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Section 1 FSRS Basics

1.1 System Background

The Federal Funding Accountability and Transparency Act (FFATA) required a system to allow
prime grant award and prime contract recipients to report sub-award activity and executive
compensation. The FFATA Subaward Reporting System — FSRS.gov — is the system that allows
grant award and contract award recipients to electronically report their sub-award activity. July
2010, "FSRS.gov" launched as the resource for Prime Awardees to report on FFATA-required
contract sub-award activity and executive compensation October 2010, "FSRS.gov" expanded to
incorporate FFATA-required Grant sub-award and executive compensation reporting.

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 about the system’s background, please review the home page materials that discuss the
system’s background, reporting requirements, and the FFATA legislation/regulations/OMB Guidance.

1.2 About this User Guide

This user guide is intended to help prime award recipients utilize the system to report their FFATA
required sub-award activity. “Sub-awardees” or “sub-contractors” do not use this system to report. Only
prime award recipients submit FFATA reports in this system.

Federal government users should refer to the Federal Government User Guide. Links to this guide can be
found on the Federal Government user login in page, and from within all navigations pages of the
Federal Government user interface.

FSRS Awardee User Guide Page 5
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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 All Contracts to My - From the tab “Contracts Not
Worklist Add All Contracts To My Worklist » Added” (from the “worklist”

main navigation), the user
can click the "add all
contracts to my worklist"
button to add all the
presented contracts to their
worklist.

Add a!l Grants to my Add All Grants To My Worklist » From the tab “Grant Awards
Worklist Not Added” (from the
“worklist” main navigation),
the user can click the "add
all grants to my worklist"
button to add all the
presented grants to their

worklist.

Add to Worklist Button used to place a
[ Add To Worklist l grant/contract award on a
Or user’s worklist.

Add Award to Worklist Use from the home page will

(button on home page) ) take the user to the first step
% - B
A{ add award of adding an award to the

T to worklist worklist.

Apply Search Button where the user clicks

to apply the desired search.

FSRS Awardee User Guide Page 6
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Navigation Term

What to Look for:

Description

Back Takes the user back to the
Back
previous step in a stepwise
form.
Back to List When reviewing a record

Q) BACcKTOUST

Batch upload reports

from a list (e.g., worklist
award), use the “back to list”
button to return to the list
(previous screen).

Bateh Upload Reports

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

Browse

[Ceowee. ]

Used to search for a file on
your system for upload to
the system.

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

Or

Cancel when creating a
FFATA report

Cancel

Return to previous page.

From within a report - Click
‘Cancel' to leave and
continue a report later from
the point it was last saved. If
a report has not yet been
saved, clicking cancel will
simply return the user to the
reports list.

Clear

Clears selected search
criteria.

Collapse Navigation Arrow

Click a downward pointing
arrow to “collapse” a
navigation category (e.g.,
collapse “Search Filters”)

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

Contracts Not Added A 'c 1\ This tab (within worklist),

ontracts Not Added lists contracts that were
found that match a user’s
registered DUNS # and have
not been added to their
worklist.

Copy Report From the FFATA report list,
an awardee can copy a
report as the basis of
another report in the system.
“COPY” will bring in report
elements that would not be
specific to a particular report
month (e.g., a previous
report’'s sub-awardee data is
not copied forward, but the
“prime” awardee’s data
elements would be carried

forward).

Copy Report

Create New Report From the main navigation
# Create New Report FFATA reports, this button
allows the prime awardee to

or add a new report.

create FFATA report e create FFATA From the home page, this

= button will take the user to
(button on home page) —! J report the first step of creating a

FFATA report.

As users start to create a
report, they will be presented
with fields that establish
whether the report is a
contract or grant award
report.

FSRS Awardee User Guide Page 8
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Navigation Term

What to Look for:

Description

Create/Review Reports

Create | Review Reports

This main navigation allows

FFATA Reports FFATA Reports the prime awardee to review
h| their exiting reports

Batch Upload Reports

Delete From the FFATA reports list
Delete '

a user can delete a draft
report.
Edit Use this icon to open a

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

Expand Navigation Arrow

‘ B Searn

Click a right pointing arrow
to “expand” a navigation
category. (e.g., expand
“Search filters”)

FFATA Report

- - awar s awpr e

FFATA Reports ]

A FFATA report is created
by the prime awardee
(contractor or prime grant
award recipient), by award
for each month where they
had sub-contract of sub-
award activity for the
contract or grant.

Grant Awards Not Added

| Grant Awards Not Added

This tab (within the main
navigation worklist) list grant
awards that were found that
match a user’s registered
DUNS # and have not been
added to their worklist.
Users can add a specific
grant award to their worklist,
or click the "add all grants to
my worklist" button to add
them all to their worklist.

FSRS Awardee User Guide
September 29, 2015
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Navigation Term

What to Look for:

Description

Home

Home

This is the user’s point of
entry to the system. From
this page, users can access
all navigation, utilize
Quicklinks and review
system announcements.

Ignore Errors, Save and
Continue

Ignore Erraors, Save & Continue ]

Button that allows a user to
save a form without
resolving all presented
errors (e.g., not all required
fields on report creation step
have been completed).
Note, users must resolve all
errors prior to “submitting” a
FFATA report.

Jum Moves directly to and
Hmp Jump |1 | ™ joves directly

displays the selected page
(in a multi-page list).

Logout | Logout Navigation to sign off the
system. Found in upper
right of every page in the
system.

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

Previous < Previous Shows the previous page (in

a multi-page record list).

FSRS Awardee User Guide
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Navigation Term

What to Look for:

Description

Quicklink

* £ add award
J to worklist

LS create FFATA
=£ | report

Quicklinks are home page
navigational elements
(buttons) that allow users to
directly navigate to a
particular action in the
system. E.g., from the home
page, click the “create
FFATA report” button to
navigate directly to that
action in the system.

Reopen to Edit Report

[ | Recpen to Edit Report l

After a report is submitted,
the awardee would need to
“reopen” the report to make
any necessary edits. After
edits are made, the awardee
would need to “submit” the
report again.

Report Month

Report Month

FFATA reports are
submitted by month of sub-
award/sub-contract activity.
The Report Month indicates
what month the report is
reflecting.

Required Field

Indicates entry into the field
is required before
save/submit can be used.

Review

&

Review the record data.

Save

Save

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

Save & Go Back

[ Save & Go Back

Saves the data on the
current form, and

FSRS Awardee User Guide
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Navigation Term

What to Look for:

Description

Save and Continue

l Save & Continue ]

Saves your work and moves
the user to the next step of a
step-wise data entry form.

Save PDF

Save POF

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 / Award Number | Agency ID
L ks

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 reports
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).

FSRS Awardee User Guide
September 29, 2015
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Navigation Term What to Look for: Description
Step The “step” term indicates
Contract / Grant Request Form (Step 1) that the system has “steps”
Instructions that comprise a multiple step
process.

Enter Award 1D
(AR For filing a FFATA report in
Grant Award the system, a green step
Details circle on the left side bar

display indicates that the

Prire Award
Prrne Award user has completed a step.

Details
A yellow step circle indicates
5 Subawardee Data that the step is open to edits.
Gray indicates that the step
6 Review has yet to be fully
addressed.

Submit Button used to submit a

report (during step 7 of
creating a report/or when
resubmitting a reopened
report).

View Printable Report Opens a FFATA reportin a
format that is formatted for

printing.

Yiew Printable Report

FSRS Awardee User Guide Page 13
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Navigation Term What to Look for: Description

Worklist Worklist This main navigation allows
the prime awardee to
organize the awards for
which they have reporting
responsibility. The user can
search for and add awards
(both contracts and grants
awarded to their registered
DUNS number) to their work
list from contracts reported
in FPDS-NG and grants
reported through the
Agency's FAADS+
submissions to
USASpending. The user can
create new FFATA
subaward reports against
those prime awards. The
user can view unassigned
prime contracts and/or
grants awarded to their
registered DUNS number
and add them to their
worklist.

FSRS Awardee User Guide Page 14
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1.4 Log-In to FSRS

1.4.1 System Tie with eSRS

Users registered in the electronic Subcontracting Reporting System (www.esrs.gov) are able to access
the FSRS system with the same log-in credentials that they use for eSRS. If a user registers for a new
account in the FSRS system, they will be able to login to the eSRS system with the same credentials.

In addition, authenticated (logged-in) users in either system are able to toggle between the eSRS.gov
and FSRS.gov applications seamlessly by clicking on the link in the upper right hand corner of any page,
“Log-in to eSRS” or “Log-in to FSRS,” depending on the system in which they are currently working.

eSRS Log-In Link when Logged into FSRS.gov

ym | Log-in to eSRS | Logout

m powerad by symplicity

! *ecov TSA.govy_

1.4.2 Existing Users

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

shown below.

and Transparency

Reporting System (FSRS) Mooy (s

Documents

Log-In or Register Now: User Guides

( » FSRS Awardee Guide

'} FEDERAL GOVERMWMENT fE‘fj AWARDEES . -

\ | Training Materials
» FSRS Awardes User
Demaonstration

Please use Internet Explorer 6.0+, Mozilla Firefox 2.0+, or Apple Safari 3.0+ to access FSRS.
FSRS Awardee User Guide Page 15
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Il. An awardee logs-in to FSRS by entering their email address and password under the
“returning awardees: login” section and click the Login Button.

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

Awardee Log-In

'_élogin

‘@ returning awardees: login ‘new awardees: register

Email: Register for a new account

(‘)Forgnt Password

Registration instructions _—
i | Awardee User Guide
=% for Awardees

Not an awardee user? Click here

1.4.3 New Users

FSRS Awardee User Guide Page 16
September 29, 2015
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l. Users point their browser to https://www.fsrs.gov. NOTE: Users do not need to re-register
if they have an existing eSRS Contractor user account (www.esrs.gov). The email address
and password used for eSRS will allow the user to log-in to FSRS.gov.

Il. The Awardee clicks on the “Awardees” link within the “Log-In or Register Now” box.

Log-In or Register Now Box

g ountability
arency Act Subaward

System (FSRS) B Coovi: (Svom

Documents

Log-In or Register Now: User Guides

¢ » FSRS Awardese Guide

'|§ FEDERAL COVERMNMENT r%‘éj AWARDEES . .

1 Training Materials
» FSRS Awardes User
Demanstration
Please uss Internet Explorer 6.0+, Mozilla Firefox 2.0+, or Apple Safari 3.0+ to access FSRE.

Il. To register, the user clicks the “Register” button under the “new awardees: register”
section.

Awardee Login Screen

“@login
ié. returning awardees: login _@ new awardees: reqgister
Email Register for a new account
Password:
/~ Forgot Password
‘ﬂ 'R; ;z;z:t::z:nsuuc‘ions ‘ﬂ Awardee User Guide
Mot an awardee user? Click here.
V. The user completes the two-step process that displays. Note: Throughout the system a red

asterisk (*) designates that the field is required.

FSRS Awardee User Guide Page 17
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V. Step 1: The user enters their organization’s DUNS Identification Number and clicks the
“Next” button.

Awardee Registration Screen

_ég Registration Step 1 of 2

Ay Note

Please ba aware that all inffoematian colloctod on the FSRS wabsite fwww fars gov), inchiding rgistration informatian and ropeet data, will ba visible to the public on a pubic wobsite fwww Usaspending qov)

DUNS# 103458780

4 Cancel | Next k|

VI. On Step 2, some form data may already be populated on the form from SAM.gov (System
for Award Management). This is based on the DUNS entered in Step 1.

VII. Users must complete all required fields and click the “Submit” button.

VIII. After submitting this form, a confirmation email is sent to the email address provided during

the registration process. The email presents instructions on how to finalize the registration
process. Note: An account is only activated after the user follows the instructions
presented in the email.

IX. After a user has confirmed their registration, as outlined in the email, the user can return to
the Login-In page (see Existing Users, page 15). They can then enter their email address and
password, and click the “Login” button, to log-in to FSRS.

1.5 Terms of Use Agreement

FSRS Awardee User Guide Page 18
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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.

|. Usage Agreement

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

Users (authorzed 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 resultin 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

1.6 Getting Help with FSRS

FSRS Awardee User Guide Page 19
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1.6.1 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

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

1.6.2 Resources Page
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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
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Section 2 FSRS Home/Main Navigation

After successfully logging into the FSRS reporting system, users are directed to their Home page.
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2.1 Home Features

I The Navigation bar at the top of the screen allows users to move through the system.
This bar is available on every screen through the system. Please read “Section 2.2
Navigation Overview” for more information.

1. The Alerts section shows messages that require a user’s attention.

M. Announcements are created by FSRS administrators and when published they will
display in this section.

@ powered by symplicity

Federal Funding Accountability and Transparency

Act Subaward Reporting System (FSRS)

, . . = UsAgo
Home | Profile | Worklist | Create/Review Reports |
Maonday, October 28, 2010 | 7:04 pm | test-123@symplicity.com | Log-in to eSRS | Logout
I home
¥ X add award A\ alerts ~ awardee
J to worklist \/ user guide
» No current alerts

Ly create FFATA , by awardee user
=¥ | report /¥ announcements (@ demonstration
+ This is a sample Announcment!
Look for notifications from the FSRS system administrators here

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

2.2 Navigation Overview

FSRS Awardee User Guide
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Navigation Pane

e wle A
Home | Profile | Worklist | Create/Review Reports
FFATA Reports

i, h
L nome Batch Upload Reports

Home: Home returns a user to the default home page (same as seen on login).

Profile: The profile page allows a user to edit account and contact information. Please see Section 3,
Profile for more information.

Worklist: The worklist allows a user to view all awards (both contract and/or grant awards) that have
been linked to their account based on the DUNS they registered their account under. Please see Section
4, Worklist for more information.

File/Review Reports:

FFATA Reports: The FFATA Reports section allows a user to add a new FFATA Report and to
review existing FFATA Reports. Please see Section 5, FFATA Reports for more information.

Batch Upload Reports: The Batch Upload Reports section allows a user to file multiple FFATA

Reports at once. A user can download the templates on this page, or from the Resources page. These
templates can be used to create a CSV (comma separated value) or Tab Delimited file which can then be
imported into the FSRS system for either a set of Grants or a set of Contract FFATA reports. Additional
resources regarding the Batch Upload Reports section can be found on the Resources page of the
system under Technical Documentation. More information on the Batch Uploads is discussed in Section
6 of the Awardee User Guide.
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Section 3 Profile
l. If a user clicks on Profile in the top navigation menu bar, then can review their core contact
information. NOTE: If a user’s company profile is not accurate, the user must make the
necessary updates in the System for Award Management (SAM.gov) system.

Il. To edit profile information, the user should click the Edit button. After making the desired
changes, the user should click the Submit button to save the changes.

Il. To change a password, users click on the Password tab near the top of the page. Users may
enter a new password on that page. The user should click Save Password to confirm the new
password. For security purposes, passwords must meet the following criteria:

a. Must be between 10 and 14 characters
b. Must contain 2 of each of the following:
i. Lower case letter
ii. Upper case letter
iii. Number

iv. Special character (i.e. @,#,5)

Profile View

Home | Profile | Worklist | Create/Review Reports

‘@ profile
Core .l'-.l Password \

Personal Information

Fullname: sam test
Email: test-123@symplicity.com
Phone: 5453334567

Supervisor Name: hill simth

Supervisor Email: hill@test.com

Prime Awardee

Prime Awardee:
DUNS #:
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Section 4 Worklist

4.1 Overview of the Worklist

The Worklist main navigation allows the prime awardee to manage and review the awards
for which they have a reporting responsibility.

The user can search for and add awards (both contracts and grants awarded to their
registered DUNS number) to their worklist from contracts reported in FPDS-NG and grants
reporting through the Agency’s FAADS+ submissions to USAspending.gov

From the worklist they can create new FFATA sub-award reports against those prime awards
Users can view unassigned prime contracts and/or grants award to their registered DUNS
number and add them to their worklist.

4.2 View Existing Worklist Records

Within the main navigation Worklist, the My Worklist tab lists those contracts/grant awards

that the user has added to their worklist for reporting purposes.

The list of awards can be sorted using the Column Titles, the ascending and descending sorts

are identified by the Up/Down arrows next to the column title. Toggle the sorts by clicking

on the column title.

The currently active sort column is designated by a Maroon colored column title.

Users can view the details of a specific contract or grant by clicking on the View button

provided next to each item.

In the Options column, multiple options may be available.

a. Remove — will unassign the contract or grant from your My Worklist

b. Existing Reports — will allow the user to be directed to all active reports for the contract
or grant. This button will only display if there are existing reports.
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My Worklist View

Home Profile Worklist Create | Review Reports

——— . Tussdins, Oitober 26, 2010 | 230 Te { | aoom] | 1
/awardee worklist diry, Oetober 26 I #m | Test1 1@ symplicity 1 Log-in to €SES | Laga

My Werklist ‘;:—l:l:-htmﬁs Not Added Y Grant .A-'arl:is Hod .Fu:lm.u}"l.I

f Hote

Thet Warks1® is an orgarezatona tool for comvenience. it aliws thie prime swardes to arganize the awards for which they have
reparting responsibilty. They can seanch for and add wards (both contracts and grants awarded o ther registered DUMS number)
ta their work Bst from Condracts neported in FPDNS-MG and grants neparied through the Agency's FAADS+ submissions to
USaspending, They can create new FRATS subaward repons 3gsnst thase penme swards. They Can vise unassigned prime
contracts andior grants awarded to their registered DUKNS numiber and add themn to their worklist. There is no desdation n workdfiow
beébasien Managing prrme conlracts and grants in the Swardee Wiorkdist

Click on the Contracts Mol sgded or Grands Nod Acged b 1o view any conbracts/awands in the system that match your DUNS # and
hearve ot been acdded to your workhst

» 3eprch Filters
+ Search For And Add Award | + Create New Report || Report List | flems 1-30of 3 d Pravioye | Jump 1 = ezt b
Award Number =  Top Leavel Agency v Agency = Type ™~ Cptions
HEALTH AND HUMAN ADMIMISTRATION FOR
ol Rt
Vo SERVICES, DEFARTMENT OF | CHILOREN AND FAMLES orant
HATIONAL SCIENCE HATIONAL SCIENCE
anmpen ane Ratricn Existing Repors
Az FOUNDATION FOUNDIATION o et
HATIONAL SCIENCE prime
il P ILOMNGS SERMVIC H 4 R
m G5 FOUROATION UBLIC BUILDMGS SERMVACE piini SIS E Sting Heports
& Search For And Add Award & Create New Report Report LIt & | ems 1-30f 3 d | Jump 1 = | Is
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VL. When a user views a specific award, there is another tab that lists an existing report’s
associated with that award.

Award Details View

Home Frofile Worklist Create | Review Reports

Tuesday, October 26, 2010 | 9:59 am | test-123&symplicity.com | Log-in {0 «SES | Logout

~/ awardee worklist

FAIN: Iyl
) BsCK TO LIST
Award Details | Bxisting Reparts |

Cancel

Grant Information

Type of Award: Grant &ecard
Details:
Agency:
ADMIMISTRATION FOR CHILDREM AMD FAMILIES (7580)

Total Federal Funding Amount:
2384478600

Certification: 'venfy that | am the Prime Awandee for this grant
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4.2 View Existing Reports for Worklist Records
l.

From the My Worklist tab, click the Existing Reports button to review existing reports for an
award.

From the tab Existing Reports, the user can view the reports that are currently available in

the system. Click the Review icon to open a specific report to review its details. Note: Users
will only be able to review a report if they created the report.

Award “Existing Reports”

Home | Profile | Worklist | Create/Review Reports

TSA.gov.

~/ awardee worklist

Tuesday, October 26, 2010 | 3:49 pm | test-123@sympli

ity.com | Log-in t0 eSRS | Logo

# GS0001 / GSBOA4834384
Q Back TO UIST

14 N et
[ Awarcd Detalls © Existing Reports |

[» search Fitters

|
lterns 1-4 of 4 qprevious | Jump 1 7 | pextp
Contract / Award Number v AgencyID¥ | Agency Name ¥ Status | Source v |ReportMonth~ | Options
3 500017 GSBOA4B834384 4700 GEMERAL SERVICES ADMINISTRATION DRT Contract - [ Delete ] I COpy RBPOTT ]
5] I = i i i i PN Tt = 1 =T =Ty L ST T noT = [ IR XD 1 I O D amot 1
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4.4 Find Award Records Not Added to Worklist

From the main Worklist navigation, the Contracts Not Added and Grants not added tab
provide a listing of Contracts and Grants available for reporting in the system that are
associated with the user’s registered DUNS. Note: If a grant or contract is not available,
confirm the record has been reported to its authoritative source (FPDS-NG or
USAspending.gov). If the contract or grant can be found and the awarded DUNS matches
your FSRS registered DUNS, contact the FSD Help Desk to request assistance with locating
the contract or grant.

—/ awardee worklist Tuesday, October 26, 2010 | 10:03 am | test-123&-symplicity.com | Log-in to eSAS | Logoy

p
[ by Wiorldist A Contracts Hot Added "{ Erant Awards HDTMBE{I‘HL
L

} Note
The following contracts wera found that match your registered DUNS # and have not been added to your worldist. You may add a

specific contract to your workdst or chek the “add all contracts to rmy workdist® button to add them all

b Search Filters

Add All Contracts To My Worklist »

# Search For Other Contracts | < Create New Report | Report List & | lterms 1-1 of 1 4 Previoys [Jump 1 ™ | et b
Contract Humber =  Top Level Agency = Agency = Type DUNS Number | optiens
GHo f GENERAL SERMVICES GEMERAL SERVICES Task
Ti
G5B e ADMINISTRATION ADMBISTRATION Arder BO0TES07T30 | Add To Woarklist
+ Search For Other Contracts | 4 Create New Report | Report List & | ftems 11 of 1 q [dump 1 = |nextp
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4.5 Add All Records Not Added to the Worklist
l. From either of the Not Added lists, users will see a button to Add All (Contracts or
Grants) To My Worklist button. This will assign all Contracts or Grants to your
worklist for reporting. This action is not reversible but you can use the Remove
action button on the My Worklist tab to remove any grants or contracts you are not
responsible for reporting on in FSRS.

Contracts Not Added List

=X awardee worklist Tuesday, October 26, 2010 | 10:03 am | test-123@symplicity.com | Log:in 1o SRS | Logoy

P

{ iy wiorktise

Contracts Not Added '-:G-rant.i\warns ranrmu\

} Mote
The following contracts were found that match your registered DUNS # and have not been added to your workdist. Yiou may add a
specific contract to your worklest or chck the "add all contracts to ry worklist® button to add them all

[+ search Fitters

add all Contracts To My Worklist »

# Search For Other Contracts + Create New Report Report List & | ltems 1-1 0f 1 4 Previous | Jump 1 = | Wext B
Contract Humber = | Top Level Agency = Agency Type DUNS Number | gprions
Gt f GENERAL SERICES GENERAL SERMVICES Task

18507, Add To Worklist
GSE 1 ADMINISTRATION ADMBISTRATION COrer aoTEs0Ta0 L
+ Search For Other Contracts | + Create New Report | Report List b | tems 1.1 of 1 q [Jump 1 = |1 b

Grant Awards Not Added List

/ awardee worklist - — : — —

[ Wby Worklist \{ Coniracts Not Added Y Grant Awards Not Added |

f Note
The following grants were found that match your registered DUNS # and have not been added to your workdist, You may add a
specific grant to your worklist or click the "add all grants to my workist® button to add themn all

b Search Filters

Add All Grants To My Waorklist »

+ Search For Other Grants | 4 Create New Report Report List | itemns 1-7 of 7 d Previous | Jump 1 = | et b

Ewérd IDFAIN} | Top Level Agency = Agency = QUNS Humber | oprions
- HEALTH AND HUMAMN SERWICES, ADMIMISTRATION FOR CHILDREM AND -
100 DEPARTHENT OF FAMILES Bo7esoTaD || AddTo Worklist
HEALTH AND HUMAMN SERWVICES, ADMIMISTRATION FOR CHILDREM AND
100 OF | pEpaRTMENT OF FAMILIES 607650730 || /Add To Workist
0 nE HEALTH AND HUMAN SERWVICES, ADMIMISTRATION FOR CHILDREM AND BOTRENTAN Add Tow 1
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4.6 Search For and Add a Single Award to the Worklist

There are two primary methods to add a new award to a user’s worklist. From the My Worklist tab, use
the “Search For and Add Award” button, or from the Home Page, click the Add Award to Worklist
Quicklink button.

l. For Contracts and Grants that cannot be found on the Not Added Tabs or for quick a
quick search to locate a specific contract or grant award use the Search For and Add
Award button on the My Worklist tab.

Search For and Add Award Button

Home Profile Worklist Craate ! Review Reports

Tuescay, Qotober 26, 2010 | 230 &m | Test-1 1irsymplicity.com | Log-in to #5ES | Laga

/ awardee worklist

Iy Werklist 'T Contradis Not Added “1 Grant Awards Not ﬁdﬂtﬂ:\]l

f Hote

Thie “Warkss1® it an orgarerabonal tool for comeniences. it aliows the prrme swandes [0 onganize the swands for which they hane
reporting responsibilty. They can search for and add awards (both contracts and grants awarded io their regstered DUNS number)
1o thiir wark ESt from contracts reported m FRDSE-NG and grants reparted through the Agency's FAADS+ submissons o
USAspending. They can create new FRATA subevard reponts against those prime seards. They can veevw unassigned prime
contracts andfor grants awarded o their registened DUNS rumiber and add them 1o their workdist. There is no deiation n workdhow
betwaen MAanBEnG preme coniracts and grants in the fweandes Worklist

Click on the Coniracts Mot Added or Grangs Not Added tab to view amy contracts’awands in the systern that match your DUNS # and
hearve niot been added b your worklist

¥ Search Filters

# Search For And Add Award | & Create New Report | Report List k| tems 1-30f 3 d Praviows | Jump 1 = |Next[
Aweard Humber ¥ | Top Level Agency * Agency « Type = Cptions
- HEALTH AND HUNAN ADPENRISTRATION FOR o
I R
m b . SERVICES, DEFARTHMENT OF  CHILDREN AND FAMILES gran Sinc
Gl TN HATIONAL SCIENCE HATIONAL SCIENCE ArARE Bl Fuictinum B anrts,
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Home Page Quicklink — Add Award to Worklist

Home | Profile | Worklist | Cred

17 home

* f add award
J to worklist

[ create FFATA
=£ | report

Il. Regardless of the point of entry above, users are then taken to the Enter
Contract/Grant Form (Step 1). The first question on the form establishes the award
type.

[l Once the user selects either Contract or Grant, the form will display the appropriate
follow-up fields.

Contract/Grant Request Form

Enter Contract | Grant #

5y Note:

Note: 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 — Contactyour 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 Generation (FPDS-NG). FPDS-NG is the authoritative 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

« 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-08-19.

Submit || Cancel

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

Type of Award: Contract/Order Grant

Submit || Cancel
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Contract Request Form

The Contract Request form will request the user to identify whether the contract they are looking for is
a Task/Delivery Order contract. Selecting Yes will display an additional contract field.

Home Profile :{ Worklist Create / Review Reports

. show in a separate windo:
/ awardee worklist

Enter Contract / Grant #

I\ Note:

Note: 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 authority will have to report
your record to Federal Procurement Data System -Next Generation (FPDS-NG). FPDS-NG is the authoritative 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

« 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 infarmation used to pre-populate many ofthe prime award details in your
FFATA report. For more information on the FAADS+ format, please read OMB M-09-19.

Submit || Cancel
| =2DmE | == |

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

Type of Award: @ ContractiCrder Grant
Is this a Task/Delivery Order?: @ Yes () No

Prime Contract #*: Please enter the prime confract number (as it appears in FPDS-NG) you would like to add to your worklist.

Reference IDV #":

Submit || Cancel
20N || 2SR |

In order to complete the fields the user will need to know the proper Contract numbers to enter.

If the Contract is not a Task/Delivery Order, enter the contract number (as it is displayed in FPDS-NG,
without hyphens) into the Prime Contract # field

If the Contract is a Task/Delivery Order, enter the contract number into the Reference IDV # and enter
the Task/Delivery Order number into the Prime Contract # field. These fields match with the FPDS-NG

contract record. Referencing the FPDS-NG site when completing this search will be beneficial to users

completing this form.

Grants Request Form
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The Grant Request Form will allow the user to enter the Grant number of the award they are looking to
add to their worklist to begin their reporting. Enter the Grant Award# or FAIN # into the field, without
hyphens. This number should match the Grant Award Record on USAspending.gov.

Enter Contract | Grant #

Ay Note:

Note: f 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 authority will have to report your
record to Federal Procurement Data System -Next Generation (FPDS-NG). 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

+ 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 QMB 1-08-19.

Submit || Cancel

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

Type of Award: Contract/Qrder (@) Grant

Award ID {FAIN): Please enter the Federal Award ID (FAIN) you would like to add to your worklist as it appears on your grant award notice

Submit || Cancel

If a Contract or Grant Award is successfully found by the system the system will provide the award
summary in a pop-up window, clicking the Continue button will add the Contract or Grant to your
worklist. Clicking Select Another Grant will cancel the process and reset the request form.

View Grant Award Summary [ [show in a separate windo

7 awardee worklist

), Please confirm that the following is the grant that you intend on reporting against. Tf this is
the correct grant, click [continue]. Otherwise, click [select another grant] to choose another
grant or start over.

Enter Contract / Grant #

- Select Another Grant || Continue
‘) Search Results: I J

» Note: Please choose from the 1 award that was similar to the on:

Award Summary &

Federal Award #: RO1DK073911

_ﬁ Note: Agency: NATIONAL INSTITUTES OF HEALTH (7529)
Note: Ifyou are unable to find or report againsta prime award that shq yotal Federal Funding Amount: 1107609.00

« Prime Contract Awardees — Contact your cognizant contracting acting authority will have to report

your record to Federal Procurement Data System -Next Generati fthe FSRS fields when entering your
Contract Number. For mare infarmation on FPDS-NG please visi

s Prime Grant Awardees — Contact your grant making official for h your prime grant award information
through their FAADS+ file submission to USAspending. The Age| Select Another Grant || Continue | + | of the prime award details in your

FFATA repart. For more information on the FAADS+ format, please TEa0 OB W-09-T9.

Display Grant Details || Cancel |

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

Type of Award: Contract/Order @ Grant

Select Award ID (FAIN)*: The following grants were found that were similar to the number you entered. Please select the correct grant and click submit to continue

RO1DK073911 (7520) v

Display Grant Details »|| Cancel |

Once you click continue Step 2 of the Request Form process will display requesting the user verifying
that they are the Prime Awardee for the Contract or Grant Award.

FSRS Awardee User Guide Page 36
September 29, 2015



Federal Funding Accountability

and Transparency Act Subaward

Reporting System (FSRS) [ | ot
Home : Profile : Worklist Create / Review Reports
/awardee Work‘lst show in a separate window]

Submit || Cancel

Grant Info =
[2ubmit J| ~ancet |

Number: RO1DKO73911

- indi quired . NATIONAL INSTITUTES OF
Grant Request Form (Step 2) indivates arequiied fiesd | Agency: |\ T

Total
Type of Award: Grant Award otal

Eoeal 5110760800
Certification*: The FFATA Report can only be submitted by prime awardees. Only continue with this submission if you are the prime awardee for this grant e
@ | verify that | am the Prime Awardee for this grant

Submit || Cancel

Verifying you are the Prime Awardee will add the Contract or Grant Award to your worklist.

4.7 Error Notifications when attempting to add a Contract or Grant
If a user attempts to add a contract or grant to their Worklist they may encounter a number of errors.

1. Errors Detected: Award ID (FAIN) does not match any awards in the system! Please re-enter the
Award ID (FAIN) and try again.
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a. If a user encounters this warning it means that the contract or grant has not yet been
imported into the system or the award number they entered does not exist. Be sure you
are entering the correct number when completing this process.

2. Errors Detected: The prime DUNS on the (contract or grant) does not match your registered
DUNS. Only the prime contractor’s representative is authorized to file a FFATA report in FSRS
Click [Ignore Errors and Continue] to proceed. If you ignore the error message and continue, you
certify that you are a representative of the prime contractor’s company and have the authority
to submit this report.

a. If a user encounters this message it simply means the DUNS on the Contract or Grant
Award in the authoritative source (FPDS-NG or USAspending.gov) does not match the
user’s registered DUNS. If you are an agent of the prime awardee and are authorized to
report on the contract or grant award then follow the instructions provided. This is
simply a notification to inform the user that there is a discrepancy but it does not
disallow reporting by the user.

3. Errors Detected: The selected grant does not require FFATA reporting. FFATA reports are only
required for grants with Base Obligations dates greater than or equal to Oct 01, 2010 and dollars
obligated greater than or equal to $25,000. Reporting subcontracts under federally-awarded
contracts and orders valued greater than or equal to $30,000, reporting starts October 1, 2015

a. The above Grant version and the subsequent Contract version (date is July 01, 2010 for
reporting) notifies the user that this grant or contract cannot be reported on through
the FSRS system. Reporting may still be required but the FSRS system, at this time, does
not allow reporting for the award. Contact your Grant Officer or Contracting Official for
assistance in determining how to complete your reporting.
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Section 5 FFATA Reports

5.1 Overview of the Create/Review Reports Navigation

I. The main navigation Create/Review Reports allows a prime awardee to review their existing
reports or create new reports in the system. From this view, the user is able to review FFATA
reports across all awards they have reported on in the system.

Il. Users can create new reports, save drafts of reports for future submission and reopen reports to
edit their details.

[Il. If a user has existing reports in the system, they can Copy the basic data elements from the
report as the basis for another month’s report for that same award.

IV. Users have a batch upload resource that allows users to upload multiple reports at a time. This
feature is recommended for advanced system users and users that have a large number of
(more than 50) subawardees.

Create/Review Reports Navigation

Home | Profile | Worklist | Create/Review Reports

. FFATA Reports
/ FFATA reports

Batch Upload Reports
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5.2 View Existing Reports
I. Click on Create/Review Reports in the top navigation bar and select the FFATA Reports option.
Il. Users are directed to a screen similar to the FFATA reports screenshot below. There are four
tabs on this navigation, and each tab contains a different report type (status based).
[ll. When the list is opened the system defaults to listing All reports regardless of the report status.
IV. Users can go to other tabs that would list only Draft, Submitted or Re-opened reports.

FFATA Reports Listing

Hams Po\ﬂlo Worklist Create | Review Reports .- L k"q"“
[ j FF}'}.T,&. re F}OTTS Tuescsy, Octobesr 76, 3010 | 356 pm | test-123&symplicity. e om | Log-in o sS85 | Logo

it ' orams Y muomaen '\ Recpensa|

# Bearch Fifters

# Greate Mew Report  Rems 190 of 10 dpreviogs [Jurg | = [pext

Confrast Award Number =  Agendy ID =  Agensy Hams = Status = Source ™ Report Manth=  OpEians

B 0wk 7440 ADMMISTRATION FOR CHILDREN AxD FaMaLES  DRT e ] Db Cofry Rapodt

& | aooeiisET 7590 ADMPISTRATION FOR CHELDREM AND FAMILIES ' DRT Grant Deaarber Copry Fport

_3‘ Bi Tapd T30 ADMBISTRATION FOR CHILDREN AND FAMILIES DRT e Db Copy Report

& oo T 7530 ADMBESTRATION FOR CHILDREN AND FAMILES  DRT Gk Oct, Mn Deetberbe Copry Heport

_j‘ #ill LT TEI0 ADMBMISTRATION FOR CHILDREN AND FAMILES DRT rarg Oy, 2010 Dedata Copy Raport

& t 7590 ADMMIS TRATION FOR CHILDREM AND FAMILEES | DRT Erark Apr, 2000 Dakata Copy Raport

& Gs SEA LT 470 GENERAL SERVICES ADMBISTRATION DRT Cortract |- Usakata Caopy Report

B cso e 4700 GENERAL SERVICES ADMBASTRATION DRT Contract | Dec, 2009 Dbt Copy Report

The status for each report displays in the Status column and a Legend is provided at the bottom of the
list page.

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

Submitted (SUB): A user successfully submitted the report in the system and the information is now
visible to the public on a public website.

Reopened (RPN): The report was previously submitted and accepted, but has since been reopened for
modification or corrections.
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5.3 File a New Report
I.  There are several methods to file a new FFATA Report. One method allows a user to easily bile a
new FFATA Report form the Home Page. The user simply clicks on the “create FFATA report”
button, as seen below.

Home Page Quicklink — File FFATA Report

Home | Profile | Workhist | Crd

27 home

* A4 add award
J to worklist

ir create FFATA
=4 J report

Il.  Alternatively, a user can click on Create/Review Reports in the main navigation bar and select
FFATA Reports.

Create/Review Reports Navigation

Home | Profile | Worklist | Create/Review Reports

— FFATA Reports
-/ FFATA reports

Batch Upload Reports
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lll.  Tofile a new report, the user then clicks the Create New Report button on the top or bottom of
the FFATA Report page.

V. Users walk through a stepwise process to enter their award data.

V. For filing a FFATA report in the system, a Green step circle on the left side bar indicates that the
user has completed a specific step. A Yellow step indicates that the step is currently open for
edits and a Cray step indicated that the step is incomplete.

Side Bar Step Navigation within a Report

. Instructions

Enter Award 1D
(FAIM)

Grant Awiard
Details

Prime Award
Details

® 0 0

§ Subawardee Data

6 Review
7
VL. Step 1 is the Instructions page, similar to the screenshot below. Users should take time to read
the instructions and click Continue when they are ready to proceed. To cancel, click the Cancel
button.
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New Report

‘{3 BACK TO REPORT LIST

. Instructions
/

Instructions

Enter Contract/ } Instructions for FFATA Subaward Reporting

Ponvard # PRIME CONTRACTORS awarded a Federal contract or order that is subject to Federal Acquisition Regulation clause 52 204-10
(Reporting Executive Compensation and First-Tier Subcontract Awards) are required to file a FFATA subaward report by the end of the
month follewing the month in which the prime contractor awards any subcontract greater than $25,000. This reporting requirement will be
phased-in (see below)

s Phase 1: Reporting subcontracts under federally-awarded contracts and orders valued greater than or equal to $20,000,000,
reporting starts now
s Phase 2: Reporting subcontracts under federally-awarded contracts and orders valued greater than or equal to $550,000,
reporting starts October 1, 2010
e Phase 3: Reporting subcontracts under federally-awarded contracts and orders valued greater than or egual to $25,000,
reporting starts March 1, 2011.
Although the requirerment to report subawards is being phased-in at certain dollar levels, if you would like to start reporting prior to the start
date for your subcontracts, the system is available to you for reporting
PRIME GRANT RECIPIENTS awarded a news Federal grant greater than or equal to $25,000 as of October 1, 2010 are subject to FFATA
subaward reporting requirements as outlined in the Gffice of Management and Budgetis guidance issued August 27, 2010, The prime
awardee is required to file a FFATA subaward report by the end of the month following the month in which the prime recipient awards any
sub-grant greater than $25,000. The grants subaward reporting functionality will be available via v fsrs.gov on October 28, 2010

A\ Note

Please be aware that all information collected on the FSRS website (www fsrs.gov), including registration information and report data, will
he visible to the public on a public website (www usaspending.gov)

Copy Existing Report
MNote: Y¥ou may copy data from an existing report by clicking the drop-down below and selecting a report.

select existing report -

VII.

On Step 2, users indicate if they are submitting the report for a Grant Award or a Contract, and if
Contract whether it is a Task/Delivery Order type contract.

Note: If the Award does not meet reporting requirements for FFATA the system will produce
an error message informing the user that they will not be able to proceed.

Instructions Step 2
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New Report

'.{j BACK TO REPORT LIST

. Instructions

EnterContract/ &) 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

Enter Contract / Award #

e Prime Contract Awardees -- Contact your cognizant contracting
3 officer ar official for help. In order for you to file a FFATA subaward
report against your contract, your government contracting authority
will have ta report your record to Federal Procurement Data
4 Systemn -Mext Generation (FPDS-MNG). FPDS-NG is the
authoritative source of the basic contractual information used to
pre-populate many of the FSRES fields when entering your Contract
MNumber. For mare information on FPDS-NG please visit

e Prime Grant Awardees -- Contact your grant making official for
6 help. In order for you to file a FFATA subaward report against your
grant, your Federal grant making official must repart your prime
grant award information through their FAADS+ file submission to
USAspending. The Agency's FAADS+ submission is the

7 authoritative source for the basic grant award information used to
pre-populate many of the prime award details inyour FFATA
report. For more information on the FAADS+ format, please read
OMB M-09-19
[Baok” Cancel H Cortinue
Type of Award": *indicates a required field
@ Contract/Crder (©) Grant Award
VIII. Once the type of Award is established — different fields will be presented based on whether it is
a grant or contract.
a. If the Contract is not a Task/Delivery Order, enter the contract number (as it is displayed
in FPDS-NG, without hyphens) into the Prime Contract # field
b. If the Contract is a Task/Delivery Order, enter the contract number into the Reference
IDV # and enter the Task/Delivery Order number into the Prime Contract # field. These
fields match with the FPDS-NG contract record. Referencing the FPDS-NG site when
completing this search will be beneficial to users completing this form.
IX. If the award has already been added to the user’s Worklist then the user can make a selection

from the available drop down field.

Enter Contract # Page
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Type of Award*: *indicates a required field

@ Contract/Order () Grant Award

Is this a Task Order?*:

Indicate if you are submitting this report for a Task Order. After making wour selection,
additional information will be reguired.

"Select "YES" if wou are reporting subawards for a specific task, delivery, or call order for
supplies andfor services placed against an established federal contract or agreement. These
include: indefinite delivery cantracts (also known as task or delivery order contracts), multiple
award schedules (MAS) (also known as federal supply schedules), government wide
acquisition contracts (GWAC), blanket purchase agreements (EFPA), and hasic ordering
agreements (BEOA) Please see the Federal Acquisition Regulation (FAR) for the regulatory
definition of each. These terms do not encompass federally-awarded grants, cooperative
agreements, or other assistance actions.

Select "MO" if you are reporting subawards for a federally-awarded contract or agreement
it=elf. These include: definitized or letter contracts, purchase arders, and indefinite delivery
contracts ar agreements if the requirement was placed on the contract or agreement itself and
not on a subseguent order. Flease see the Federal Acquisition Regulation (FAR) far the
regulatory definition of each. These terms do not encompass federally-awarded grants,
cooperative agreements, or other assistance actions.

@ Yes ()No

Select Existing Contract™:

Choose the prime contract fram your worklist that you would like to repart on.
If the cantract is nat found, use the text field below to manually enter in the number

-

If not found above, enter Prime Contract # (as it appears in FPDS-NG):

Referenced Indefinite Delivery Vehicle (IDV) #:
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Enter Grant # Page

Type of Award": *indicates a reguired field

() ContractfOrder (@) Grant Award

Select Existing Grant™:

Choose the grant from your warklist that you would like to report on.
If the grant is not found, use the text field belowy to manually enter in the number

B

If not found above, enter Award ID (FAIN):

l Baok” Cancel H Continue
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Note: For steps 3 and 4 there are field difference between grant and contract submissions. The
Tips section (found in the right side bar seen starting on Step 3) contains a data definition
document that is specific to each type of report. These data dictionaries are also available on
the Resources page. These dictionaries define the fields on each workflow and for the batch
upload templates.

Once users enter the award number when they get to steps 3 and 4, they will notice large
amount of the information is pre-populated. 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-awardees.

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-contractors.

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

Hover your mouse over the field’s ? help icon to learn about remediation of any specific data
that has been auto populated.

Sample Hover Over ? Message

5. DUNS Number +4:

Mate: If the information in this field is incorrect, please update yvour CCR profile with
the carrect information.
3 6. Frime Awardee Name™:

CHILDREM AND FAMILIES, CONNECTICUT DEPARTMENT OF

XIl.

XIII.

Users will then complete the forms for each step and click Save and Continue or Continue to
move to the next step.

FOR GRANTS ONLY: users will see a red “flag” resource on certain pre-populated data fields.
Users can indicate that the data being auto-populated is incorrect by marking the “is this
information correct?” field “no”. The user is then required to explain their response. While the
submitted FFATA report data is not changed, the flag designation for the field, and the
explanation of that flag, is viewable by the federal government user as they review the report on

their interface.
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Sample Grants Flag Field

FFATA Report For Grants *inclicates a requl

1. Federal Award ldentifier Number (FAIN)":
100101407

2. Federal Agency ID*:
75490

‘0 (0 |5 this infarmation carrect?
() Yes @ No

Please explain™:

Explanation must be entered if you -
mark the field "no".|

(maximum characters: 2551 200 remaining

XIV.  Asastepis being completed, on the right side of the screen, users may see a “Progress” section
(e.g., on step 4). A green check mark indicates the field has been entered and accepted. Ared
asterisk means a value is needed.

Progress [=]

x FSRE Details

Prime Contract MNumber
Delivery f Order Mumber
Contracting Office Agency ID
Contracting Office Agency Mame
Contracting Office 1D
Contracting Office Mame
Funding Agency ID

Funding Agency Mame

Funding Office |0

S N T

XV.  To collapse the progress listing, a user clicks the button in the

upper right corner of the inset box. Progress O
XVI. Below “Progress”, users see a “Tips” section that that can also be = o

collapsed with the upper right button. As previously indicated, Gllcking ‘Save or Bave and

. B Continue," will save your report and
for steps 3 and 4 there are field differences between grant and silow youi 1o Ieve and cantinue your
contract report submission workflows. The Tips section contains report later.
HRC . - L Click 'Save and Continue'to save
a data definition document that is specific to each type of report information an the current page and
(grant or contract). These data dictionaries are also available on go to the next page of the form.

Click 'Save' ifyou want to save and

the resources page. stay on the current page.
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XVII. Users can reopen either the Progress/Tips sections by clicking the upper right empty box.

XVIII. On Step 6, the user can review the entire report. Users have the option to “View Printable
Report” or “Save PDF” during their review at this step. At the bottom of the review screen (not
pictured below), the user can click “continue” to move to step 7 (submission step), or “Back” to
return to a previous step.

Report Review Step — Step 6
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5)

7

(} BACK TO REPORT LIST

Instructions
Enter Contract #
Contract Details

Prime Awsard
Details

Subawardee Data

Review

Submit Report

Heme Profile | Waorklist Create | Review Reports
_./ FFATA repDrtS Tuesday, October 26, 2010 | 7:33 pm | &
# CESE | GSEia

Review FFATA Report

View Printable Report | Save PDF |

FFATA Report For Contracts

1. Prime Contract Number:

CEbA

2. Delivery | Order Number:

G ey

3. Contracting Office Agency [D:
4700

4, Contracting Office Agency Name:
GEMERAL SERVICES ADMIMNES TRATION

3. Contracting Office ID:
ASAN0

XIX.  Onstep 7, a user must click “submit” to complete the report submission. This makes the report

viewable by the public.

Report Submission Step — Step 7 Screenshot
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e N
=

Home Frofile Worklist Create | Review Reports
‘f FFATA repﬂrts Tussyy, Oetoner 28, 2000 | T:42 pm | tett-1 230 symp llcity.com | LOG-in 10 &S00 | Logor
# 100 07
a RACH TO BEBORT LEST
Submit Report
o. i s
Esiler faard ID ,’ Submission Instructions
(FAM] Pleace chol pubmit 1o submet vour report
(Grank g
Hefads B Hote

Flease be Fecare that sl nformaton collectad on the FSRS webste (waww Fers gov), scluding regesiraton sdormabon and

Prime Awvard report cata, will ke visible bo the pubbc on @ publc websie (weey usaspendng o)

Dretpds
e Subreardes Data

O Beagw

T ) Submit Raport

Cancel || Back || Submil

XX. Upon submission, users will see a confirmation message about the report being submitted.
XXI.  Additionally, after the report is submitted, users will now see a “reopen” report option in the
right side bar of the submitted report screen.

Submitted Report Confirmation Screen
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Home Prafile Waorklisg Create | Review Reports -

Tissioy, Oetober 36 2010 | T:45 pm | beet-123@symplicity.com | LG [0 &850 | Logout
/ FFATA reports

#10d 7

a:; K TO REPCIRT LST

R#p-ort Histery =]
. Insiuchons Ay Report Accepted
Repon has been socepled Qe 26, 2010 T:45 pm
E - Report Submied
Erngel fAwarnd ID Mots: Flzace he mwane that all inlormabon colliecied on (ke FSRS webste

(FAIN) [ #5:r5 onv], inchuchng regissration inforTreasion and report data, will be Feeopen to Edt Report
visibibe: b thee public on 3 public wetisibs (wew Us3spendng gov)
Grant Ssard
Dtz
Back Featurn To List Save FOF
Prera fovand
Dietails

@ ssoocs: o

. B

fj Submit Report

XXILI. Users may then return to View Existing Reports to review the status of the report just entered.
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5.4 Copy as the basis for a New Report
I.  From the FFATA reports list, users can copy a report as the basis for another report for the same
award number. Doing so copies all data/information that can be carried forward into another
report (e.g., those data elements that are not specific to a report month).
Il. To copy a report, click the option “copy report” that is presented on the FFATA reports list.
[l. Users are then presented with the steps necessary to complete the report.
If the user does not see the copy button for a report, the user did not create the report and as
such cannot execute the copy request for the report OR the contract is no longer available for
reporting.

FFATA Reports Listing Screenshot

Hoami Py il Wioa kiest Cieale | Riview Repons
Tusstery, Octoksr 26, 2090 | 7-57 pen | test-12 10 aymplicy.c om | Log-n bo e 555 | Lo

/ FFATA reports

an Y Dratts Y Subebin ' Re-coaned |

* Semch Filters

Ay S0 Osscrestsa = w

Hening problems with this field? Click here Bis :@_:

Rotprd - - HeEryaronds

eddh caarchen

Fapeit m contracE

e [showall] = ;u;;.::-;r::.n.

wandorlaw ardas
LT

g apply Search H Save Defaults

# Create New Report | Hems 1-100f 90 qpravioys [Jump 1 = | gest [

Contract | Award lumnbes  Ageney il Agency Name = Status  Sewmee  Report Momh | opticns
[ | e ¢ oz 4 4700 .Geram_semﬁs. ADMBISTRATION DRT Contract . . Deteti [ CopyFRepor
= --:.,- I &700 GEMERAL SERCICES ADMINSTRATION .DRT .Crcﬂrncl .Dcc.m D=fete Copy Repor
B | o) Co——t4 | 4700 GEMERAL SERVICES ADMIMSTRATION DRT Contrect | Aug, 2000 Delete Copy Repon |
B L Qs s e 4700 GEMERAL SERVICES ADMBISTRATION PP Conlrsct | Jan, 2090 | .. ..,"‘;M p‘DF ] C-a_ny ﬁﬂpﬂﬂ
P — 7500 :iu:tfss"rmml FOR CHILDREN AND g framen Jan, 010 . S s POF [ Copy Rapor
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5.5 Edit an existing Report

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

II. One a user clicks on the “edit” icon, the report is open for the user to make edits. To return to
the report listing from edit mode, click the “Cancel” button at any time, or click the “BACK TO
REPORT LIST” link.

lll. If the user does not see the edit button for a report, the user did not create the report and as
such cannot execute that request for the report.

Home Frofile Wierklise Create | Review Reporns -
- Tuesday, Dciober 26, 7010 | & 00 pm | test-1 2338 sympliciy.com | Log-in io eSES | Loga

/ FFATA reports

Al "._ Dwafts l"ﬁl Submithed 'l‘i: E!E‘-D'ISEI'EEI-\I

b 5%

+ Croate New Report | tems 1-10 of 10 d Prayioys | Jurmg 1T = | pext
Contract/ Award Agency il agency Mame = Status  Source  ReportMenth Optisns
Humbar = w b - b

B |couin ¢ cse i | 4700 GEMERAL SERVICES ADMINISTRATION  DRT Conitract Deliata Copy Report

B | c5tou 1 Gormmm— 4700 GEMERAL SERVICES ADMINISTRATION | DRT Contract | De, 7004 Dt Copy Feport

B | cennn ¢ GoEmms 4 | 4700 GEMERAL SERVICES ADMINISTRATION  DRT Contract | Aug, 2010 Dslata Copy Report

IV. Note: A user can only edit an open (draft or reopened) report. If a user needs to update a
submitted report, click on the edit icon for the desired report and select the “Reopen to Edit
Report” button found in the Report History right sidebar.

Reopen to Edit Report
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Priene Award

100D 407
@ o

o Derails 1. Federal Award ldentifier Humber (FAIN:

2. Federal Agency ID:

Hame Prafile Waorklise Create | Review Reports —
— Tuesday, Ootober 26, 2010 | 759 pm | test-123@symplcity.com | LOg-in to £35S | Log
/ FFATA reports
# 100 7
0 BACK TO REPORT LIST
Prime Award Details Repart Histary &
. Insirjchons
Dt 26, 2010 T:45 pm
Entet fard 1D Ay Move: Some fields hve been pre-poputated from data in FAADS+ and CCR, Report Subimitted
. A phease review the report to identiy and complete requined fields that have not Reopen fo Edt Raport
1=2nd been pre-populated. For specific d3ts sources Iy data element, consult the
data ductionary found in the Tips section
Grarit Mimcard Progress =
. Degails
« FFATA Details
FFATA REPOIT For Grants + Federal Awvard ldenbfier Numbser

(FAIN)
« Federal Agency 10

« Federal Agency Mamse

« Favandes DUNS #
DLINS Nurmber +4

5.6 Delete a Report

I. Click on the “Delete” button in the Options column to permanently delete a report.

II. If the user does not see the delete button for a report, the user did not create the report and as
such cannot execute that request for the report.

[ll. Only Draft reports can be deleted from the system, once a report has been submitted deletion is

no longer an available option.

FFATA Reports Listing Screenshot

Home Profile Wiorklist Créate | Review Repormt

4 FFATA reports

an ' orans ' suomittes Y Re-opened’y

L

Tuesday, Oclooer 26, 7010 | B 00 pre | test-123@ symplicity.com | Log-in io eSPS | Log)

# Create New Report | ftems 1-10 of 10 4 Fravioys | Jumg T = | uextl
Contract Award Agency 1D - Stytus  Seurce  Report Month
Nk ngeney Agency Hame s 9 bl o Optient
B Gz s csdl ad | 4700 GENERAL SERMVICES ADMINISTRATION  DRT Contract Defite Copy Report
[ | ot / CORISELIad | AT00 GENERAL SERVICES ADMINISTRATION | DRT Contraci | Dec, 2009 Dhsdiatn Copiy Pepeort
B | oo J cE ¥384 | AT00 GENERAL SERVICES ADMIMIETRATION | DRT Conlract | Aug, 2010 Dalite Copy Report
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SECTION 6 Batch Uploads

(For advanced users only; additional documentation can be found on the Resources page of the
system)

The batch upload capability allows users to upload multiple FFATA Reports in one upload.
I.  Access Batch Uploads by clicking on the main navigation, File / Review Reports. Choose the
“Batch Upload Reports” option.

Batch Upload Main Navigation

@ powered by symplicity

Federal Funding Accountability and Transparency

Act Subaward Reporting System (FSRS)

y - - - ~ USA.goy
Home | Profile § Contract Worklist File / Review Reports
L

ﬁ roflle FFATA Reparts Thursday, July 8, 2010 12:25 pm | Mg 00 wieee. o | Log-into £SRS | Logout
A p Batch Upload Reports

Il.  Users first review the instructions presented at the top of the page.

Batch Upload Instructions

Batch Upload Reports Logs

} Instructions:
Please choose the repor type that vou would like to batch upload and choose whether you are using the Excel or XML templates. The data must match the template exactly for the import to process correctly,

Excel: Please specify the field delimiter in your data file. The termplate provided is in excel farmat; after populating the template, you MUST sawe the file in Commas Separated {csv) or Tab Delimted format by clicking
“save as" and choosing one of the specified formats.

Ifyour FFATA report contains more than one set of subcontractor/subawardee data, you MUST specify the additional subcontractonsubawardees in the immediate rows following the row that contains the report data. In
these rows, you must specify the cantract number (and reference number ifapplicable) if filing for contracts OR Award 1D (FAIN) iffiling for grants AND the relevant reparting period to ensure that the sub data is added to
the carrect report; you may leave all other columns empty except for the subcontractorisubawardee data specific flelds for these rows

XML: You may also submit one or more FFATA repors using either the contracts or grants XML template below. Click Here to wiew the schema.

MNote: If a report is uploaded via batch imports, the systern will also pull in report data from FPDES-NG and FAADS + data feeds to0 complete elements of the report. FSRE will draw fram FPDS-MG § FAADS+ data feeds
first, and then use uploaded data, if not found in the source data feeds.

Templates

.
.
.
* Wigw FEATA (Grants) XML Sample File

Llcload o =

lll. There are four presented import templates. Users download the FSRS template that they
want to use by clicking on the link for their desired format for upload. There are distinct
templates for “Grants” versus “Contracts”. Uploads only consist of one of these types of
reports (meaning a single file cannot be used to upload reports for both grants and
contracts). Users have two file formats that they can use: XML or Excel.

IV. If uploading using the Excel template, using Excel (or other compatible spreadsheet editor),
the user adds all records that they intend to file within the Template. User should NOT
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change the template structure. They should ensure the data is entered so that it matches the
file’s structure exactly.

V. Using the Save As feature in Excel, the user saves the spreadsheet as a CSV or Tab Delimited
file,

VI. If creating an XML file, click the “xml template, and then view the “page source” to pull the
desired template data (if pulled directly from your browser view, users will get invalid
characters). Then use a XML editor resource to edit the xml template file to include the
reports.

VII. The Excel or XML file should be saved so it can be accessed while the user is on the FSRS
system.

VIII. If the user has left FSRS to create the file, they should return to FSRS and go back to the Batch
Upload Section.

IX. The user chooses the report type (grants/contracts), the template (which ties to file formal
excel CSV or tab delimited / XML), and if using Excel, the delimiter type that was used when
the data was saved in the template file (CSV or Tab Delimited).

X.  The user then clicks on the “Browse” button and chooses the file that was saved in Steps V/VI
above.

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

Batch Upload Screenshot

Tuesday, October 26, 2010 | 2:56 pm | test-33 licity.com | Log-in to SRS | Losou

batch upload reports

Batch Upload Reports | Logs

_? Instructions:
Flease choose the report fype that vou would like to batch upload and choose whether you are using the Excel or XML termplates. The data must match the template exactly for the importto process correctly,
Excel: Please specify the field delimiter in your data file. The template provided is in excel format; after populating the template, you MUST save the file in Commas Separated (csv) or Tab Delimted format by clicking
"save as" and choosing one ofthe specified farmats
If your FFATA report containg more than one set of subcontractorsubawardee data, you MUST specify the additional subcontracior’'subawardees in the immediate rows following the row that contains the report data. In
these rows, you must specify the contract number (and reference number if applicahle] if filing for contracts OR Award D (FAINY if filing for grants AMD the relevant reporting period to ensure that the sub data is added to
the correct report; you may leave all other columns empty except for the subcontractorisubawardee data specific fields for these rows.

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

Note: If a repartis uploaded via batch imponts, the system will also pull in report data from FPDS-NG and FAADS + data feeds to complete elements of the report. FERS will draw fram FPDS-MNG I FAADS+ data feeds
first, and then use uploaded data, if not found in the source data feeds

Templates

Wiew FEATA [Grants) #ML Sample File

Upload Reports

Report Upload Settings * indicates a required field

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

Delimiter : @ Comma Separated (C5Y)
() Tab Delimited

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

XILI. When import is complete, the system displays the import results of the file upload process on
a confirmation section of the screen: “Upload Output”.
XIll.  Any upload errors are described. If presented, a user should click the link “View Detailed Log
File” to review the specific error information.
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XIV.  Errors can be remediated in the upload file, and the user can repeat the steps above as
appropriate (assumes the error was tied to the data saved in the uploaded file).

Tussdlay, Octobsr 25, 2010 | 256 pm | test-44@ licity | Loitin to 85RS | Lodol

batch upload reports

Batch Upload Reports | Logs |

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

Excel: Flease specify the field delimiter in vour data file, The termplate provided is in excel farmat, after populating the termplate, you MUST save the file in Commas Separated (.csv) or Tab Delimted farmat by clicking
"sawe 25" and choosing ane of the specified farmats.

Ifyour FFATA report contains more than one set of subcontractor/subawardee data, you MUST specify the additional subcontractar/subawardees in the immediate rows following the row that contains the report data. In

these rows, you must specify the contract number (and reference number if applicable) if filing for contracts OR Award 1D (FAIN) if filing for grants AND the relevant reporting period to ensure that the sub data is added to
the carrect report; vou may leave all other columns empty except far the subcontractarsubawardee data specific fields for these rows.

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

Note: If a reportis uploaded via batch imports, the systern will also pullin report data from FPDS-MNG and FAADS + data feeds to complete elements ofthe report. FSRS will draw frorm FRDS-MNG I FAADS+ data feeds
first, and then use uploaded data, ifnot found in the source data feeds.

Templates

View FEATA (Grants) XML Sample File

Upload Output:
Upload Reports L L

@ Upload Complete!

Report Upload Settings *indicates a required field 0 Record(s) Imported Successiully
2 Recordiz) Mot Imparted Cue To Errars
Report Type: FFATA Repons (Contracts) = Wiew Detailed Lo File
Template': Excel (CSV/Tah Delimited) ~ Note: Vou can view historical upioad Jog fies by clicking on the "Logs" tab at
any time

Delimiter : @ Comma Separated (C5%)
(") Tah Delimited

DataFile': Ch\Documents and Settingshsymplicity docur

Batch Upload Output Screenshot

XV.  Users can review the log of previous batch uploads on the “Logs” tab of the Batch Upload
Reports navigation.

XVI.  Users can set date filters and click “submit” to review historical import logs (users are
restricted to a maximum 3 month period for log searches).

Batch Upload Logs Screenshot
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f Coovy: Shoo

E-Gov
. . — — . USA.go
Home | Profile | Worklist | Create /Review Reports
i Tuesday, October 26, 2010 | 3:06 pm | test-44@symplicity.com | Log-in to SRS | Logo,
batch upload reports

Il' Batch Upload Reports Logs

‘DateRange 1028 [5] @) o 2010-10-26 E‘

Results limited to 1000 to optimize performance. Please use filters to find desired entries.
lterns 1-5 of &

< previous | Jump 1 - | Mext [»

Date Time « Activity ~
Oct 26, 2010 3:05 pm Batch Upload ffata

Oct 26, 2010 244 pm Batch Upload fiata

Ot 26, 2010 243 pm Batch Upload ffata

Ot 26, 2010 238 pm Batch Upload ffata

Ot 26, 2010 236 pm Batch Upload ffata

ltems 1-5 of 5 4 [dump 1 = | 4

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

Resources Page

Section 7 Common Errors

7.1 Contract or Grant not found

This error references the inability of the system to locate a contract or grant record in the system.

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-awardees.

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-contractors.

If your contract or grant cannot be located confirm that the data is available on USASpending.gov (for
Grants) or FPDS-NG (for Contracts). If you are unable to locate the record(s) then contact the awarding

agency grant or contract officer for assistance. If you do locate records for the grant or contract but are
unable to add them to your worklist, please contact the FSD help desk.

7.2 Zip Code +4 and Congressional District Errors

FSRS allows for the manual input of a Congressional District when a valid Zip+4 is unavailable. To
submit a report for a Subawardee with an invalid Zip+4, the Prime should follow these steps:
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I.  Loginto FSRS.gov
Il. Select a Contract or Grant to report on (or open an existing report)
M. For Prime Award details - If a valid Zip+4 is not available, you will be prompted to manually
enter a 2-digit Congressional District
V. For Subawardee data - Enter/update the DUNS number and required Subawardee data;
- If a valid Zip+4 is not available for the **physical address**, you will be prompted to manually
enter a 2-digit Congressional District
- Manually enter the **place of performance**, including the relevant Zip+4 information if
available. Note: If a valid Zip+4 is not available for the place of performance, you must save the
report and then manually enter a 2-digit Congressional District.

@ Zip+4*:
723429984

@ Congressional District™:

To Locate your Congressional District
. Go to www.house.gov

1 use.qgov,
2. Navigate to Find Your Representative

3. Enter the 5 digit zip code and select GO

4. Determine the Congressional District from the results

5. Enter the 2 digit code in FSRS (e.g. 1st Congressional District of Maine = 01, District of Columbia At Large District = AL)

5. Advance to Review page and Submit the report.
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