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Federal Funding Accountability

and Transparency Act Subaward
Reporting System (FSRS)

Vlew Add and Delete Award form Worklist

o This module pertains to:
User being able to review all existing contracts and/or grants (whichever is
applicable) that have been linked to their registration account. The “Worklist” also
allows a user to “add” an award document to this list when necessary. In order to
process any report action in this system, awards must be viewable and/or added to
the “My Worklist” tab under “Worklist.”

o Who should use this tutorial?
Awardees who are responsible for submitting FFATA Subaward reports in FSRS.

o Why is this tutorial important?
The FFATA Subaward Reporting System (FSRS) is the only mechanism available to
report subaward and executive compensation data required by the transparency act
for both Federal contracts and grants to USAspending. This tutorial is designed to
navigate the user seamlessly through the postaward process for reviewing, adding
or deleting actions from the “My Worklist” tab.

o How long will this tutorial take me?
This tutorial will only take approximately five (5 )minutes to complete.

o What is the expected outcome of this process?
Upon completing this process, the user will become knowledgeable about the
worklist.

o How does this module fit into the overall FFATA Subaward reporting process
in FSRS?
The user will understand the intricate details on how to review, add and delete award
notices in the FSRS worklist section.
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ADDING AN AWARD TO THE FSRS WORKLIST

ff_‘- FSRS Test - Windows Internet Explorer provided by General Services Administration _ O] x|

@\‘_: - Ig‘ https: iffsrs-test, symplicity, com/finde:x?8 j % &, b4 ILiveSearch o~

Fle Edit View Faworites Tools  Help

TP G EFRS Test % - B - o= - b page - (GTaoks - 7
i n . @ powerad by symplicity
\ Federal Funding Accountability and Transparency
| Act Subaward Reporting System (FSRS)

Home { Profile | Worklist | Create/Review Reports

2T home

* ¥ add award
to worklist

1= create FFATA , awardee user
EkJ report /¥ announcements (@ demonstration

Wednesday, October 8, 2010 | 12:35 pm | memi@spares.com | Log-in o €SRS | Logout

& alerts w awardee

user guide

» Mo current alerts

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

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

| [T [ [T [ [&mntemet 0% v 4

To add a contract award to the worklist:

e Click on the [add award to worklist] button.
e System will advance to the next screen
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Awardee Worklist

,-'f_:‘- FSRS Test - Windows Internet Explorer provided by General Services Administration - |I:I|5|

e o : | icil i = - = o ||+ i -
L & - |g, https: iffsrs-test, symplicity, comfindex s=contractsé_mode=_requesté_tab reql.j % || XK ILwe Seatch 2

File Edit \iew Faworites Tools  Help
U5 @ @ FsRS Test | | 3~ B - om0 - srPage - (0F Tooks -

‘Wednezday, October 6, 2010 | 12:40 pm| memi@spares.com | Log-in to €5RS | Logout ;I

awardee worklist

. Enter Contract / Grant # ‘\".

I\ Mote:

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

e Prime Contract Awardees — Contact your cognizant contracting officer or official for help. In order for you to file 3 FFATA
subaward report against your contract, your government contracting authaority will have to report your record to Federal
Procurement Data System -MNext Generation (FPDS-MG). FPDS-MG is the authoritative source of the basic contractual
information used to pre-populate many of the F3SRS fields when entering your Contract Number. For mare information on
FPD3-NG please visit hitpsJiwww. fpds.gov.

#« Prime Grant Awardees — Contact your grant making official for help. In order for you to file a FFATA subaward report
against your grant, your Federal grant making official must report your prime grant award information through their
FAADS+ file submission to USAspending. The Agency's FAADS+ submission is the authoritative source for the basic
grant award information used to pre-populate many of the prime award details in your FFATA report. For more
information on the FAADS+ format, please read OMB M-09-19.

Submitl Cancel | i

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

Type of Award: " Contract/Order ¢ Grant =l

/’ [T [ [ | mterret HI00% -

v

Contract / Grant Request Form (Step 1):

a) For Type of Award, select the “Contract/Order” radio button;

b) The system will automatically advance to the next screen
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,f_:‘ FSRS Test - Windows Internet Explorer provided by General Services Administration - |EI|5|

@; - |g https: §ifsrs-test, symplicity, com|?s=contracts&_mode=_request®_tab=request1 j % gl X ILive Search Felhs
File Edit View Favorites Tools  Help

W {E FSRS Test | | 3~ B - =y - rPage - (0 Tadls -
OO O T O TR T ;I

. Enter Contract / Grant # \'-_I

_!} Note:

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

#« Prime Contract Awardees — Contact your cognizant contracting officer or official for help. In order for you to file a FFATA
subaward report against your contract, your gevernment contracting authority will have to report your record to Federal
Procurement Data System -Mext Generation (FRDS-MG). FPDS-NG is the autharitative source of the basic contractual
information used to pre-populate many of the FSRS fields when entering your Contract Number. For more information on
FPDS-NG please visit hitps:/iwww. fpds.gov.

« Prime Grant Awardees — Contact your grant making official for help. In order for you to file a FFATA subaward report
against your grant, your Federal grant making official must report your prime grant award information through their
FAADS+file submission to USAspending. The Agency's FAADS+ submission is the authoritative source for the basic
grant award information used to pre-populate many of the prime award details in your FFATA report. For more
information on the FAADS+ format, please read OMB M-09-18.

Submitl Cancel |

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

Type of Award: = Contract/Order  Grant

pi Is this a Task/Delivery Order?: " yes " no Ll

/ [T [ [ | mtere 0% v g

v

Step 1, continued:

a) Type of Award is pre- populated from the previous screen;
b) Go to the next question; “Is this a Task/Delivery Order’? Select yes or no (as
applicable).
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—~ FSRS Test - Windows Internet Explorer provided by General Services Administraktion - |Elli|

25-._ ¥ : 2 icil = - = - +. i -
e - |g, https: fiFsrs-test, symplicity, com) Ps=contracts&_mode=_requestd,_tab=reguestl j & +| | A ILwe Search 2
Sile  Edit  Wiew Favorites  Tools  Help
e E FSRS Test | | - - e - b Page - (CF Tools +
" Enter Contract/ Grant # ‘\". ;I

_!3 Note:

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

# Prime Contract Awardees — Contact your cognizant contracting officer or official for help. In order for you to file a FFATA
subaward report against your contract, your government contracting autharity will have to report your record to Federal
Procurement Data System -Mext Generation (FPDS-MG). FPDS-MNG is the authoritative source of the basic contractual
information used to pre-populate many of the FSRS fields when entering your Contract Mumber. For more information on
FPOS-MNG please visit hitpsJiwww. fods.gov.

= Prime Grant Awardees — Contact your grant making official for help. In order for you to file a FFATA subaward report
against your grant, your Federal grant making official must report your prime grant award information through their
FAADS+file submission to USAspending. The Agency's FAADS+ submission is the authoritative source for the basic
grant award information used to pre-populate many of the prime award details in your FFATA report. For more
information on the FAADS+ format, please read OMB M-09-18.

Submitl Cancel |

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

Type of Award: ' ContractOrder @ Grant
d

Is this p\Task/Delivery Order?: ¢ yes (¥ no

b Urime Contract #: Please enter the prim¥| contract number (as it appears in FPDS-NG) you would like to add to your worklist.

) Submitl Cancel |
Z

/ [T [T [ [ meemnet A% -

Step 1, continued;
Is this a Task/Delivery Order? If...

a. “No” is selected;
b. Manually type in Prime Contract # in the blank box below it;
c. Select [Submit] and the system will advance to the next step.
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—~ FSRS Test - Windows Internet Explorer provided by General Services Administraktion - |Elli|

35-._ ¥ : 2 icil = - = L +. i -
e - |g, https: fiFsrs-test, symplicity, com) Ps=contracts&_mode=_requestd,_tab=reguestl j % +| | A ILwe Search 2
Sile  Edit Wiew Fawvorites Tools  Help

& OB @FoRs Test | | f v B - o= - =k Page - () Tools -

Bl

' Enter Contract / Grant # \".

_!) Note:

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

# Prime Contract Awardees — Contact your cognizant contracting officer or official for help. In order for you to file a FFATA
subaward report against your contract, your government contracting autharity will have to report your record to Federal
Procurement Data System -Mext Generation (FPDS-MG). FPDS-MNG is the authoritative source of the basic contractual
information used to pre-populate many of the FSRS fields when entering your Contract Mumber. For more information on
FPOS-MNG please visit hitpsJiwww. fods.gov.

#+ Prime Grant Awardees — Contact your grant making official for help. In order for you to file a FFATA subaward report
against your grant, your Federal grant making official must report your prime grant award information through their
FAADS+ file submission to USAspending. The Agency's FAADS+ submission is the authoritative source for the basic
grant award information used to pre-populate many of the prime award details in your FFATA report. For more
information on the FAADS+ farmat, please read OMB M-09-19.

e Submitl Cancel |

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

Type of Al “ard: & Contract'Order ¢ Grant

Is this ¢ a / # yes T no
Crime Contract #: Please enter the prime contract number (as it appears in FPDS-NG) you would like to add to your worklist.
b |

fo Reference DV #*: I

p [T [ [ [ meemnet A% -

Step 1 Continued;
Is this a Task/Delivery Order? If...

“Yes” is selected;

Manually type in the Prime Contract # in the blank box next to it; also
Manually type in the Reference IDV # in the required blank box next to it;
Select [Submit] and the screen will advance to the next step;

coow
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Select Ancther Contract | Continue

b, f
e |
Contract Summary \j

Wodneatay, October 5, 2010 | 122 ] mewiGaepares.com | Loact 1o <S5 | Loguut
awardee w r10M020

Enter Contract | Grant§

J search Resuits:
+ Flease choase fom i 1 conlac that maichad your search. I ot in the s, ta start aver turther assistance

Note:
Note: Hyou are unable 1o 8nd o report agains! @ prime award Biat should be 3vallable Bwrough FSRS, please take the following ackon
+ Prime Contract Awardh actyou

ava fo repart your record to Faderal Frocurament Data System -Mext Generstion (FPDS-NG). FPDS-HG is e

« Prime Grant Awardees — Contact your geant making offcial for
; ~o ;

help. In oader for you
1o pre-populate

UsAspending The Agancy's FAADS= submission is the

Display Contract Details »| Cancsl

Contract / Grant Request Form (Step 1) ndicates 8 recured ek

Type of Awartt: (& ContractOrcer ¢ Grant

s this a Task/Dolivery Order?:  yes @ no

Select Contract #°: The ollowing conlracts were found that ware similar to the b click submitto continue
SPMAEF10M1320 (DEFT OF DEFENSE 9700) =] [4 C

» | _Cancel

Display Contract Details

Step 1 continued,

Once the Contract # has been entered and submitted the View Contract Summary
screen pops up;

a) View Contract Summary information to ensure data is correct; if yes...
b) Select the [Continue] button;

c) If the contract information is incorrect select the dropdown button in the Select
Contract # box and select the correct award number; then...

d) Select the [Continue] button to advance to the next step;

e) Select the [Display Grant Details] button and the “View Grant Award
Summary” screen pops up;

f) Select the [Continue] button to advance to the next step.
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b

—~ FSRS Test - Windows Internet Explorer provided by General Services Administraktion - |Elli|
is L& - |g, https:,I'Il'fsrs-test.symplicity.com,l'index?s=contracts&_mode=_request&_tab=requ % LA 4 ILive Search 2|~

Sile  Edit  Wiew Fawvorites  Tools  Help

& OB @FoRs Test

T~ B - & - - Bage - (hTock - 7
AAVL DJLULILAVYALUL I.\CIJUL LlllE LJ_'_\-"DLCJ.I.I. LI )

Home | Profile | Worklist { Create/Review Reports

=, . Wednesday, October &, 2010 1:33 pm | memi@spares.com | Log-in to SRS | Logout
~/ awardee worklist

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

|
/ Submit | cancel J " Prime Contract Info =]
Mumber:|SPMEEF10M0820
Contract Request Form (Step 2) “indicates a required field | (agency: |DEFT OF
DEFEMSE
Current
Type of Award: Contract Contract |5 38411.00
Certification®: The FFATA Report can only be submitted by prime contractors. Only continue with this Value: o
submission if you are the prime contractor for this contract
% | verify that | am the Prime Contractor for this contract
[ [ [ [ [ @ meemet A% -

Contract Request Form (Step 2):
a) Review the “Contract Info” in the box on upper right hand side of the screen.

b) If the information is correct and you are the Prime Contractor for this award
select the [Submit] button to continue.

c) If the information is incorrect, or you are not the Prime Contractor for this award,
select [Cancel] and you will be taken back to Step 1 of the process.
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—~ FSRS Test - Windows Internet Explorer provided by General Services Administraktion - |Elli|

351\-_—_; - |g, https: fiFsrs-test, symplicity, comfindex?_tab=core j % 4| X ILive Search 2=

Sile  Edit  Wiew Favorites Tools  Help

% @rsRs Test | | Ly - E) - o - [-rpage - @ To0k - 7
- A

ﬂ awa rdee WOrI(| |St Wednesday, October 6, 2010 | 2:04 pm | memig@spares.com | Log-in to SRS | Logout

# SPMSEF10M0820

b 2 BACKTO LIST

[ Award Details "5: Existing Repnrts.\
Editl

Contract Information

Type of Award: Contract

a Certification: | verify that | am the Prime Contractor for this contract
gl =]
[ [ [ [ [ @ meemet A% v
Contract Information Screen;
a) This is the “Contract Information” screen. This page certifies that the award
added to the worklist was added by the prime contractor.
b) If the data is correct, select the “back to list” link to see that the contract award
has been added.
c) CONGRATULATIONS!! You have successfully added a contract award to the
awardee list. This action completed.
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