agencies |i
= (Corz Y contacts {(Reporis \( Office Codes | (Dhep
 §il Agencies + Search Filters
P Permission Hide () Yes (7 no
o] t hd . #
W -omganEE Level Children
& Contacts Uszer Level - Keywords
b Contracts
Q reportng
& My Account
Batch Options + | Items 1-2 of 2 = Previous | Jump 1 + | Next =
HE Last Name ¥ First Name v  Agency Office Titlevy |Email v Phone

ENERGY, DEPARTMENT OF (3300)
OFFICE OF PROCUREMENT,
ASSISTANCE, AND PROGRAM

o |& — T~ MANAGEMENT (8916) f’”"t - am
OFFICE OF SMALL AND ester
DISADVANTAGED BUSINESS
UTILIZATION (8918)
ENERGY, DEPARTMENT OF (8300)
5 COFFICE OF PROCUREMENT, ,
0|9 & testco m ASSISTANCE, AND PROGRAM - f100.com
MANAGEMENT (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 (2700) back

{ Core YCnntacts ‘(Reports '(Df'ﬁce Codes \ Vhelp

« Search Filters

Contracting | o ik @yes gne
Office o Children i i
Permission A [SzimEEs

Lewel

User Level contracting office «

| Apply Search || Clear |
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Group 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

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
=1 Last Name v First Name v Agency Title & Email & P
o<
[ 141 | Account Test = = com
AFMC (AFMC)
AIR FORCE
RESEARCH
i — LABORATORY - S
0 | | s = (AFRL) DoD Tester | GEX —==eTAMIL|7
CCE (CCE)
DEPT CF
DEFENSE {9700)
|| - USACE (USACE) |=———= shoo.com
SMALL BUSINESS
1 | 2l | e = =] ADMINISTRATION A Dawinesil.com
(7300)

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
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account will be listed in its own row. When in this view, you will be able to sort by Agency or
Office.

Batch Options: Mail

I.  Use the checkbox feature to select the desired contacts. Or, use the [ option to select ALL or the
I=! option to deselect ALL contacts.

Batch Options Resource

|E-atu:h Cptions v| Items 1-7 of 7 (4 items selected)
HE Last Mame ¥ |First Name v Agency
) AFMC (AFMC)
o) [ gp— m— AIR FORCE RES
CCE (CCE)
al e Stephen PUBLIC BUILDI
Q] L= Michael A Test Agency

Il. After selecting the desired contacts, you can send an email message to all by selecting Batch
Options -2 Mail -2 [new message].

Batch Options Resource — New Message

Batch Options vE Items 1-7 of 7 (4 items selected)

ME” [
_ new message)
EHE Save As Ewxcel :|! = r I

AEMT FAERTY

IIl. 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.
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Batch Options Resource — Mail Wizard Step One

TS

Contacts
P 2 5 R ; .
{“ agency Contacts | New Agency Contact Registrations } Mail Wizard | Jinee

back

STEP 1: Rewview/Edit Hessage

changes, and then selact the "next” buttan.

Please review/set the parameters of the message you wish to send. Make any changes in the form below, select whether and how you wish to save these

:

=
=]

ExE
=5

Flease nobe: Use
of the |password] fisld
will reault in the logn
password being resst
and 8 néw passwond
penerated for al
coniacts rectiving tha
emai

Mezzage Identifier: Pleaase enter an wdentifier
Sub]ecl': Eriter the sl Pre] f ehe amiail mes N
Test Message
Fram®: Please enter the e-mail address which will be used in the from f

tes —

Ce: 1

Bee: Address{es) who should be blind copeed

HTHL Farmat: Do v wigh o format thes message using HTML?
VEE & Mo
Heiiage Body®: Plasse anter the message body, including any substfiution e

test

Review the list of recipients and make any desired changes to the list.
Click “Prev” to return to Step 1.

VI.
VIL.

Click “Cancel” to stop the action.
Click “Send Messages” to begin the mailing process.

Batch Options Resource — Mail Wizard Step Two

Contacts
(Agency Contacts YNEW Agency Contact Registrations YMail Wizard \_ ihelp

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

-

(Y= = ToBTA.MIL
@ T mcomcast.net
mE==———=ymplicity.com L

Remowe Selected Recipients |

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

| Prev || Send Messages
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Batch Options: Save As Excel

I.  Use the checkbox feature to select the desired contacts. Or, use the respective HE 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 - Selected Records. A pop-up will appear with the option to open
the file or save the file.

Ill. 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)
e Mail bL:'r Agency
— Sawve As Excel This Page
0|l f— =—oy | Selected Records
CCE (CCE)
Q] s Stephen PUBLIC BUILDING
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4.2.2 Edit Your Agency Contacts (n/a DGU/CO users)

I. Click on “Agencies” on the left hand navigation menu.
Il. Click on “Organizations” under Agencies.
lIl.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 ¥ contacts '{Repor‘ts YDfﬁce Codes l‘t 2nelp

« Search Filters

agenci

Permission - Hide ) YEE (7 no
Lewel Children - -
User Level |L] Keywords

Apply Sea
Batch Options w | Ttems 1-10 of 10 < Previous | Jump 1 « | Ng

HE Last Mame v |First Name v Agency Office Title Email r Phone
et Ba it Robert DEPT OF DEFENSE (5700) IT\;\;ter e T
R hagrwdy hkennedy DEPT OF DEFENSE (5700) DoD AC | yadedlkereedvarews.org
w| . DEPT OF DEFENSE (9700) . . .
o< T8 dchn DEPT OF THE NAVY (1700) S LA ©.2em
ke g havward DEPT OF DEFENSE (5700) QA ba 8.00v
D Q-i LY S nayward I SRR N T L
AFMC (AFMC)
_ AIR FORCE RESEARCH G503 DD
R Acas Geoffrev LABORATORY (AFRL) FAS104 o Gy QOTAMIL|703.607
Test
CCE (CCE) wolwaw | ST

DEPT OF DEFENSE (9700)
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4.2.3 View All Agency Contacts
l. Click on “Contacts” from the left-hand navigation menu.

Contacts Main Navigation (applicable for AC, POCs users)

* Kok k . Federal Funding Accountability and Transparency
| Act Subaward Reporting System (FSRS)
@) Home Contacts
v Reports

- - 3
_‘f'r Agency Contacts "(New Agency Contact Registrations \_ help

FFATA
- i} Loencies

« Search Filters

Agency w

il Oraanizations o

& cContact Perrmission Level -
ontacts

Contracts
B reporting

Contacts Main Navigation (applicable for DGU, CO users)

a1 Home Contacts
v REpeis : | Agency Contacts |
FFATA
a + Search Filters
& Contacts Agency 3 User Level
Contracts
— Permission Level - Keywords
B reporting
& My Account

Batch Options » | Items 1-20 of 82

(=) Last Name v First Name v |Agency Title v
1| Q| account disabled ACTION (4400)
D Qj 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).

[l. 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.
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Agency Contact List

Contacts

v i i 2
Jl'/ Agency Contacts Y New Agency Contact Registrations \ help

+ Search Filters

Agency | V| User -
o Level
Permission -
Lovel Keywords
Group List By: By User | By Accounts
Batch Options + | Items 1-20 of 38 Jump 1 + | Mext=
HE Last Mame ¥ First Name v | Agency Office Title v Email v Phone
o | <
|:| Q_,i Account est mEe—0va00.c0M
] Q-,i = e USACE (USACE) ez ahoo.com
AFMC (AFMC)
AIR FORCE RESEARCH G503
F | S e v LABORATORY (AFRL) FAG104 |DoD Tester = R@EBTA.MIL|703.607.1549
CCE (CCE) WI1WAW
DEPT OF DEFENSE (9700)
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4.3 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.

II.  Click on “Organizations” under Agencies.

lll.  Click on the “Add New Child” button next to the parent agency (far right column “options”).

Agencies List — Add New

i L ; gif_-"' s Ao

Agencies

" 2
J/ Agencies Yndvanced Search \ Dhelp

b Search Filters

=
o
fxl
E

Items 1-11 of 11 < Previous | Jump 1 ¥ | Mext =
EHE Name Options
[ al & NATIOMAL AEROMAUTICS AMD SPACE ADMINISTRATION (8000} |5
] AE & L 2: AMES RESEARCH CENTER (8020) &

V. 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
(&l Home [New Agency] , bE:!i";
+ 3l Reports agencies i
FFATA [ Core |_(telp

= il Agencies [ submit ][ save ][ cancel ” cancel edits ][ delete ]

il Organizations

& Contacts
3 Contracts
B reporting
& My Account

Agency Information

Parent Agency: | ENERGY, DEPARTMENT OF (8500)

Name™*:

Shortname:
Code*:
Category:

-

Agency Address:
gency Street Address:

* indicates a reguired field
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Section 5 Contracts (n/a DGU)

5.1 Contracts List
l. 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.

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

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

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

Contract List Screenshot

& Horma © Contracts hack
] & announcements _,'.. Contract List I'( FRDE ATOM Search (Beba) "( Advanced Zearch |
| =l Reparts Hrs = |
I FraTa o
Evﬂﬂl:lﬁl'll.'iBS Batch Options » | Items 1-10 of 10 Cached an: Oct 28, ZO10 9:40 am < Previaus | Jurnp 1 v | Hext =
: i 9rganizations Contrack Humber>  Agency DUNS Mumber v Yendor Mame IDY Mumber
& Contacts @ B ac —izn AGRICULTURAL RESEARCH 19457056 EE:AA' STRUCTIOHN,
Bl contraces . L
H e ; @ H = -].1._4. - GEMNERAL SERVICES BRSTESAI0 g::l‘ﬁ- B 'F.:Nc GSBOA4EI4IES
Repartin NE W= B MNERT &
: ® B H |9 B cooipsssssm RS TSNS SIENEE o INUDC== RLY GO,
b = Taols : AL FOUNDATIGH (4300
] [ IMC
& My Account
G B HHsweescenseasnse | WATIONAL INSTITUTES OF 7ol PEAQETE S ettt N

I. When a contract is opened to review, users will see core contract details
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Contract Core Tab Screenshot
. - - -

| ¢ N G O—

Core Y Contractors \\

g

contracts |ist

_!} Mote: This is a task order against an (DY
Edit

Contract Information

Contract Number:

Last Update From FPDS (ATOM):
Top Level Agency:

Agency (From Contracting Dffice):
1DV Contract?

Subcontracting Plan:

Award Type:

Ulimate Contract Yalie;
Current Contract Yalue;

Dollars Obligated:

Ultimate Contract ¥alue (Mod O}
Current Contract ¥alue (Mod D)
Dollars Obligated (Mod 0);

10V Number;

==
Tul 193, 2010 11:45 am

GEMERAL SERWICES ADMINISTRATICH (4700}
GEMERAL SERWICES ADMINISTRATICH (4700}
Hao

B

o

E00000,00

10000.00

SO0, 00

100000,00

SO0, 00

SO0, 00

GEBDAAEIA35
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Section 6 Grants (n/a DGU)

6.1 Grants List

l. 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.

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

. 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

i - : - o powwered by syl
\ Federal Funding Aecountability and Transparency SRl
Act Subaward Reporting System (FSRS) . *eoov TSAp
.; Home Grants bk
¥ Annauncements /[ Federal Awards List {""‘-’-’-"m" Saarch I‘L
w [l Reports Y b Fil
[ FraTa =
« W agencins |Babd1 Dptions % | Ikems 1-20 of 1251 = Previgus | Jump 1 ™ | Mext =
i} Croanizations Award Humbery | Agency ¥ DUNS Number ¥ Base Dhligation Date «
i Contaces A [ ooass 1GBE3TO | 1.20E+03 (1.20E+03) O RS2 Ock 23, 2009
L) Contracts @ B | opansnoasnse8s?s (L 20E+03 (1L 20EF0TY Do Jan 21,2010
E:"" = @ & | ool [1.20F 08 (1 Z0E4+03) OTTTToNT Dec 04, 2009
=parang
b Toals ;3 B el A8T57 |1.20E+03 (1.20E+D3) O 82 Mar 10, 2010
P @ B oeaoccomscomeg |1 206403 (1 20E403) G2 PREOE Mar 11, 2010

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

Grant Core Tab Screenshot

I =
- backc
grants list
H"Lnre Y".:m‘t*e::ors “

Federal Award Information
Federal Awmard Mumber: 000
Agency Code: 1.20E+03
SAl Mumber: 341 Exsmpt
DUNS &0 Geis
Principal Place City: 3t John
Principal Place State Code: WA
Frincipal Place Country Code; U348
Principal Place Zip: 99171
Starting Date: March 11, 2010
Ending Date: March 11, 2010
Total Federal Funding Amount: 76000000
Bae Obligation Date: Harch 11, 2010
Project Description: Domestic ¥ater Grants - Regular
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Section 7 Reporting

7.1 Build New Reports

l. Users can create a new report by navigating to “Reporting” on the left navigation menu.
II.  The userthen clicks “Add New”.

Il 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

# Wk """'.l Federal Funding Accountability and Transparency
| Act Subaward Reporting System (FSRS)

L'ﬁ Home [New Report]
(0l Reports . . — a
b #i) 2gencias (Rewew '(F'rewuus Mersions [ Settings | (Dhelp

Contracts Step 1: Please select an itern to be used as the basis for your report,
8 reporting FEATA

& My Sccount Im‘

-

VI. On the next screen, users should checkmark the “Save As” box and input a “Name” and
“Description” for the Report.
VIl.  When updating an existing report, users should save the report under a different name by
check-marking Copy to New Report.
VIII. 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.

Xl.  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’Review '(Pre\rious “Jersions IVslattings ‘\ Lhelp

back
reporting list

Save as: name report

Description: describe report

Step 2: Flease selectthe fields and filters you wish to have included inyour report.
+ Base Class: FFATA Report

Status
[] summarize
fiiter b
Contract
DTargetAgency
filter =

[[sslect] v| [cear]

AMES RESEARCH CEMNTER

[] Limit Filter to Selected values

Ciowortnont Blosviowe for EEATR Actinn

Max. on-screen results: SO0 (enter
zero to display all rows)

Count ||

Report is Processing Screenshot

[News Report]

_‘.'/ Review '\(F‘revious Versions YSettings .‘1

back
reparting list

_!} Report Queued for Processing

Queue Position: # 1. This repart is being processed.

Cuerying database...

Status: Processing (Elapsed time: 00:02)
Submitted by: eight govt (eight gowt)
Warning: Tou cannot review the latest report until it has completed processing,

2
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7.2 View Generated Report
l. After a user has submitted a report, they click on the “View Report” button to open the report
results.

Notification Report has Processed

-

[New Report]  back:
reparting |I5t§

_‘.fr Review "(Previous Versions 'I_/Settings \_

_i\ Report Processed

Done! view report

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

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

lll.  Transfer the report into an Excel Workbook by clicking the “Save as Excel” button.

V. Re-configure the report by clicking on “Change Settings” button at the top.

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

Review Generated Report Screenshot

ffata report test ~ back
reporting list
. - - - 2
J'/ Review YPI’EVIDUS Versions '(Settmgs \ Dihelp
[ regen report ][ open in new window ][ save as excel ][ change settings ] ’ return to report list
FFATA
FFATA . FFATA FFATA
FFATA_ FFATA Report: Report: SEEAE Report: Report: FFATA Report: FFATA_
Report: Type _ _ Report:
Contract Target Reporting Date Prime Contract Number
Status of i - DUNS #
Agency Report Pericd Submitted
MINERALS
, MANAGENMENT Oct 28, 2009, . . -
i =15 g ' ! i I s 85 =
Accepted 000 15 SERVICE final May 2009 352 am oooe 8 ]
)]
MINERALS
—— — MANAGEMENT Oct 23, 2009, :
= A— ) \ 1915
Accepted 00— 5 SERVICE final Oct 2008 395 am (O NI ST ST 0 1 5 B0
(=
MINERALS
- MANAGENMENT Oct 28, 2008, - s .
1315 ' ' = U315 TSRS
Accepted 0000 ____cem—— - = 315 CERVICE regular Jan 2009 .49 am 0000= e K| ]
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7.3 View Existing Reports
l. Users view existing reports by clicking on “Reporting” on the left navigation menu.

II.  Saved reports display on a user’s displayed “Reporting” list.
. Users can “View” , “Edit” , “Re-run” , or “View Previous Results” by clicking on respective

icons.

View Existing Reports

(@) Home Reporting back
T .
* [« Reports [ saved Reports | help
[E FraTA
& Contacts Class hd Keywords
S Contracts Status - Searches label and description.
D Reporting | Apply Search || Clear |
& My Account )
Items 1-1 of 1 = Previgus | Jump 1 + | Next =
Options Class v Label v Description | Last Modified & Last Run a
dl & # |FFATA Report | ffata report test i | M D o
Add New | Items 1-1 of 1 < Previous | Jump 1 + | Next =
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Section 8 My Account

8.1 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.
Il. Users click on “My Account” in the left navigation menu to open the navigation.
Il. Users can edit their personal contact data captured in the presented fields.
V. Users click “Save” to save changes.

8.2 Request New Role/Office for an Account
l. From within the system, users can request the addition of a new role/office affiliation for
their account.
Il. Users click the “request new role/office” button on the right side bar.
Il 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.

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

Request Role / Office Screenshot

& K ok Federal Funding Accountability and Transparency = powered by symplcty

Act Subaward Reporting System (FSRS) ! *poov TUSA.gor
Lﬁ Horne My Account back
+ (3l Reports _‘( General Information "(PBSSWUT’C' \_
FFATA
u Rol.
« b Aaencies St Fotes el
HEALTH AND HUMAN
IO 3 & i * indicates a required field | [SER¥ICES, Agency
& Contacts My Account Information a DEPARTMENT OF f;g;d'“at‘“
_ (7500)
Contracts Title: * Agency in bold is current selected rale
Grants ol . request new role/Office
3 reporting ullname™: gight govt
& My Account First Name: gight

Middle Name:
Last Name: gawt

Suffix:

Email*: eight@gowvt.gov

Phone:
Cell Phone:
Fax:
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Request New Role Form

I — —
My Account back
I./Gemaral Information \/Passwnrd YRequest New Role k\

__3 MNote: Please fill out all the required informmation below and click [send request] to submit your registration for a new
role. vou will receive an email when your registration has been approved.
[ send request ” cancel ] User Roles [=]
HEALTH AND

lNew Role Information

Agency®:

User Level*: (7)agency

(") Designated
CiroC

Supervisor Name:

Supervisor Email:

(") contracting office

Role™: () Agency Coordinator {AC)
(7} Contracting Official

* indicates a required field | |[HUMAN SERVICES,
DEPARTMENT OF
(7500)

Agency
Coordinator
(AC)

v [ Agency in bold is currert selected role

Goverment User (DGU)

[ send request ][ cancel ]

8.3 Change Password

l. Users click on the “My Account” navigation in the main navigation to change their password.
II.  The user then clicks on the “password” tab.
lll.  The new password is entered twice on the form.

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

Password Change Screenshot

Lﬁ Haorme
¥ (3l Reports

My Account

{'General Information :erasswurd '1 2help

» ¥l 2gencies
Contracts
3 Reporting
& My Account

My Password

Enter New Password:

Verify Password:
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