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Federal Funding Accountability

and Transparency Act Subaward
Reporting System (FSRS)

Create/Review Reports

o This module pertains to:
User being able to create, submit and review the status of their reports in the FFATA
Reports section. This module will also walk the user through each step of how to
successfully process a report to be submitted in the system.

o Who should be using 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 creating, submitting
and reopening reports in this section.

o How long will this tutorial take me?
This tutorial will only take approximately twenty (15) minutes to complete.

o What is the expected outcome of this process?
Upon completing this process, the user will become knowledgeable about
processing FFATA FSRS reports.

o How does this module fit into the overall FFATA Subaward reporting process
in FSRS?
The user will understand the intricate details and functionality of how to create, edit,
submit and reopen FSRS reports in this section.
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Creating a FFATA report
fj FSRS Test - Windows Internet Explorer provided by General Services Administration ;Iglﬂ

@\‘—‘/ - |g, https:)ffsrs-test,symplicity, com ?s=home j % gl ILive cearch o]-

File Edit ‘Wiew Favorites Tools Help

U5 G ERSRS Test

< - el v b page v (FTodk v
= Li=q L=

- LR B4 D
Federal Funding Accountability and Transparency

Act Subaward Reporting System (FSRS)

Home | Profile { Worklist | Create/Review Reports

ﬁ Friday, October 1, 2010 1:58 pm | beta@@seis.com | Log-in to SRS | Logout
1 home

* ¥ add award /1\ alerts ~ awardee
J to worklist \/ user guide

+ Mo current alerts

b create FFATA , awardee user
. ‘j | report (_3 announcements i demonstration

+ 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

| T [ |6 mtemet H100% :/,I
To create a Grant FFATA report:
a. Go to the FSRS home page:
b. Select the [create FFATA report] icon
c. Screen will advance to the next step of the process
FSRS Grants Quick Reference Guide ~~ Page5

October 29, 2010



[ T )
G @rmstet

=

Home | Profe | Workist

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

Create  Review Reports

8l

4 FFATA reports o =
‘New Report
Instruct
i
Eotes Conact! J Instructions for FFATA Subaward Reporting
2 Avd ¥ 3 to il ¥ e end of the

PRIME CONTRACTORS awaroed a Federal co
awards any

a Budgets
‘3vallable ia waw £515 90V on Octoder 29, 2010,

Please be aware tat 3 Informaion collected on the FSRS WeDSite (www f575.00v). INCIuding registiaion information and report data. wil be visibke 1 e public on 3 PUDSC webs!

Copy Existing Report

ind selecting 3 report

P =g

Aagust27. 2010, The prime awardee is required 1o fle 3

@

To begin the report process the user must be on the [New Report] screen:

Step 1, Instructions - provides guidance for when subawarding reports are required

for both contracts and grants;

a. An existing report can to be copied by going to the bottom of the screen under
[Copy Existing Report] and selecting the appropriate grant award number using
the drop down menu. Note: only the prime awardee information can be copied,

subawardee information must entered manually.

Award Number:
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— FSRS Test - Windows Internet Explorer provided by General Services Administration =101 %]
s , . il — L +. i -
@::. - |g, https: ) fFsrs-test, symplicity, com)?report_step=2 j % || A ILNe Search bl
File Edit ‘Wiew Favorites Tools  Help
- e >
T 4 @SR Test | | 0~ Bl - d= - rpage - (0 Tooks -
=

New Report
@ BACK TO REPORT LIST
Enter Contract / Award #
. Instructions
5 Enter Contract/ _!3 Note:
° Award # Mote: If you are unable to find or report against a prime award that should be available through FSRS,

please take the following action:

ot/ Award + 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 authority will have to report your record to Federal Procurement Data System -Next

J— Generation (FPDS-MG). FRDS-MNG is the authoritative source of the basic centractual

. information used to pre-populate many of the FSRS fields when entering your Contract
Number. For more information on FPDS-NG please visit hitps:/fwww . 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 FAAD S+ file submission to USAspending. The
Agency’s FAADS+ submission is the authoritative source for the basic grant award information

6} Review 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-08-19.

(3]
o0

-
[ g v

0w

Backl Cancell Continue

- * indicates a required field

a o Grant Award j

| / [T [ [ & mtemet A00% v g

Step 2 - Enter Award Number:

a. For Type of Award, select the [Grant Award] button;

b. Screen will automatically move to the next page.
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Federal Funding Accountability and Transparency
Reporting System (FSRS)

Home i Profle | Workist | Creste/Review Reports
Friday, October 1, 2010 229 5| betad@ses.com | Legnto eSRS | Lagout

4 FFATA reports

New Report

it PDS-
POSNG fada.aux
orant e grant FAADS* Agencys
A the prime A 10919

acates a requred fied

1ot found above, enter Award D (F2. C

[ME20102T21

Back|_Cancel | _Contue

I I [ Hiowk -

Step 2, continued:

a. Type of Award is pre-populated from previous screen,;

b. In the [Select Existing Award] box, using the dropdown menu, locate the grant
being reported and select the grant award number;

c. Ifthe grant award does not exist on the menu list, go the empty box and
manually type the grant number in.

d. Select [Continue] to advance,;
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Award Summary L=f
New Report b
© sackTo RERCET AT
Enter Conlract | Award #
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5
Back | Cancel || Display Grant Details +
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Step 2, continued;

e. Refreshing Grant Award Data screen pops up. Confirm the grant information is
correct; if yes...

f. Select the [Continue] button to advance to the next stage of the process;

g. Ifthe Award ID information is incorrect, type the correct FAIN in the empty box
and select the [Continue] button;

FSRS Grants Quick Reference Guide Page 9
October 29, 2010



@: - |g, https:,f,ffsrs-test.symplicity.com,l’index?s=FFata_rep0rts&_mode=_Form&report_stj % *2 || X ILive Search Felk

File Edit Wiew Favorites Tools Help

W W @FRs Test o v B - s v shPage v (O Took v
Home | Profile i Worklist | Create/Review Reports
— Friday, October 1, 2010 | 2:58 pm | betai@seis.com | Log-in to SRS | Logout
i._d[ FFATA reports
New Report
Q) BACK TO REPORT LIST
Grant Award Details
. Instructions
Enter Award ID I\ Note: Another contactfrorm HEALTH AND HUMAN SERVICES, MAINE DEPARTMENT OF has
(FAIN) already added this grant to their worklist.
ad
a 3, GrantAward Back | Cancel | Save | Save & Continue b Grant Info ]
' Details o
/ r MNumber: |ME20102T21
4 Prime Award Type of Award: indicates a required figld CENTERS
Details FOR
Grant Award
. |MEDICARE
Agency: AND
5 Subaw 4 Certification™: MEDICAID -
Data The FFATA Report can only be submitted by prime awardees. Only continue with SERVICES
this submission if you are the prime awardee for this grant Total
i | verify that | am the Prime Awardee for this grant
6 Review Fede_ral $ 8746012.00
Funding
Amount:
7 SubmitReport ﬂ
| [T [ 6 meemet ENE

Step 3 - Grant Award Details:

a. User certifies that he/she is the prime awardee for the grant being
submitted; if yes...

b. Select [Save & Continue] to advance to the next step in the process;
c. If the user is not the Prime Awardee for the grant information being

reported select [Cancel] and the system will take you back to your FFATA
reports list.
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Prime Award Detail

2 ¥ns Tes 4y Genesal Services Administiation

Prime Award Details

) Wote: Sorme i e boen pre-poputated rom data in FAADS+ and COR: please review e report o | Sentt and complet: required fids rat e ot been pro-populased For specibcdata sources by data lement, consult i data Scinary found in
The Tips secton

Save8GoBack | Cancel | Save|  Save s Contiwe

FFATA Report For Grants e o reieed it

181 SERVICES, MAINE DEPARTHENT OF

) 7. Prime Awardes Doing Business As Name:

Step 4 — Prime Award Detalils:

d. User must review the fifteen elements in this section to either ensure the
pre-populated data is correct and or fill in the blank fields that require data;

e. The information in this section is self explanatory and is specific to the
prime awardees organization;

f. If a data element is determined incorrect, mark “no” and a blank box will
appear for you to provide an explanation. This will flag the element that is
deemed incorrect and the Grant Making Official will review and take the
necessary corrective action;

g. Select [Save and Continue] to advance to the next stage of the process;
h. If errors are detected in this section an error message will be displayed;
i. Any time a user is unable to continue with this process, simply select the

[Save] button and the action will be saved as a draft report. Draft reports
can be retrieved from the FFATA Review Reports list under the Drafts tab.
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Step 4 — Prime Award Details

/2 FSRS Test - Ertors Have Dccured - Windows Internet Explorer provided by General Services Administr ] 4]
@\‘—: - Ig. https:,I',I'Fsrs-test.symplicity.com,l'index?s=FFata_rep0rts&_mode=_F0rm&_tab=corj % 3| % ILive Search 2~
File Edit ‘Wiew Favorites Tools Help

= >
o & F5RS Test - Errors Have Occured | | @ = [ - o=h - b Page - (0 Tools -

. Grant Award
Details

n Prime Award

~ Details

5 Subawardee
Data

6 Review

'iY T R

FopeTETE T Tt e e Ty T T T

L2 o TIroTILE,
consult the data dictionary found in the Tips section.

a

rors Detected:

* Zip+4 is required
e Congressional District is required
e Inyour business or organization's preceding
completed fiscal year, did your business or
organization (the legal entity to which this
specific CCR record, represented by a DUNS
number, belongs) receive (1) 80 percent or
more of your annual gross revenues in ULS.
federal contracts, subcontracts, loans, grants,
subgrants, and/or cooperative agreements;
and (2) $25,000,000 or more in annual gross
revenues from U.S. federal contracts,
subcontracts, loans, grants, subgrants,
andfor cooperative agreements? is required
e AFFATArepor for this grant and reporting
month: Oct-2010 already exists in the system.
Flease choose another reporting rmonth or
click [cancel] and return ta the list to find th
report for the selected reporting month.

Isnw |

Save & Go Back | Cancel | Savel

Save & Continue I

+ Awardee DUNS # -]

+ DUNS Number +4

+ Awardee Name

+ Awardee Doing Business As
Mame

v Awardee Address

« Awardee Parent DUMNS #

+ Principal Place Of Performance
(POP)

+ CFDAProgram Number(s)

+ Project Description

« Total Federal Funding Amount

+ Obligation/Action Date

+ Report Month

% Inyour business or
arganization's preceding completed
fiscal year, did your business or
arganization (the legal entity to which
this specific CCR record,
represented by a DUNS number,
belongs) receive (1) 80 percent or
maore of your annual gross revenues
in U.S. federal contracts,
subcontracts, loans, grants,
subgrants, and/or cooperative
agreements; and (2) $25,000,000 or
maore in annual gross revenues from
U.S. federal contracts, subcontracts,
loans, grants, subgrants, and/for
cooperative agreements?
x Subawardee Data

=

,— l_ l_ |_ |_ |_ €D tnterret HA00% - g

Step 4 - Prime Award Details Continued:

If Errors are detected, the system will flag the areas that require correcting. If for
some reason the errors cannot be addressed immediately and you wish to
continue with the process, select the [Ignore Errors, Save & Continue] button.
This will allow the awardee to continue filling out the other steps to this process.
However, in order to complete the report, all errors must be corrected prior to
submission. Once errors have been corrected the submission process may

continue.
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Subawardee Data

fj FSRS Test - Windows Internet Explorer provided by General Services Administration — | El|ﬂ

@\‘_: - Ig‘ https:fjFsrs-test. symplicity, comfindex? j % gl | ILive Zearch o[-

File Edit ‘Wiew Favorites Tools Help

99 4 @FsRs Test

v - e v |-k Page v (OF Took v >
L == ‘\J

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

Integraked Application Environment, eGow, USA.goy

Home | Profile ¢ Worklist | Create/Revewnopors

— Friday, October 1, 2010 4:11 pm | beta@seis.com | Log-in to SRS | Logout
=/ FFATA reports

# ME20102T21

'a BACK TO REPORT LIST

. Instructions

Enter Award ID

Subawardee Data Progress [=]

v FFATA Details
Save & Go Back Cancel | Save | % Subawardee Data
Subawardee Information

(FAIN) Save & Continue % Subawardee DUNS
+ DUNS Number +4
Grant Award x Subawardee Name
Details 1. Subawardee Informatior “indicates a required fisld + Subawardee Doing Business
As Mame
) Add Subawardee a x Subawardee Address
Erime Award « Subawardee Parent DUNS
Details % Amount of Subaward
x Subaward Obligation/Action
Subawardee Date
* Data Save & Go Back Cancel | Save | ; ngé?;?;;g;%umber(s}
) S3ve & Continue % Federal Agency Name
6 Review x Subawardee Principal Place of

Performance

% Subaward Number

x As provided to you by your
subawardee, in your subawardee’s
kusiness or organization's ﬂ

| [T T [ & memet HA00% - g

Step 5 - Subawardee Data;

a. Select [Add Subawardee] button;

b. Screen will automatically open for user to provide suabwardee data;
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Subawardee Data

,f‘ FSRS Test - Windows Internet Explorer provided by General Services Administration

]
@: - I@, https:ifsts-test, symplicity, comfindes? j % 3| x ILiVe Search ol
File Edit ‘Wiew Faworites Tools Help

5 elf  EFsRS Test

Federal Funding Accountability and Transparency
Act Subaward Reporting S

Home

Profile

Worklist

Create | Review Reports

%3 -~ B - f=h - ;b Page - () Todls - »

ystem (FSRS)

ap

/ FFATA reports

Friday, October 1, 2010 | 4:11 pm| beta@seis.com | Log-in to SRS | Logout

# ME20102T21

@ BACK TO REPORT LIST

. Instructions

Enter Award ID
(FAINY

Grant Award

Details
Prime Award C
Details
Subawardee

" Data

6 Review

7 S Report

Subawardee Data

Save & Go Back

| Cancel | Savel

Save & Continue

1. Subawardee Information:

“indicates a required fiek

Progress

‘ Subawardee DUNS*:

IBDQD4-5594 | Fetch Info For DUNS » :
Delete This Subawardee |
Add Subawardee
Save & Go Back | Cancel | Save | Save & Continue |

[T T T [ [@mterne

+ FFATA Details
% Subawardee Data

Subawsrdee Information

% Subawardee DUNS

v DUNS Mumber +4

% Subawardee Name

v Subawardee Doing

As Mame

d \wardee Address

e Wardee Parent
JUNS

* Amount of Subaward

x Subaward
Obligation/Action Date

+ CFDA Program Number
(s}

x Federal Agency ID

x Federal Agency Name

x Subawardee Principal
Place of Performance

% Subaward Mumber

x As provided to you by

=

[®100% ~ 4

Step 5, continued:

c. Type Subawardee DUNS in blank box;

d. Select the [Fetch info for DUNS] radio button to obtain subawardee data
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Subawardee Data continued

/2 FSRS Test - Windows Internet Explorer provided by General Services Administration

=10x|

@?} - I@, https:fFsrs-test. symplicity .comfindex?

j 2| % ILive Search

el

File Edit ‘“iew Faworites Tools Help

Tr gt @@ FSRs Test | |

My - B - oo=h - hPage - (O Tools -

# ME20102T21
@ BACK TO REPORT LIST
Subawardee Data Progress =l
‘ Instructions
+ FFATA Details
Enter Award ID Cancel | Save | Save & Continue x Subawardee Data
. =nter Award [D Subawardee Information
(FAIN) x Subawardee DUNS
1. Subawardee Information: “indicates a required figld @ DL UiRET =0
‘ Grant Award * Subawardee Mame
Details Subawardee DUNS*: + Subawardee Doing
Business As Name
) 209045594 ; x Subawardee Address
‘ W % Subawardee Parent
Letalls DUNS
DUNS Humber +4:
umher x Amount of Subaward
Subawardee [603045594 x Subaward
5 Data ObligationiAction Date
@ Subawardee Name™: Nu%l?e':rg? Program
6 Review HEALTH AMD HUMAN SERVICES, MAINE DEFARTMENT OF - FeirwligEnE
X X *x Federal Agency Mame
& Subawardee Doing Business As Name: « Subawardee Principal
7 | Place of Performance
e % Subaward Number
. . *x As provided to you by
@ Subawardee Address™: your subawardee, in your
street Address™ subawardee's business or
. organization's preceding
i_ﬂ gE?STE STREET completed fiscal year, did its
business or organization
) (the legal entity to which the
City™: DUNS number it provided
AUGUSTA belongs) receive (1) 80
percent or more of its annual
@ State*: gross revenues in U.S.
Maine federal contracts, Rl
[ [ [ | [€mternet H00% - g
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/,'; FSRS Test - Windows Internet Explorer provided by General Services Administration -0 5'

@A - I@ https: j{fsrs-test. symplicity .comfindex? j % 90| X Ilee Search Foihs
File Edit Wew Favorites Tools Help
3
W B @RS Test | | o v ) - o= v shPage v (CF Tools -
' =]

In order to determine whether you are required to report
executive compensation data, answer the following question
(s):

@ As provided to you by your subawardee, in your
subawardee's business or organization's preceding
completed fiscal year, did its business or organization {the
legal entity to which the DUNS number it provided belongs)
receive (1) 80 percent or more of its annual gross revenues
in U.S. federal contracts, subcontracts, loans, grants,
subgrants, andior cooperative agreements; and (2)
$25,000,000 or more in annual gross revenues from U.S.
federal contracts, subcontracts, loans, grants, subgrants,
andior cooperative agreements?*:

yes & no

8 ( Delete This Subawardee |

f Add Another Subawardee |

Save & Go Back | Can h ﬁ Save & Continue |

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

-

| (T @ Riawh 4

Step 5, continued:

e.

User must provide subaward data in the blank fields of this section. The fields
are self explanatory;

If additional subawardee’s are awarded against the same FAIN, select the [Add
Aanother Subawardee] at the bottom screen and proceed to fill in the fields
accordingly;

If the wrong subawardee data was inadvertently entered select the [Delete This
Subawardee] button to remove the data;

After subawardee information has been completed select the [Save and
Continue] button to advance to the next stage;

Any time a user is unable to continue with this process simply select the save
button and the action will be saved as a draft report. Draft reports can be
retrieved from the FFATA Review Reports list under the Drafts tab.
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Review FFATA Report

fj FSRS Test - Windows Internet Explorer provided by General Services Administration - |El|ﬂ
@:—‘/ - |g https:fiFsrs-test symplicity, comfindex? j % *9 0| % ILive Search 2~
File Edit Wiew Favorites Tools Help
W I @FoRs Test | | f ~ B - o - sk Page - CiTools - 7
= Friday, October 1, 2010 | 4:35 pm | beta@seis.com | Log-in to SRS | Logout d
i._j FFATA reports J
0 BACK TO REPORT LIST
Review FFATA Repart Progress |
Instructions
) v FFATA Details
d y View Printable Report | Save PDF + Subawardee Data
EnterAv..._ . b
FAIN FFATA Report For Grants
Tips =]
gfeatg;:"\“ a 1. Federal Award Identifier Number (FAIN): Clicking 'Save’ or 'Save and
==tals . T0AAMET100 Continue, will save your report in
i draft (DRT) and allow you to leave
Prime Award 2. Federal Agency 1D: and continue your report |ater.
Details 7580
o . Click "Save and Continue’ to save
i@ 15 this information correct? information on the current page and
W Yes go to the next page of the form.
ata
3. Federal Agency Name: Click "Save’ if you want to save and
6/ Review ADMIMISTRATION FOR CHILDREN AMD FAMILIES stay on the current page.
A Nirien s Asssme, el DVLIRLE 0 lirk Manral’ tn loava and continna ;I
| [ T | || [émnternet 0% v g

Step 6 - Review FFATA Report Screen:

a. Review and verify that the Prime Awardee and Subawardee data is
correct by either scrolling down and reviewing the data on the screen or
selecting the View Printable Report button;

b. The report can also be saved as a PDF by selecting the [PDF] button;

c. If the information is correct go to the bottom of the screen and select the
[Continue] radio button to advance to the next stage;

Submit Report
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/= FSRS Test - Windows Internet Explorer provided by General Services Administration

] 3

@?_; - I@, https:fiFsrs-test, symplicity. camfindex?report_step=7 j ﬂ *4 || X ILi\-'e Search L2~
File Edit Wiew Faworites Tools Help
9 E@FsRs Test | | "0 v B - o= v |2bPage v (OfTook 7
@ BACK TO REPORT LIST ;I
Submit Report
. Instructions
Enter Award ID J Submission Instructions
(FAIMNY Flease click submit to submit your report.
Grant Award
Details _'3 Note
) FPlease be aware that all information collected on the FSRS wehsite (www .fsrs.gov), including
Erime Award registration information and report data, will be visible to the public on a public website
Defails (www.usaspending.gov).
Subawardee
Data )
Cancel | Backl Submit | b
. Review
TJ Submit Report
]

T T T T @mene

HI00% < g

Step 7 — Submit Report

a. If all the Radio Buttons on the left hand side of the FFATA Report screen are
green, you have successfully created a subaward report and it is ready to be
submitted to FSRS!!!!

b. Select the [Submit] button.
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.f.:; FSRS Test - Windows Internet Explorer provided by General Services Administration

] 3

@?; - Ig, https:fiFsrs-test symplicity. comfindex?&

jlﬂl *3|| X ILi\-'e Search L2~

File Edit Wiew Faworites Tools Help

9 E@FsRs Test | |

fa v B - o= - |bpPage + (O Taok »

[ [T T T |6 meernet

=]
# 10AAME1100
@ BACK TO REPORT LIST
| Report Histol
. Instructi _'\) Report Accepted = W E
Report has been accepted. 0;101H2E?1;J 4_:ﬂSdem
EnterAwardiD 7 Note: Please be aware that all information collected on SROEIIEY
(FAINY the FSRS website (www.fsrs.gov), including registration Reopen to EditReport |
information and report data, will be visible to the public
Grant Award on a publicwebsite (www.usaspending.gov).
Details
Prime Award Back Return To List Save PDF
Details
Subawardes
Data
. Review
Submit Report
T) Submit Report —I
-

HI00% < g

Step 7, continues:

c. Once the document is submitted a pop-up message is received that the Report

has been accepted.

This action has been successfully completed.

This concludes the session on how to create and submit a FFATA FSRS report
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