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Section1 Log-In to FSRS

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 Screen

Friday, November 20, 2009 | 2:40 pm
Uzer: messssmni@ve==mn.net Log-in to SRS | Logout

1.1 Existing Users

l. Users point their browser to https://www.FSRS.gov/
[I.  The contractor then clicks on the “Contractors” link within the “Log-In or Register Now”
box shown below.

Log-In or Register Now Box

Federal Funding Accountability
and Transparency Act Subaward

Reporting System (FSRS) d coov: oo

Log-In or Register Now: Documents
User Guides
'& GOVERNMENT '% CONTRACTORS » FSRS Contractor Guide
» FSRS Agency Coordinator Guide

Training Materials

Flzase use Internet Explorer 6.0+, Mozilla Firefox 2.0+, or Apple Safari 3.0+ to access FSRS,
» FSRS Contractor Dermonstration

[ll. A user logs-in to FSRS by typing their email address and password under the “returning
contractors: login” section. They then click the “Login” button.
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Contractor Login Screen

Federal Funding Accountability and Transparer

Act Subaward Reporting System (FSRS)

a . ‘Wednesday, July 7, 2010 | 4:52 pm
(@login

_& new contractors: regjster

_3;%4 returning contractors: login
/I—— ——

Email: | Il. Existing Users | Registerforanew account New Users

| Login & | | /~ Forgot Password |

. C QU contractor User Guide
=N\ for Contractors \g ContractorUserGilde;

Mot & contractor user? Click here.

For Help: Federal Service Desk Privacy Policy Turn Accessibility Mode On  Contractor User Guide FSRS Contractor Demonstration
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1.2 New Users

I.  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).
Il. The contractor clicks on the “Contractors” link within the “Log-In or Register Now” box

Log-In or Register Now Box

Federal Funding Accountability
and Transparency Act Subaward

Reporting System (FSRS) i cgovi: TS
(1]
Log-In or Register Now: Documents

User Guides
'% GOVERNMENT '% CONTRACTORS » FSRS Contractor Guide
» FSRS Agency Coordinator Guide

Please use Internet Explorer 8,04, Mozila Firefox 2.0+, or Apple Safari 3.0+ to access FSRS, Training Materials _
» FSRS Contractor Demaonstration

Ill. To register, the user clicks the “Register” button under the “new contractors: register”
section.

Contractor Login Screen

| Federal Funding Accountability and Transparency
| Act Subaward Reporting System (ESRS)

¢ ” Wednesday, July 7, 2010 | 4:52 pm
= login

y _é new contractors: regjster

(@returning contractors: login

Ernail: | Existing Users Regislerions newragcount 1ll. New Users

| Login r”/’ Forgot Password |

(Y] Resistration instructions a oo
h> = Contractor User Guide
=M\ for Contractors _—

Mot & contractar user? Click here.

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

IV. The registrant completes the two step process that opens (forms capture registration
data).
V. Note: Throughout the system a red asterisk (*) designates that the field is required.
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VI. Step 1: The user enters their DUNS Identification Number and clicks the “Next” button.

Contractor Registration Screen

j LA L WDl avyalul J..\.ClJUL Llll& WY OLTLLL L LW )

TSA.or,

Wednesday, July 7, 2010 | 5:06 pm

;l%n login

:é Registration Step 1 of 2

Flease enter your DUMNS Identification Mumber.

(Previously, this field was called the "Contractor [dentification Mumber”) Please do not include any dashes when entering your DUNS number. Upon entering the

DLUME, FERS will pull the appropriate company infarmation from the Central Contractor Registration (CCRY database and auto-populate maost of the fields on the

next screen. You will still need to fill in the required Contact Information fields. {Ifthe auto-populated information is incorrect, vou'll need to contact CCR rather than
FSRS.)

Note: If you have an account in @SR (hitps:ihwaaw 2sre.gov) you do not have re-register here. You may use the same usernamelpassword for bath systems.

Note: Only the prime contractor's representative can register under their DUME # 1o file a report. By registering under this DIUMNS # vou cedifying that you are a
representative of the prime contractor's company and have the authority to file this report.

_5 Note

Please be aware that all information callected on the FFATA website dwwew ffata.gow), including registration information and report data, will be
visible to the public on a public wehsite.

DUMS #:

VII.On step 2, some form data may already be populated on the form from CCR.gov based
on the DUNS entered in step one.

VIII. Users must complete all required fields (indicated with a red asterisk) and click the
“submit” button.

IX. After submitting this form, a confirmation emalil is sent to the email address provided
during the registration. The email presents instructions on how to finalize the registration
process. An account is only activated after the user follows the instructions
presented in the email that is sent to them.

X. After a user has confirmed their registration, as outlined in the email that they received,
the user can return to the Log-In page (see Existing Users, page 3). They can then
enter their e-mail address and password, and click the “Login” button, to login to FSRS.

Page 6
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1.3 Terms of Use Agreement

| All users are required to agree to the Terms of Use for FSRS. A user can click “OK” to
move forward or “Log-Off” to exit.

Terms of Use Agreement Screen

o e . L K
/5 Federal Funding Accountability
and Transparency Act Subaward

Reporting System (FSRS)

FSRS Terms and Conditions

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

l. Usage Agreement

This is a Federal computer system and is the property of the United States
Government. It is for authaorized use only. Users (authorized or unauthorized) have no
explicit or irmplicit expectation of privacy in anything viewed, created, downloaded, or
stored on this systerm, 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 Srall Business Administration (SBA)
personnel, the Office of Inspector General (QIG),andfor ather law enforcement
personnel, as well as authorized officials of other agencies. Access or use of this
camputer by any person, whether authorized or unauthorized, constitutes consent to
such interception, rmonitoring, reading, capturing, recarding, disclosure, copying,
auditing, and/or inspection at the discretion of autharized SBA personnel, law
enforcement personnel (including the OIG),and/or authorized officials other agencies.

Llnauthnorizad nica gf thic ovctarn ic neohikhitad and ooy conetiboba 2 vinlatinn of 19
OkK| | Log-Off

For Help: Federal Service Desk Privacy Policy
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Section 2 FSRS Basics

After successfully logging into the FSRS reporting system, users are taken to a “home” page
that is similar to the “Home Screenshot” below.

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 throughout the system. Please read “Section 2.2
Navigation Overview” for more information.

Il. The “Alerts” section shows messages that require a user’s attention.

Ill. “Announcements” are created by FSRS administrators.

IV. The buttons on the left hand side of the screen allow users to quickly create a new
FFATA Report, or link a contract to their account. Please see the corresponding
sections of this manual for more information.

Home Screenshot

@ powerad by symplicity

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

Home | Profile Comtract Worklist ile | Review Repoits

Wednesday, July T, 2000 | 511 pm | sepeess D pabea.com | Log-in to SRS | Logout

=L add contract A\ alerts { B contractor
-~ toworklst | T T - I v user guide

+ Mo current alerts

L=y file FFATA : (‘ - : FSRS contractor
j . report (;3‘ announcements . i demonstration

+ This is a sample Announcment!

Loaok for notifications from the FSRS system administrators here.

For Help: Federal Servi ivacy Policy Turn Accessibility Mode On  Contractor User Guide FSRS Contractor Demonstration
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2.2 Navigation Overview

Navigation Screenshot

Home | Profile | ComtractWorklist | File / Review Reports
FFATA Reporis

ﬁ home 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 turn
to “Section 3, Profile” of this manual for more information.

Contract Worklist: The Contract worklist allows a user to view all contracts that have been
linked to their account. Turn to “Section 4, Contract Worklist” for more information.

File / Review Reports:

FFATA Reports: The FFAFTA Reports section allows a user to add a new FFATA
Report and to review existing FFATA Reports. Turn to “Section 5, FFATA Reports” for
more information.

Batch Upload Reports: The batch upload section allows a user to download a
Microsoft® Excel™ template that can then be used to create a CSV (comma separated
value) or tab delimited file which can then be imported into the FSRS system. This
feature allows a user to file multiple FFATA Reports at once. Turn to “Section 6, Batch
Uploads” for more information.

Note on Sticky Pages - The system uses the notion of “sticky-pages.” As a user visits a
navigation, and then clicks out of that navigation, and goes into another area of the site,
when they return to the previous navigation, they will return to the same sub-navigation
within the previous main navigation (back to where they were prior to navigating away from
that section). This feature allows for across site navigation with “memory” of where the user
was within the previous navigation (within a FSRS login session). For instance, if a user
returns to “FFATA Reports,” they return to the last location they were within FFATA Reports
prior to leaving the section, unless they logout of FSRS. Because of this logic, users should
use the “Back” links presented in the system, versus using their browser’s back button.

“Back to” Screenshot

\ Federal Funding Accountability and Transparency

Act Subaward Reporting System (FSRS)

Home { Profile | ContractWorklist : File /Review Reports

/ FFATA reports

Thursday, July 8, 2010 1

#HSHQDC10M00007

. @ BACK TOREPORT LIST
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I.  Throughout the system, users are presented with a “?” (help) feature. When clicked, the
user opens help content for the specific section (current navigation), or they can access

general help content.

II. When the “?” help icon is clicked, help content is presented in a new window.

Help Resource

Hema Prafile

Comtract Worklist

File | Review Roports

-/ contract worklist

Comtnact lumber =

m MNNHRRREZT) | GEIITFIES

Wy Tt st Wesikliat | Contracts Nk Addad
] MHete
Click on e Confracts Mot Added tab ko v
[ » Soareh Filars
Berris 1-1 a1

Top Level Agency

NATIOMAL AERCRIAY

[ w0
ARG (8 nwsia - §
I File Echit View Favontes Tools

X Econvert * [ selert

£* ESRS Help - Intemne't Explorer provided by Dell

[ A S Bing

Help

HELP

Section | Goanarsl | ndax

Comtract Worklist |

*How do I create a mew contra<t on my worklist?

First click on the [Add new cortract to workdlist] button, Then you wall Be prompted for the
Prime Contract pifnbar. This i the contea o aumber oF the aovammant i2susd sontract,

lll. There is a navigational link for the help desk contained in the lower navigational bar.

IV. Clicking this link opens a transition page introducing the Federal Service Desk where

users can secure assistance (shown as new window open on image below).

Contact the Federal Service Desk Resource

Federa

ct Sul

Home | Profile !

27 home

Contract

add contract
to worklist

file FFATA
report

1)

For Help: Federal Service Desk 1.

Reporting erstéI_n (FSRS)

[} Federal Service Desk

Start here for help on US Government contracts.

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

INTRODUCING...
The Federal Service Desk

FSRS Users:

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

The Federal Service Desk (F5D) launched in June 2009 as a project of the GSA's Integrated
Acguisition Environment {IAE). At the Federal Service Desk (fsd.0o0v) you can now:

= Find information you need by searching several ways in the Answer Center

Copyright © 2010

Page 10

www.symplicity.com



symplicity FSRS Contractor Guide 1.0

I. If a user clicks on “Profile” in the top navigation menu bar, they can review their core
contact information on this screen.

Il. To edit profile information, the user should click the “Edit” button. After making desired
changes, the user should click the “submit” button to enter the changes.

lll. To change a password, users click on the “Account” tab near the top of the page. Users
may enter a new password on that page. The user should click “save password” when
done.

IV. For security purposes, passwords must meet the following criteria:

e 1) Must be between 10 and 14 characters
2) Must contain 2 of each of the following: lower case letter, upper case letter, number,

special character (i.e. !, %,")

Profile Review S h
[—% TUSAg
Home | Profile I. i File | Review Reports — =001
¢ ' Friday, October 30, 2009 | 10:12
ﬁl pFOfI|e y User: i i 1E T | L0

Core % Account .

. Edit CCR Status [=]

Your record has not been
validated from CCR.

Personal Information

Fullname: Vendor Name Completion Status =]
Email: misssssssmeses==on.net Personal Information
Phone: 5555551212 Bz
+ Fullname
Supervisor Name: Supenisor Mame T
Supervisor Email: supenisor@us.com v Email

+ Phone
« Supervisor Name
Contractor Information + Supervisor Email

Contractor
« DUNS #

DUNS #: + Leoal Business Name

Contractor:

Note: If a user’s company/organization profile is not accurate, the user must make
any necessary updates in the Central Contractor Registration (CCR.gov) system.

Page 11
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Section 4 Contract Worklist

4.1 View Existing

I.  View Contracts using the “Contract Worklist” option on the top navigation menu bar.
When clicked, a screen similar to the “contract worklist” screenshot below appears.

II. The “My Contract Worklist” lists those contracts that have been selected by a user for
reporting through the system.

IIl. The list of contracts can be sorted. This is accomplished by clicking on the column
heading text (adjacent to any up/down arrow). Toggle the sort between descending and
ascending order by clicking the same heading again. The currently active sort column is
designated by a Maroon color column heading.

IV. Use the “Search For And Add Contract to Worklist” button to search for a contract.

Contract List Screenshot

88l ©\ Federal Funding Accountability and Transparency
&/ Act Subaward Reporting System (FSRS)

Home | Profile | ContractWorklist |  File / Review Reports

‘Wednesday, July 7, 2010 | 5:41 pm |

. | Log-into SRS | Logou

A contract worklist

A
[ My Contract Worklist @/ Il. lelp

J Note N

Click on the Contracts Mot Added tab to view any contracts in the system that match your DUNS # and have not been added to your worklist.

| P Search Filters |

fterns 1-1 of 1 /I— { previous [Jump 1~ |Next

Contract Humber ~ Top Level Agency Agency ~ < . Contract Type ~ | Options
sy | MMHOSPPEZD S MATIOMAL AEROMAUTICE AND SPACE MATIONAL AERCMN FI C= EMD SPECE prime - task
e Femove My FEATAS
Q GE02F02035 ADMIMISTRATION /| ADMIMSTRATION order [ ] [ Y ]
|Q Search For And Add Contract To Worklist | ltems 1< V. { Previous [Jump T = || Next [

For Help: Federal Service Desk Privacy Policy Turn Accessibility Mode On  Contractor User Guide FSRS Contractor Demonstration
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V. The “Search For And Add Contract To Worklist” resource allows for Prime Contract #
Search (if task/delivery order is “no”), or Prime Contract # Search and Referenced IDV#
Search (if task/delivery order is “yes”).

Search for and Add Contract Screenshot

VI.

VII.

Enktes Conllract &

~/ contract worklist

i i

Mondery, Jure T, N0 35T pe | s isss—nne | Logn o eSS | Lagou

L Mol Byou e @ Rirge peinme contr-tior ins the évisnt thal you Sre wnsble ko Snd or nepon SpainEt 4 contridl that Should Be svailable hrough FERS, vou mus contscl your
COGREA LEARREHNG SMEST OF SMEIE] A9 PR, I8 HRSET 104 W0 D) PR SOHRELWELT CORERBEL YOUF SRR ARL EOAITILIRAY ST wall R BB RSO HOUR el 06l 1o F adaral
Procummaet Data Systam -Ned Ganeeation (FPOCS-NG), FPOS-MG is the authorflate source of the basic confraciual information used 10 pee-popalals many of the FERE fiekds

whn anbaring you Conlract Mumber, For moee infomnaton on FRDS-NG please il iips: Gaww tods gav

| submit 1| cancel

Contract Request Form (Step 1)

bl A Taak Dblhaiy Oidei T &l O hd

Paiwye Contmact ®7 Flas

Foed erenca WA=

[ submi || eancel

From the “My Contract Worklist”, view the details of a contract, by
clicking on the 2 View Icon beside the contract number, or clicking

on the Contract Number. This takes the user to the “Contract

Details” tab.

When a user views a specific contract, there is another tab that
lists any existing reports associated with that contract called “My

Contractor FFATAs.”

Contract Details Screenshot

" PR alEd b Fldpaned Rl

/ contract worklist

[ My Contract Worklist | Cortract:

J Note

Click on the Contracts Mot &

| b Search Filters

lterns 1-1 of 1

Contract Humber = Tc
@ MWHOSPPEZD ¢ ML
GE02F02035 A AL

T _ - _——

£ contract worklist

# NNHOSPPE2D | GSOZF02035
O nac 1oL

{ CortraciDeists |y Gomrastes FraTAs |

[* manom riners

Hems -7 af ®

RHEEPIGD) SR DO [ece

WREISFRIGD FOBIOFIOCCOE. | 8000
MRTEEPECD) SR DO00rE [y
AHERPECD) GO IO00rE Lol

VIl

Agercy Hame =

FRATIONAL APRORAALITICS SNDHEPACE ADMEICTEATICH
EATIORAL ARROREALITICS. SD SRACE ADMBETRATION
RRATIONAL AERORAALITICS SHDH TPACE ADMEFCTEA TR

FATIONAL AERTHALITICS ST TRACE ADMBCTREATION

Copyright © 2010
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VIII. From the main Contract Worklist navigation, the “Contracts Not Added” tab provides a
listing of Contracts in the system that are associated with the user’s registered DUNS,
but that have NOT been added to their Worklist.

IX. Use the “Add All Contracts To My Worklist” button to add all contracts to the “My
Contract Worklist” (making all contracts reportable).

X. Use the “Add to Worklist” button to add a single contract to the “My Contract Worklist”
(see section below for further details).

Contracts Not Added List

= = iy, =5 30| et | Log -6 10 ¢ TRE
Z contract worklist = = —

P
{ Wy Cortracaieniis | Contacts lot Addad Vil

MHote

The folowing conbricts wine found thal malchyour registenad DUBIE # and hawe nol been added bo your weeklisl Yo miy dd a specific conteact 1o ywour workiiad or ebck the “add
all conracts b ry worklier bubon by add them all

* Gemch Filters

Add All Contracts To My Worklist & IX.

Reens 1-20of 22 4 previpug | Jump 1 = | et

vl 4 D iinialised Tasp Lewel Agancy = Agjeiey * Type Eﬂ.llﬁ B s
1

A SDeRO0E § SIS 4RI AR TURE. (EPARTRENT OF FARMW SERYICE ACENCY Ad To ‘orkdist
Task

AG RERIEROOGE AT SeEa00s ACRCLLTLURE. DEPARTMENT OF FOCr AND MUTRITION SERWVICE o - s Ad To ‘Worklist
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4.2 Add New Contract to the FSRS Worklist

There are two main methods to add a new contract to a user’s worklist.

4.2.1 Homepage Quicklink Method

|. Users can easily add a new contract from the “home” page once logged into the system.
To do so, they simply click on the “Add Contract to Worklist” button.

Homepage Quicklink - Add Contract to Worklist
Home | Profile | Contract Worklist

27 home
add contract |
to worklist )

=y file FFATA
J report

Il. Users are then taken to the “Contract Request Form (Step 1)”. There they enter the
Prime Contract # as it appears in FPDS-NG (If it is a Task/Delivery Order, users must
also enter the Referenced IDV #). Note: If a Contract Number changes in FPDS-NG,
users will be able to search on the current number only.

[ll. Click the “submit” button to initiate the search. Note: If a user does not know the
complete contract number, they should enter a minimum of 6 characters and the system
will produce a list of similar contract numbers (if available) from which the user can
choose.

Contract Request Step 1 Screenshot

Contract Request Form (Step 1) < 1. indica
Is this a TaskiDelivery Order?: ¥es @ no

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

submit cancel

IV. If the contract number is found in the system and meets the necessary criteria for
FFATA Reporting, a pop-up window displays the Contract Summary. Click “continue” to
confirm a selection or click “select another contract” to choose another number.

Page 15
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Contract Summary Screenshot

View Contract Summary

Iy Please confirm that the following is the contract that you intend on reporting against. If

this is the carrect contract, click [continue]. Otherwise, click [select another contract] to
choose another contract or start over.

y
[ select another contract ] [ icontinue: ] -

N
Contract Summary
Contract Number: 000002 i
Award or IDV: Award
Top Level Agency: [ : i [y 8 )

[ select another contract ” continue ]

V. Note — if a contract is selected that does not meet the standards for FFATA Reporting
the user is advised via a system “errors detected” message.

Warning for Non-FFATA Contract

. A 2 = @ powered by symplicit
Fede_ [‘al F View Contract Summary|
Act Subay

A Errors Detected

u . Profil C o act Worki # The selected contract or order does not require FFATA subaward reporting. FFATA
ome rotile  : ontract Wor subaward reports are only required for contracts or orders awarded by the federal

government January 01, 2009 or later at certain dollar thresholds,
=, . Log-into SRS | Logou
~/ contract worklist

Select Another Contract

| Enter Contract# || 2)help

\ J Search Results:
= Caontract Mumber does not m

Note: Please choose from the or
further istance.

_!) Mote: [fyou are a large prime contractor: In the event that vou are unahle ta find or report against a contract that should be available through FSRS, vou must

contact your cognizant contracting officer or official for help. In order for you to report against your contract, your government contracting authority will have to report
waur recard to Federal Pracurement Data System -Next Generation (FPDS-MG). FPDS-MG is the authoritative source of the basic contractual information used to

pre-populate many ofthe FSRS fields when entering your Contract Mumber. Far more information on FRDS-NG please visit hitps: itaenesy fods gov.

Display Contract Details » H Cancel ]

Contract Request Form (Step 1)

*indicates a required field

VI. After clicking “continue,” a user is taken to Step 2 where they must verify that they are
the Prime Contractor for that contract (FFATA Reports can only be submitted by the
Prime Contractor).

VII. Select the radio button next to the verification statement and then click the “submit”
button.

Page 16
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Contract Request Step 2 Screenshot

Home { Profile | ContractWorklist { File /| Review Reporis

~/ contract worklist

[ submit H cancel ]

Contract Request Form (Step 2) V. *indicates a r

Contract Type*: The FFATA Report can only be submitted by prime contractors. Only continue with this
submission if you are the prime contractaor for this contract.
& I verify that | am the Prime Contractor for this contract

VIII. Users are then directed to the “Contract Details” page for the contract they just added.

To return to the Contract Worklist, a user should click on the ©@EI2LEL by tton within the
system. Note: Users should NOT click their browser’s back button.

Contract Details Screenshot

Home | Profile | ContractWorklist : File / Review Reports

=/ contract worklist

# 0000C =%

) BACK TO LIST

Sl 005

VIl

—

'y Contractor FFATAS\ Lhelp

| Contract Details |

Contract Information

Details:

Contract Number:

00 = SIRENED 005

Top Level Agency:

o B AGEMCY (o=s)

Type: prime
Page 17
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4.2.2 Main Navigation Bar Method

I.  Click on “Contract Worklist” in the top navigation bar. Users are taken to the “My Worklist
Contracts” tab.

II. To add a new contract, a user should click on the “Search For And Add Contract to
Worklist” button.

My Contract Worklist Screenshot
Home | Profile | Contract\Worklist . Reports

. show in a sep
/ contract worklist

My Worklist Contracts 7 Contracts Not Added Lihelp

Note
Click on the Contracts Mot Added tab to view any contracts in the system that match your DUMS # and have not
been added to your worklist.

| F Search Filters

_!‘) Mo records found.

Q Search For And Add Contract To Worklist I

[ll. To complete, the user should follow the steps detailed in section 4.2.1 beginning with
bullet “II”.

IV. Alternately, a user can click on the “Contracts Not Added” tab to view any contracts in
the system that match their registered DUNS and that have not yet been added to their
worklist.

V. To add a contract, the user should select the desired contract number and click the “Add
to Worklist” button in the “Options” column to the right.

VI. A user can add ALL contracts listed to the worklist by clicking on the “Add All Contracts
To My Worklist” button.

Contracts Not Added Screenshot

. =5 300 | e pe -, r— ¥ Logn 16 658G
# contract worklist el Sl e e s

i
oty e et Vioriksd i Coutn acts ot Added L

Mate
Thiz fobowing contratts wens found thal malchyaur registened DUBE § and have nol been added by your worklisl You may sdd & specific conract 1o your workiie! or chtk the “add
all conracts b ry worklier bubon by add them all

F Gemch ifery

-;d:.“.li-ll-l.ur-;w:t: To My Worklist r VL.

Rerns 1- 200 22 | erevipys [Jump 1 = | et
Covinbd a2 Huirilised = Tasp Lewel Agancy = Agpeiney * -1 hslissins

A5 SDER0ES OSSP AEI00 TRENT OF FARM SERVICE AOENCY Ad To ‘orkdist

AT SRR A R0 ACSRICLL TURE DEPARTMENT OF FOOTr AND NUTRITION SERVICE Ad To ‘Worklist
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4.3 Remove Contracts from the FSRS Worklist

I. Toremove a contract from the My Contract Worklist, from the “My Contract Worklist” tab,

click the “Remove” button. Doing so returns the contract to the “Contracts Not Added”
tab.

Contract Details Screenshot

= L)
Huose: Profie oy el Weoabdesi Filz  Foedew Heporls = :

/ contract worklist Uantey, e 25, 20001 423 | e | LI 0 4582 Lo

Py Covinki gt o bt | oniracts Mot md". Rl L

3 Hote
Cligk on i Contracty Mol Aakied 3l 10 vidws 36 cONIFActE bnihe Sywedem Pl matt hyour DUNS # 308 Rasve il baen a338d 1 your wirkiist

F famch ey

Reens 1-1 o8 1 4 pravipus Idump 1 = | ges b
Gty act Bumshes = Tap Lewel Agenoy = Amenay = Copy ach = Options
HATIONAL AFRORBLUTICS AMND SFALCE HETIONAL AFRORBLUTICS SND SFACE I
L ATABETRATIH LA ETRATIH Lk Ramave || MyFFATA
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Section 5 FFATA Reports

5.1 View Existing

I. Click on “File / Review Reports” in the top navigation bar and select the “FFATA
Reports” option.

File / Review Reports Navigation

e EFE R i i

Home | Profile | Comtract Worklist N File / Review Reports i

. N\ FFATA Reports

/ contract workl

Batch Upload Reports

Il. Users are directed to a screen similar to the “FFATA Reports Listing” screenshot below.

s Listing Screenshot

FFATA Report

al Funding Accountabilityand Transparency
award Reporting System (FSRS)

Home Profile i Contract Worklist File { Review Reports

= Wednesday, July 7, 2010 | 517 pim | il | Loo-in to eSRS | Lodc
;ﬂ FFATA reports
open | Closed ' a1\ Dne
| P Search Filters |
lterns 1-6 of & d previous | Jump 17 | Hest [
Contract Humber + Agency ID ~ Agency Name + Status~  Subcontract Award Date ~ Options
KNHOSPPE2D  GS02F02035 5000 MATIONAL AERONALTICS AND SPACE ADMMSTRATION DRT
NNHOSPPE2D  GSO2FO2035 8000 NATIONAL AERONALTICS AND SPACE ADMNISTRATION DRT Jan, 2008
KNHOSPPE2D  GS02F02035 5000 MATIONAL AERONALTICS AND SPACE ADMMSTRATION DRT Mar, 2009
NNHOSPRE2D  GSO2FO2035 5000 NATIONAL AERONAUTICS AND SPACE ADMNISTRATION DRT Sep, 2008
[ | nnHoSPPE2D 1 GS02FO203S 5000 NATIONAL AERONALTICS AND SPACE ADMNISTRATION DRT Nav, 2008
[# | NNHOSPPE2D 1 GS02FO203S 5000 MATIONAL AERONALTICS AND SPACE ADMMSTRATION DRT May, 2010
+ Add New Report | Items 1-6 0f§ derevious [Jump T ¥ [rext P
‘ DRT = Draft ‘ SUB = Submittec! | RPN = Reopened |

Ill. The status for each report displays in the status column. A legend appears at the
bottom of the page.
Draft (DRT): A user began working on the report;
Status Codes however, they did not complete it and/or submit it.
‘ DRT = Dratt ‘ SUB = Submitted | RPH = Reopened ‘ 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.

IV. Submitted reports appear on the Closed/All tabs of the list.
V. Draft or Reopened reports appear on the Open/All tabs of the list.
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VI. Click on the column heading of any column with a black arrow to sort (e.g., Status).
VII. The currently applied sort column is highlighted with maroon column heading text.

FFATA Reports Listing Screenshot

\ Federal Funding Accountability and Transparency

&t Subaward Reporting System (ESRS)

ontract Worklist :  File /Review Reports

Wednesday, July 7, 2010 [ B7 pm | s | Lo-in 1o eSRS | Loge

4 previous [Jump 1 = |Mext [

Agency ID Agency lHame ~ Status Subcontract Award Date ~ Options
2035 5000 HATIONAL AERONAUTICS AND SPACE ADMNISTRATION DRT
bo03s 3000 NATIONAL AERONAUTICS AND SPACE ADMNISTRATION DRT Jan, 2009 = VI. ~
NNHOSPREZD § GSO2F02035 5000 HATIONAL AERONAUTICS AND SPACE ADMNISTRATION DRT War, 2009
NNHO9PPE2D | GSO2FO2035 5000 NATIONAL AERONAUTICS AND SPACE ADMNISTRATION DRT Sep, 2009
B | NNHDSPPEZD / GSO2FO2035 3000 HATIOMAL AERONMAUTICS AND SPACE ADMNISTRATION DRT Hov, 2009 Delete
B | NNHDSPPEZD / GS02FO2035 3000 HATIONAL AERONAUTICS AND SPACE ADMNSTRATION DRT May, 2010

|+ Add New Report | llems 1- of & d previous | Jump | 1 = | Next b

| DRT = Draft | SUB = Submitted ‘ RPI = Reopened ‘
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5.2 File New

|.  There are two primary methods to file a new FFATA Report. The first method allows a
user to easily file a new FFATA Report from the “home” page. The user simply clicks on
the “file FFATA report” button (shown below). Alternatively, they may follow the method
described below.

Homepage Quicklink — File FFATA Report

Home { Profile | Contract Worklist

27 home

add contract
to worklist

file FFATA _
4 report !

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

. ) + Add New Report ||
lll. To file a new report, the user then clicks the button.

IV. Users walk through a stepwise process to enter the report. Step 1 is the Instructions
page, similar to the screenshot below. Users should take time to read the instructions
and click “continue” when ready to proceed.

Instructions Screenshot

/ FFATA re po r‘ts Wednesday, July 7 2010 | 9:47 pim | s s | Log-in to eSRES | Logout
New Report
P @ BACK TO REPORT LIST
FFATA Reports
V. 1) Instructions
—|/ ]
2 Enter Contract# 2 Instructions

FFATA Subaward Repoarting: Prime Contractors awarded a contract or order that are subjectto Federal Acquisition Regulation
clause 52.204-10 {Reporing Executive Compensation and First-Tier Subcontract Awards) are required to file a FFATA subaward
3 report by the end of the month following the manth in which the prime contractor awards a subcontract. This reporting requirement
will be phased-in {see below):

4 # Phase 1:for contracts and orders valued greater than or equal to $20,000,000, reporting starts July 8, 2010
# Phase 2: for contracts and orders valued greater than or equal to $550,000, reporting starts October 1, 2010
# Phase 3:for contracts and orders valued greater than or equal to $25,000, reporting starts March 1, 2011

5 Although the requirement to report subawards is being phased-in at certain dallar levels, ifyou would like to start reporting prior to
the start date for yvour subcantracts, the systemn is available to you for reporing.

A Note

Please he aware that all infarmation collected on the FSRS website twww f5rs 00w, including registration information and report
data, will be visible to the public on a public website

Cancel Continue
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V. On step 2, users determine if they are submitting the report for a Task Order (select the

appropriate radio button).

VI. Users can either choose the desired Prime Contract Number from their Worklist, or
manually enter the Prime Contract Number for the report and click the “continue” button.
If the user selected “yes” for Task Order, they must also provide the Referenced IDV#.

Important Notes: If the total “Award Amount” for the contract or order is not equal to

or greater than $25,000, the system will produce an error message informing the user
that they will not be able to proceed. In addition, if a Contract Number changed in

FPDS-NG, the user will only be able to search on the current number.

Enter Contract # Screenshot
New Report

@ BACK To REPORT LIST

. Instructions

_g} Mote: Ifyou are a large prime contractor: In the event that you are unable ta find or report against a contract that should be available
through FERS, yvou must contact vour cognizant coniracting officer or official for help. In arder for yvou to report against your contract,

your government contracting authority will have to report vour record to Federal Procurermnent Data Systerm -Next Generation (FRDS-
V. 2 Enter Contract # MG). FPDS-NG is the authoritative source ofthe basic contractual information used to pre-populate many of the FSRS fields when
entering your Cantract Mumber. Far more information on FPDS-NG please visit kttps: Mfwoww fpds gqov.
3
_g} Note: Do notuse this screen to report suhawards under federally-awarded grants, cooperative agreements, or other assistance
4 actions
5 [ Elack] [ Cancel ] [ Cartinue ]
G Enter Prime Contract Mumber For Report " indicates & required fisld
7 Is this a Task Order?':

Indicate ifvou are submitting this report for a Task Order. After making your seleclion, additional information will he required.

"Select"vES" if you are reporting subawards for a specific task, delivery, or call order for supplies and/or services placed against an
established federal contract or agreement. These include: indefinite delivery contracts (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 (BPA), and basic ordering agreements (30A). Please see the Federal Acquisition Regulation (FAR) for the regulatory
definition of each. These terms do not encompass federally-awarded grants, cooperative agreements, or ather assistance actions

Select "NO" if yvou are reporing subawards for a federally-awarded contract or agreement itself. These include: definitized or letter contracts,
purchase orders, and indefinite delivery contracts ar agreements ifthe requirement was placed on the contract or agreement itself and not
on a subsequent arder. 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 aclions.
Diyes @no

Select Existing Contract*:

VII. Users fill out the forms for each step and click “Save & Continue” or
“Continue” to move to the next step in the process.

As a step is 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. A red asterisk means a value
is needed.

To collapse the progress listing, a user clicks the button in the upper
right corner of the inset box.

VIII.

Progress

x FERSD
v Prime Contract Mumhbe
« Delivery § Order Mumher
« Contracting Office Agency 1D
v Contracting Office Agency Mame
« Contracting Office ID
« Contracting Office Mame
% Funding Agency 1D
x Funding Agency Mame
+ Funding Office 1D

“ ” “T ”» . P )
X. Below “Progress”, users see a “Tips” section roaress ! X
that that can also be collapsed with the upper — 0
rlght bUtton. Clicking "Save’ or 'Save and
Xl. Users can reopen either the Progress/Tips Continue, will save your report and

sections by clicking the upper right empty box.

allow you to leave and continue your
repotrt [ater.

Click 'Save and Continue'to save
infarmation on the current page and
go to the next page ofthe form.

Click 'Save' if you wwant to save and
stay an the current page.

Copyright © 2010
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Xll. On step 7, users click the “submit” button to send the report. Note: A user must click

“submit” to completely process the report submission.
XIll. Users may then return to “view existing reports” (Section 5.1) to review the status of the

report just entered.
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5.3 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 contract number. Doing so copies all data/information, except the Subcontract
Award Date field, into the new report. The Subcontract Award Date field must be
uniquely entered per report per contract number.

Il. To copy a report, click the option “copy report” that is presented on the FFATA reports
list.

[ll. Users are then presented with the steps necessary to complete the report.

IV. 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

Home ¢ Profile Contract Worklist ¢ File / Review Reports T— s
Thursdhay, July 3, 2010 | 944 am | Emesssi e, m | Log-in to SRS | Logour
/ FFATA reports =
Open | Closed { All'\ (2help
[ Search Fitters |
lterns 21-31 af 31 4 Previous | Jump 2 ¥ | Next [»
Contract Humber * AgencyID ¥ | Agency Hame * Status & | Subcontract Award Date ~ Options
HEHGDC1 OMOo0007 To01 OFFICE OF THE SECRETARY , DEPARTMENT OF HOMELAMD SECURITY DRT
HEHQDCT1 OMO0007 o0 QFFICE OF THE SECRETARY , DEPARTMENT OF HOMELAND SECURITY DRT
HEHEDCT OMO0007 Too1 OFFICE OF THE SECRETARY, DEPARTMENT OF HOMELAND SECURITY DRT
HEHGDC1 OMOo0007 To01 OFFICE OF THE SECRETARY , DEPARTMENT OF HOMELAND SECURITY DRT
HEHQDCT OMOo0007 o0 QFFICE OF THE SECRETARY , DEPARTMENT OF HOMELAMD SECURITY DRT May, 20089
HEHEDC OMO0007 7001 OFFICE OF THE SECRETARY, DEPARTMENT OF HOMELAND SECURITY DRT Aug, 2009
HSHEDC1 OMoo007 To01 OFFICE OF THE SECRETARY , DEPARTMENT OF HOMELAMD SECURITY DRT ey, 2010
HEHQDCT1 OMO0007 o0 QFFICE OF THE SECRETARY , DEPARTMENT OF HOMELAND SECURITY DRT Jun, 2010
B |HSHGDC oMo0007 Too1 OFFICE OF THE SECRETARY, DEPARTMENT OF HOMELAMD SECURITY DRT Jul, 2010 ‘ Delete | | Copy Report
B | MMHOSPPE2D [ GE02F02035 a000 MATIONAL AERONAUTICS AND SPACE ADMINISTRATION DRT Mo, 2009 Delete
B | MMHOSPPE2D / GE02F02035 a000 MATIOMNAL AEROMAUTICS AND SPACE ADMINISTRATION DRT May, 2010 Delete
+ Add New Report | ltems 21-31 of 31 q Jurp £ ¥ | [
DRT =Draft | SUB = Submitted | RPH = Reapened
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5.4 Edit an existing Report

FFATA Reports Listing Screenshot

Home

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

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.

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.

Note: A user can only edit an open (draft or reopened) report. If a user needs to update
a submitted report, open the desired report and select “Reopen Report” from the Report
Actions drop-down in the right sidebar.

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

Profile Contract Worklist :  File / Review Reports

E}{ FFATA FepOFtS Wednesday, July 7, 2010 | 17 pm | issssssmiissesssmn | Log-in to eSRS | Loge

| Open

“‘ Closed { Al '\ (Dheip

[ seaen Fners \

|Item51—6 of B 4 previous [Jump 1 = |Mext [

I Eontract Humber + Agency ID = Agency Hame = Status Subcontract Award Date ~ Options
INHOSPPE2D § GS02F02035 &000 NATIONAL AERONAUTICS AND SPACE ADMINISTRATION DRT
INHO9PPE2D § GSO2F0203S s000 MATIONAL AERONAUTICS AMND SPACE ADMIMSTRATION DRT Jan, 2009
WQPPBQD FGSO2F02035 &000 NATIONAL AERONAUTICS AND SPACE ADMINISTRATION DRT Mar, 2003
\/ MMHO9PPE2D | GSO2F0203S s000 MATIONAL AERONAUTICS AMND SPACE ADMIMSTRATION DRT Sep, 2009
Bf | NNHOSPRSID f GSOZFO2035 5000 HATIONAL AEROMALITICS AND SPACE ADMMNETRATION DRT Wov, 2009
B MMHOSPRG2D f GSO2FO2035 5000 MATIONAL AEROMALITICS AND SPACE ADMMETRATION DRT May, 2010
| | # add New Report [items 1-6 0r6 Qprevious [dump 1 = e b

| DRT = Draft | SUB = Submitted ‘ RPI = Reopened ‘

Copyright © 2010

Page 26 —
www.symplicity.com



msymplicity

5.5 Delete a Report

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

FFATA Reports Listing Screenshot

Federal Funding Accounta

Home |

Subaward Reporting System (FSRS)

Profile

Contract Worklist |

File { Review Reports

and Transparer

FSRS Contractor Guide 1.0

—/ FFATA reports

Wtinestiay, July 7, 2010 | 5:17 pm | sssssmisissssesn | Loctin to s5RS | Loae

open ‘\ Closed { &Il '\ (Dneip

‘ P Search Filters

Herns 1-8 of & 4 previous [Jump 1~ | next

Contract Humber ~ Agency Ip = Agency Hame ~ Status~ | Subcontract Award Date ~
NHHOSPPE2D § GE02F0203S 5000 HATIONAL AEROMALITICS AHD SPACE ADMNETRATION DRT I
HHOSPRED § GSITF02035 saan NATIONAL AERONALTICS AHD SPACE ADMNSTRATION DRT Jan, 2008
NHHOSPPE2D § GE02F0203S 5000 NATIONAL AEROMALITICS AHD SPACE ADMNETRATION DRT Mar, 2009
HHOSPRED | GSITF02035 sann NATIONAL AEROMALTICS AHD SPACE ADMNSTRATION DRT S, 2009

B | MHOSPPEZD / GSNZFOZ03S 8000 NATIONAL AERONALITICS AND SPACE ADMNISTRATION DRT Nav, 2008

B MNHOSPRSID f GS0ZFO2035 5000 HATIONAL AEROMALITICS AHD SPACE ADMNETRATION DRT May, 2010

4+ Add New Report |ltems 1-6 of B

Qprevious [Jump 1 7 | next

| DRT = Draft | SUB = Submitted ‘ FPH = Reopened ‘

Copyright ©
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Section 6 Batch Uploads

(For advanced users only)
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

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

Home Profile | Contract Workli; IFiIe {Review Reports
| FFATA Reports

Jé‘ profile I Batch Upload Reports

Thursday, July 8, 2010 | 12:25 pm | MeaetS 50 wloees 0 | Log-into SRS | Logout

II. Users first reviéw the instructions presented at the top of the resource.

[ll. They then download the FSRS template by clicking on the “View FFATA Data
Template” link.

IV. Using Excel (or other compatible spreadsheet editor), the user adds all contracts they
intend to file within the Template. User should NOT 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. The file should be saved so it can be accessed while the user is on the FSRS system.

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

VIIl. The user chooses the delimiter type that was used when the data was saved in the
template file (CSV or Tab Delimited).

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

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

Batch Upload Screenshot
&, batch upload reports

Moy, Junes 28, 20710 517 pon | it | | Log-n b3 8RS | Lo

fistch Upiko.ad Repoats ‘Lou!".l Tirw

I f' (BRI T
Pladrie uge e Sllonving bemplate fe upleading ®e FRATA report fype. The diti mush indatch e eemplale exa oy S0 e impod 1o process comeclly. The Ermplate grovded is in
et el Torm el aftar paspulatng the lemalate, you WUIST s e fike in Commas Separabed (oo of Tab Dalimied foresl by clcking “sivm 88~ and chiooding one of the spadifsd
foureiats
Mabec: Byour FEATA repon containg mione than oné: sét of Suboontractor d ata, you MUST Specsly the additional Subcontractons in the immadiabs rows fllowirsg the ngw that
containg thes répor dild. In these rees, you miusd Spedify the contract rumber (3 nd refesence numier il apolicable) AID e relévant rporiing périod 1o ensung thal the
subconiracior data ie sdded 1o e cyrect repor, you may leawa 8l oified columng Bmely axceprl fe e subtoniractorn dath specific Nelds fr I e MwE
Templates

+ Wiee FEATA Dol Terrolds

X. Upload Reparts
Freport Upload Setbings * inchcabes o regured feld

Regport Typa': FFATA Rapors

Delemiter; 1 Comma Sep arated (CEV) Vil
Tilo Galiniied

Dt il Browse. IX.
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XI. When import is complete, the system displays the import results of the file upload
process on a confirmation section of the screen: “Upload Output”.

XIl. Any upload errors are described. A user should click the link “View Detailed Log
File” to review the information.

XII.

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).

Batch Upload Output Screenshot

M Profils il st Wi ks File | Resdiw Repoins

LS\

'Ji_lba[ch Uplﬂ‘ad I‘E‘pﬂrts Meoraksy, Jura 20, 20100 57 par, | sy it | Lo im by 8CRT | Lo

Bateh Uplosd Papoata '||_luﬂ's|| By

[ wstructions

Pleasa usn W flleving iemalabs Tor uplosding thio FEATA rapca bpd, This dabs imiest matoh e tamplate sasety for tha impart 1o procass coamsoly, This lemalals providad 1o i
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XIV. Users can review the log of previous batch uploads on the “Logs” tab of the Batch
Upload Reports navigation.

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).

XV.

Batch Upload Logs Screenshot
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