NS

Grants Online

Grantee Training Manual

Federal Financial Reports

Version 3.03

Last Revised April 16, 2009




Table of Contents

Table of Contents

TABLE OF CONTENTS ..ottt sttt sttt saebe s e be st et et et essesaeseetestenneeeseas I
DOCUMENT CONVENTIONS. ...ttt ettt sttt ene e snesbessenseneeneenes I
GRANTS ONLINE OVERVIEW ...ttt st sttt 1
GRANTS ONLINE SOFTWARE DESCRIPTION.....uttitiiiiesiestetetestestessessesseseesaesaesessessessessessessesssssssessessessesses 1
GETTING STARTED ...ttt sttt s et et e st et et et e st e s e e neebeereetesae e e nsens 2
ACCESSING GraNtS ONIINE .....ocviiiiiicece ettt st r et s beers e be s e et e be e e e e e sreanee 2
FEDERAL FINANCIAL REPORT OVERVIEW SF-425, SF-425A, SF-270) .....cooooiiiiiiiiieneieenes 3
Accessing a SF-272, SF-269, SF-269A, SF-425 Cash Flow/Full Report or SF-425A Federal
LT To F= LI (=T oo o USRS 4
Accessing and Completing a SF-425A: Multiple Awards REPOIT ........cccvevvevieieevc e 11
Saving and Submitting a Federal Financial REPOI...........ccocvoiiiiiieiiie e, 16
Accessing and Reviewing Financial Reports from the Grants File page.........ccoccovovvoveienieneencnnnnenn. 20
=T o] - Tod T T I T o Lo PP 23
Creating and Submitting a SF-270 Request for Advance or Reimbursement............ccocovveveiveveernenne. 26

Version 3.03




Document Conventions

Document Conventions

Overview

Using this
Guide

Text
Conventions

Notes and
Warnings

Welcome to the Grants Online Training Manual. This manual is set up to provide you

with step-by-step information to accomplish tasks within Grants Online. The manual is
logically sequenced based on the Department of Commerce’s (DOC) Grants lifecycle
process and is written to address your role within Grants Online.

Use the following writing conventions as a guide in using the manual. The manual uses
block label text in order to scan for the information desired.

Text; Example What it means.

Text in Bold; Click Done Indicates a command.

Text in Italics; RFA Details screen Indicates a screen.

appears.

Text in Bold Italics; Name Indicates data to be entered into a field.
Text in All Caps; LOGIN Indicates a field name.

Notes and Warnings are used to indicate information or advisories when using Grants
Online.

Note: A note is used to inform you about additional information during
the procedure or process.

L

Warning! Business process may not work as desired or a
procedure may produce an undesirable effect.
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Grants Online Overview

Grants Online Overview

Overview The Department of Commerce (DOC) offers a variety of competitive and non-
competitive grants or awards to various communities including states, universities, and
non-profit organizations. Prior to the advent of Grants Online, the processing of grants
was a paper-based task in most of the Department, involving time-consuming human
interactions and program polices to process the grants and to ensure the awarding of
the grant is given to the most qualified applicant for a competitive award, and for
qualified designated applicants of hon-competitive awards.

As part of its strategy to move scientifically and operationally into the 21% century,
Grants Online was developed. Grants Online is an E-Government initiative to create
an automated tool that will support the end to end grants process from solicitation
through closeout of an award. Grants Online significantly streamlines and unifies
grants processing throughout all of DOC, allowing the agency to increase efficiencies
related to mission goals.

Grants Online serves the DOC community in its efforts to meet its mission goals more
effectively and has achieved the following:

e Interface with Grants.gov to ensure applicants can apply for grants
electronically, thereby dramatically decreasing the number of paper
applications

e Reduction in processing time by incorporating workflows between Federal
Program Officers (FPO), Grants Management Division (GMD), Federal
Assistance Law Division (FALD), and Reviewers.

Grants Online allows Grantees to:
e Accept Awards electronically.
e Manage user roles for individuals within their organization.

e Submit post-Award Action Requests, Performance Progress Reports, and
Federal Financial Reports.

Grants Online Software Description

About Grants  Grants Online operates in a web environment. As such, you will be required to use an
Online internet browser to login to the system. No software is required for installation. As
Grants Online is web-based, you may access the system anywhere at anytime
provided that you have internet access. Logins and passwords are required and will be
relayed to you once you are authorized for access.

Note: You must have an Internet connection in order to access Grants
Online.

Version 3.03
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Completing a Federal Financial Report

Getting Started

Overview When you are using any Windows-based software, navigation and ease of use are key
components. Grants Online incorporates an intuitive Graphic User Interface (GUI) that
assists end users to navigate and use the system appropriately.

Overview Grants Online is accessible through your web browser. The recommended browser is
Internet Explorer.

Accessing Grants Online

1. Click on the Internet Explorer Icon on your desktop
e Internet Explorer browser opens

2. Enter the following URL information in your address bar of your browser:
https://grantsonline.rdc.noaa.gov then press ENTER

e Grants Online Login page appears

Grants Online

s+ DoC General Public Reviewers Grants Online is the premier
Use our Public Search festurs to *Access current applications Faderal solution for full life-
see information pertaining to assigned to you cycle grants management
« NOAA swarded Department of «Submit your review comments processing.
Commerce grants =nd scores
+ DoC/OS/OHRM  Public Search Federal 5taff
- +Generats funding noticss Username
Grant Applicants Revi it licati
« MBDA To Find and Apply for & Federal *Reviewarant applications
grant, o to the Grantoqo +Select applications for avard
website. sProcess selected applications Password
o ITA +Award and manage grants
Current Grant Recipient s Correspond with Grant
aView information about your Recipients
* Grants.gov current DoG/OS, HOAA, MEDA, Forgot your [Ny
or ITA grants Teaini Password?
# Submit post-award action raining
s Grants rouete, oraaress taports, and  *Grants Online Trainin
Management financial reports
Division +Correspond vith your Federal
Program Officer and Grant
Specialist

Publication of the U.S. Department of Commerce. Accessibility Privacy Policy
Last Updated: 2000/02/20 12:47 v3.02 Sacurity Policy

http:/ /www.commerce.gov
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Completing a Federal Financial Report

Federal Financial Report Overview SF-425, SF-425A, SF-270)

Overviews This manual will help you learn how to search, complete, and submit Federal Financial Reports
using Grants Online.

NOTE: OMB has directed, that as soon as possible after October 1%, 2008, and no later than October
1%, 2009, each agency must transition from the SF-269, SF269A, SF272, and SF272A to the
SF-425 and SF-425A, by requiring recipients to use the SF-425 for all financial reports
submitted after the date it makes the transition. DOC grantees within Grants Online will
transition to the new SF-425 for reporting periods that end after March 31, 2009.

The Federal Financial Reports module will review the following topics:

Ma.nua.l . Federal Financial Reports Overview
Objectives . Processing Federal Financial Reports
. Forward Federal Financial Reports to the agency

What You’ll Need to know about Federal Financial Reports

e SF-425 and SF-425A are generated the day after the end date of the reporting period and the recipient
has 30 days to submit the report.

e The FINAL SF-425 and SF-425A are generated the day after the award expires and the recipient has 90
days to submit the report.

0 The FINAL SF-425 and SF-425A reports cover all financial transactions which occurred during
the life of the award.

o0 Financial transactions pertaining to the award which occurred after the award expired must also
be included in the FINAL reports. These include any wrap-up activities such as paying salaries
that occurred after the award expired. These are expenses which were incurred during the
project period and therefore must be included in the FINAL report, even if the actual financial
transaction occurred after the award expired.

0 The agency’s Grants Management Division will de-obligate any remaining funds and close the
award after submission of the FINAL reports. No further transactions will be permitted and no
reports may be submitted or replaced once the award has been closed.

e NOAA requires just the interim SF-425 Cash Flow and a final SF-425 Full report. Other Department of
Commerce agencies require the SF-425 Full Report each reporting period. A recipient that has two or
more SF-425 Cash Flow reports due to the same agency can submit a single SF-425 with an SF-425A
attachment. This policy is in place due to the high occurrence of recipients replacing SF-425A reports
with corrected copies. If any award included on a SF-425A has been closed, that SF-425A cannot be
replaced.

e The SF-270 is not tied to a reporting period. It is used to request payment only by recipients who are
unable to enroll in the ASAP system or who have a Special Award Condition requiring them to utilize the
SF-270 for payment. Recipients using the SF-270 for payment will not submit a SF-425.

Note: Most “Save and Return to Main” buttons on the screen shots in
this manual now say “Save and Start Workflow” in the Grants
2 Online system.

Version 3.03
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Accessing a SF-272, SF-269, SF-269A, SF-425 Cash Flow/Full Report or SF-425A Federal Financial
Report

1. Select the “Award” tab from the navigation panel, located at the top of the webpage.

2. Select the “Search Reports” link from the left hand menu.

@.\ 4 v | ] hitpsiffarantsoninetest.d.noaa, gaviflaws/homejiavigation/navigateTaPage  do7gaToPage=4 v | Id certiicate Errar | ¢7|| % | [aprah [l2]-

File Edit View Favorites Toals  Help

- 5
W I@Grantsor\hr\aIMar\ageAwards l l Moo ED v hPage - O Took -

E ™
System Manage
| Administration | Certifications m

Welcome to Grants Online Patty Walsh. Log ofr

» Manage

1ag Advisories > Search Reports
Recipient Users

» SF-272A for
UL ER VRN EE Manage Awards

» SF-425A for
Multiple Awards - Manage Recipient Users -

+ Search Awards The Manage Recipient Users feature allows you to manage responsibilities and access to awards for your organization. As a Recipient System Administrator, you can

modify or disassociate users within your organization. You can also add new users for your organization. Please note that changes to Principal Investigators require

» Search Reports
an approved Award Action Request and that changes to Key Personnel may require an Approved Award Action Request.

3. The “Search Financial and Project Progress Reports” page will appear. From this page, there are several report
search options available using various search criteria.

4. Select the “Financial Reports” radio button. Then click the “Search” button. This will return all SF-272, SF-269,
SF-269A, SF-425, and SF-425A reports for all awards to which you have access. To narrow your search you
can enter additional data into the query boxes and/or select one of the radio buttons for “Report Status”. Use
the “Delinquent and Not Delinquent” radio button to retrieve reports which still need to be submitted to
DOC.”

Advisories = Search Reports

Search Financial and Project Progress Reports

Award Number : | |

Recipient Name : |

Period Start Date : | | - |

Program Officer Name : |
{(First Name or Last Name)

) Progress Reports
) Financial Reportd
) SF270 Reports

P =] s el g

Report Type :

Delinquent Only
2 Delinquent and Mot Delinquent {all unsubmitted reports)
Report Status : ST T T T T e T T T e Tt T
) accepted
& all Reports

[ e

Search Report Results

Mothing found to display.

Version 3.03
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Completing a F

ederal Financial Report

5.

The search results will be displayed at the bottom of the page. Notice the status of each report located in the
“Status” column. The affiliated status for each financial report is defined below:

¢ Not Delinquent — The report has been created by the system and is ready to be completed by the recipient
and submitted to the appropriate Federal agency. The un-submitted report will retain a status of “Not
Delinquent” for 30 days (or 90 days for a FINAL report) until the report due date has passed.

e Delinquent —The report has not yet been submitted to the Federal agency and the report due date has
passed. Although the report was not submitted by the required date, it can still be submitted to NOAA via

Grants Online.

e Withdrawn —The report was previously accepted by the Federal agency but has been subsequently
withdrawn for correction. A new report is created for every withdrawn report and given a status of “Not
Delinquent” or “Delinquent” based on the report due date.

e Submitted — The report has been submitted to the Federal agency but has not yet been accepted.

e Replaced — This report previously had a status of “Withdrawn”. Once the new report (created by the
system when this one was withdrawn) has been accepted by the Federal agency the status of the

“Withdrawn” report changes to “Replaced.”

Search Report Results

24 items found, displaying all items.1

Program|Status

Report Award Number |Reporting |Reporting |Due Date

Period Period Officer

Start End
SFE-269 MNADSMNOS4191180 10/01/2005 09/30/2008 12/29/2008 John
Financial Kuriawf
Status
SE-269 NAOSMOS4191180 10/01/2005 09/20/2008 12/29/2008 John
Einancial Kuriawf
St S
Re; t -
Sec 3
- FI
SFE-269 MNADSMNOS4191180 10/01/2005 09/30/2008 12/29/2008 John
Financial Kuriawf
Status
Report -
Section 310
- FINAL
SF-425 NAOZMMF4570237 01/31/2009 05/01/2009 Ann
Federal Marie
Einancial Chapmian
Report - Full
Report -
EINAL
SFE-425 NAOGMMF4570314 01/31/2009 05/01/2009 Ann
Federal Marie
Financial Chapmian
SF-425 MAOSMNOS4191180 09/320/2008 12/29/2008 John
Federal Kuriawf
Financial

epo

Recipient

Delinquent Virginia|
Departfnent
of

Principal

Shannon
Girouard, Shep
Moon

Envirorjmental

Quality]|

Delinguent Virginis)
Departient
of
Envirormental
Quality]

Delinquent Virginia|
Departfnent
of
Envirorjmental

Quality]|

Mot WVirginia
Delinquent Departient
of

Envirorimental
Quality]

Mot WVirginia|
Delinquent Departinent
of
Envirorjmental

Quality]|

Delinguent Virginig|
Departinent
of
Envirorymental
Quality]

Shannon
Girouard, Shep
Moon

Shannon
Girouard, Shep
Moon

Ann M Regn

Ann M Regn

Shannon
Girouard, Shep
Moon
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6. Locate the report to be viewed or completed and select the report name link from the “Report” column.

Search Report Results

24 items found, displaying all items.1

ward Numbe: i e Date |Program Recipient
d Officer

MNADENOS4191180 10/01/2005 09/30/2008 12,/29/2008 John Delinquent Virginia Shannon

Kuriawa Department Girouard, Shep
of Moon
Environmental
Quality
MNADOSNOS41911580 10/01/2005 09/30/2008 12,/29/2008 John Delinquent Virginia Shannon
Kuriawa Department Girouard, Shep
of Moon
Environmental
Quality
SE =] MNAOSNOS4191180 10/01,/2005 09/30,/2008 12,/29/2008 John Delinquent Virginia Shannon
Financial Kuriawa Department Girouard, Shep
Status of Moon
Environmental
Quality
— EINAL
SFE-425 NAOZIMMF4570237 01,/31/2009 05/01/2009 Ann Mot Virginia Ann M Regn
Eederal Marie Delinquent Department
Einancial Chapman of
O Environmental
Quality
MNADENMF4570314 01,/31/2009 05/01,/2009 Ann Mot Virginia Ann M Regn
Marie Delinquent Department
Chapman of
Environmental
Quality
MNADSNOS4191180 09,/30/2008 12,/29/2008 John Delinquent Virginia Shannon
Kuriawa Department Girouard, Shep
of Moon
Environmental
Quality
7. The Federal Financial Report launch page will be displayed (see screen shot below). The title will indicate the

type of report (i.e. SF-425 Cash Flow, SF425 Full Report, SF425A, SF-269, SF-272 and SF272A) and the Award
Number. If itis a FINAL report, that will also be indicated in the title. Review the “Report Header Information”
section verifying the reporting period, report type and the report due date.

8. Click on the “Go to SF-xxx .... Details Page” link to access the form for data entry.

SF-425: Federal Financial Report - Full Report - FINAL - NAO7NMF4540021

Id: 2141230

SF-425: Federal Financial Report - Full Report - FINAL Details Page >=

This document currently has no tasks assigned to you.

Report Header Information

Report Period: N/A - 12/31/2008 Report Type: SF-425 Full Final Report: Yes

Due On: 03/31/2009 Submitted On: N/A
Accepted On: N/A Accepted By: n/a
Version 3.03
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Completing a Federal Financial Report

Completing a SF-425 Cash Flow Federal Financial Report

1.

Follow steps 1-8 in the previous section to find the SF-425. When you click on the “Details Page” link (Step 8)
the “Federal Financial Report” — SF-425" details page displayed.

The form contains thirteen sections of detailed Financial Report information, including the fields that are locked
and cannot be edited. All fields requiring data be entered are flagged with a red asterisk (*). Although some
fields cannot be edited, all fields should be reviewed for accuracy.

Review the detailed Financial Report information and verify all fields. Complete the report by populating the
mandatory fields (denoted by a *) with data. All information should be verified and/or entered into the following
sections:

e Federal Agency and Organizational
Element to Which Report is Submitted

e Federal Grant or Other Identifying Number

e Recipient Organization

e  DUNS Number

e EIN Number

e Recipient Account Number or Identifying Number

e Report Type

e Basis of Accounting

e Project/Grant Period (From and To)

e Reporting Period End Date

e Transactions

e Indirect Expense

e Remarks

o Certification

Please see the next page for a screen shot of the SF425 Cash Flow Federal Financial Report details
page.

Version 3.03
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SF-425 Cash Flow Report — Screen Shot

FEDERAL FIMNAMNCIAL REPORT

o TOFM InStructions]

1. Federal Agency and Organizationsl Elsment 2. Federal Grant or Otiwer ldertifying Mumber Sssigned by Federal Sgsncy Page of
to wwhich This Report is Submitted: (Te report multile arants, use FFR Attachment) 1
pages
Department of Commerce oo MADSHMFEF4E70OZ2032

3. Recipiert Organization (Mame and complete address including Zip code)
Institute of Marine Science

Gloucester Point, va 23062-1346 USA

d4a. DUNS Mumber 4k Bl 5. Recipient Accaurt Mumber or ldertifying Mumber 6. Report Type 7. Basis of SAccourting
£To report multiple orants, use FFR Attachmenty
Grumrterly
169516213 875795831 Semi_annual
Annusl
i Cash [lacorum
8. ProjectsGrant Period 9. Reporting Period End Dete
Fram: chionth, Day, wesrl To: (Month, Day, Wear) Chionth, Day, weard
September 01, 20058 February 28, 2009 September 30, 2008

10. Transactions Curmulstive

tUsze lines a-c for single or multiple grant reportineg)

Federal Cash (To repert multiple grants. also use FFR Attachment

a. Cash Receipts ™ Determine Cash Receipts from the Federal accounting systerm == f[1a=.090.00 ]
k. Cash Disbursemerts * (145, 090,00 ]
<. Cash on Hand (line a minus bl £0.00

tUse lines d-o for single arant reporting)

Federal Expenditures and Unobligated Balance:

d. Total Federal funds authorized P,
&, Total Federal shars of sxpenditures s,
1. Total share of unliguidated obligations s,
g. Total Federal share (sum of lines & and 1) (TS
b Unobligated balancs of Federal funcs (ine o minus o) s,

Wt Share:

I Total recipient share reouired [AT5Y
i. Recipient share of expenditures [SF5
k. Remaining Recipient share to ke provided (ine i minus i) [SF5

Program Income:

I. Total Federal program income earned (2N
m. Program income expended in accordance with the deduction aternative (TN
n . Program income expended in accordance with the addition aternative (TN
0 . Unexpended program income Cine | minus line m or line n s
a. Type b Rete o. Period From Period To o. Base =, Amount Charged =. Federal Share
1L Indirect Expense |t P, [S1EN s s, [N g
o. Totals

12, Remarks: Attach any explanations deemed necessary or information required by Federal sponsoring sgency in complisnce with gowverning legislstion:

View/'edit remarks = No recipient remarks exist.

rate to the best of my knowledge. | am awar
or administrative penalities. (U.S. Code, Title 218, Section 1001}

13. Certification: Bw signing tI
any false, fictitious, or fra

s report. | certify that it is true. complete. a
Tulent INFormMation may subj

. Typed or Printed Mame and Tiie of Authorized Certifying Official . Telephone (Sres code, AUmber and extension)

o Email address

b Signature of Suthorized Certitying OTficial
e. Date Report Submitted Chionth, Day, Year)

FEDERAL AGENCY NOTE: 14, Agency use only:
Cash on hahd greater than $£5,000 or less than -$5,000 requlires ah explanation. bV,

[sove § Save and Return to Main

Version 3.03
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Completing a Federal Financial Report

Completing a SF-425 Full Report (Final) Federal Financial Report

1.

Follow steps 1-8 in the previous section to find the SF-425. When you click on the “Details Page” link (Step 8)
the “Federal Financial Report” — SF-425" details page displayed.

The form contains thirteen sections of detailed Financial Report information, including the fields that are locked
and cannot be edited. All fields requiring data be entered are flagged with a red asterisk (*). Although some
fields cannot be edited, all fields should be reviewed for accuracy.

Review the detailed Financial Report information and verify all fields. Complete the report by populating the
mandatory fields (denoted by a *) with data. All information should be verified and/or entered into the following
sections:

e Federal Agency and Organizational
Element to Which Report is Submitted

e Federal Grant or Other Identifying Number

e Recipient Organization

e DUNS Number

e  EIN Number

e Recipient Account Number or Identifying Number

e Report Type

e Basis of Accounting

e  Project/Grant Period (From and To)

e Reporting Period End Date

e Transactions

e Indirect Expense

o Remarks

e  Certification

Please see the next page for a screen shot of the SF425 Full Report Federal Financial Report details
page.

Version 3.03
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SF-425 Full Report - Screen Shot

FEDERAL FIMNAMCIAL REFORT
CECllonne Torrm i 3

1. Federal fgency and Orosnizstionsl Elemert
to vihich This Report is Submitted (To report muttiple grants, use FER

Department of Commerce oo s

2. Federal Gramt or Sther ldentifying Mumber Sssigned by Federal Sgency
Attachment

Paos
=

of

poages

3. Recipient Organizstion Chiame and complste address including Zip code)
Institute of Marine Science

Sloucester Point, “Wa 230SZ2—134s USA

Ao DLUMNS Mumber ETSY

iert Sccourt Mumber or ldentifying Mumbber
CTo report muttiple grarts, use FFR aSttachment)

5. Report Twpe

105152132 2Fs57Fas==1 [

E——
I Semi-mnnual

sl
Final

7. Basis of SAccourting

COeash [laoceru=

S. ProjectsGrant Perioc

From: Chiorth, Day, v eard To: chenth, Doy, eard

Jdanuary 01, 2007 December 31, =ZOo0s

9. Reporting Period End Date

Craonth, Doy, weard

December 31, =Z00s

10. Tramsactions

Cumulstive

fUse lines s-c for single or multiple grant reporting

Federal Cash (To report multiple grants. also use FEFR Attachnent)

= Cash Receipts = ES| |

b Cash Disbursements * E2 | |

=. Cash on Hand dline o minus b FO.00
Us=se lines d-o for sinale grant reportingl
Federal Expendrures and UnobRgated Balane

. Total Fedsral funds suthorizecd £ [El=T=] ]

e Total Fedsral share of expenditures ™ +| |

t. Total share of unliquidated obligations ES | |

o Total Federal shars (swm of lines = and £ F0O.00

h. Unobligated balancs of Fedaeral Tunds (line o minus Q) FO.00

i. Total recipient share reauired * L == o oo ]

i. Recipient share of expenditures * ES | |

no Recipient share to be prowided Cine i minos i3 FO.00

S ———————

I. Total Federal program income earned +[ 1

m. Progreem income expended in accordance wwith the deduction atermstive +[ 1

M. Program income expended in accordance wwith the sddition atermstive +[ 1

o | Unexpended program income (ins | minus line m or lins o FO.00

= Tyee b e s o e e = mmount ehargea e reaera share
ool =1 |1 1 N i | | |
[ =) | 1 1] | E | | i 1
o. Totals: £0o.00 F0O.00 Fo.00

essary or information required

12. Remarks: Attach sny explanstions desmed nec
i ks Mo recipient remarks exist.

ewedit e

by Federal spanscring sgency in complisnce wwith governing legislstion:

13 Certimcation: Signing
an False, fictitious, or fraud

vt Information may subject Me to o =

S report. | certify that it is true. complete. and accurate to the Dest of o ki

owiledge. | an avware that
nistrative penalities. (U_S. Code, Title 218, Section 1001}

& Twped or Printed Rame and Title of Authorized Certitying OTricial

©. Telephone (Ares code, numiber and

exten=ion]

. Email address

B, Signature of Authorized Certitying Orficial

o. Date Report Sukmitted (hanth, Doy,

~eard

FEOERAL AGENGY WOTE:
TEst o and ATUS T be FOo o thiis Snad repoet,

14 Agency use only:
Wiews resnarks ==

FTEs e

| Save J Save and Start wworkflovs
MNOTE: This is the FIMNAL report — This report should

wehich occurred up to the award expiration date. This
Sward expiration date for the purpose of completing grant close—out Sctivity.

Version 3.03
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Completing a Federal Financial Report

Accessing and Completing a SF-425A: Multiple Awards Report

A SF-425A can be submitted by any organization that has more then one active award in Grants Online. This

option will allow you to view, create, or replace a SF-425 Federal Financial Report Attachment for multiple awards
in the same organization.

Note: When creating a Multiple Award SF-425A report you can only include awards from
5 the same Federal agency. If you have awards with multiple agencies within
= Grants Online you will need to generate separate reports for each agency.
1. Select the “Award” tab, followed by the “SF-425A for Multiple Awards” link.

2. Ifthere are any existing multiple Award SF-425As already created, they will be listed at the top of the page
under the “Existing Multiple Award SF-425 Documents” section.

3. To create a new SF-425A, select the “ Start Date” of the reporting period from the dropdown menu.
4. Select “Create Multiple Award SF-425A."

Welcome to Grants Online Jane Lopez.

(Log off

» Manage

1ac Grants File - HADBOAR4170327 >3 SF-425A for Multiple Awards > Grants File - NAOGNMF4570303 >3 SE-425A: Multiple Award Cash Flow SF-425
Recipient Users

» SF-272A for

UL BV SF-425A: Multiple Award Cash Flow SF-425
» SF-425A for

Multiple Awards [JROH 2138617
» Search Awards Status: RecipientAuthorizedRepresentativeActions - In Progress

» Search Reports Go to SF-425A: Multiple Award Cash Flow SF-425 Details Pags >

This document currently has no tasks assigned to you.

» Workflow History

—Report Header Information

Report Period: N/A - 09/30/2008 Report Type: SF-425A Final Report: No
Due On: 10/30/2008 Submitted On: N/A
Accepted On: N/A Accepted By: n/a

Sub Documents

Warning! You are not able to create an SF-4252A for any financial reports with a report
period end date in the future. Also, you cannot include Final reports in a SF-425A.

If you attempt to create a SF-425A for only one award, you will receive an error message.
This option is only available for organizations with more than one active award in Grants
Online.

Version 3.03
11




5. The “Multiple Award SF-425A”" page is displayed. This page is divided into two sections, “Awards Included in
this SF-425” and “Awards Not Included in this SF-425.”

6. Use the boxes to the left of each row to select the awards to be included in the SF-272A.

7.  After the selections are made, select the “ Save” button. (The button shown in the picture below was
changed.)

Multiple Award SF-425A for
Virginia Institute of Marine Science

THIS DOCUMENT 1S LOCKED

SF-425A Instructions

I Awards Included in this SF-425: I

Remove|Award Number |Award (Award |Award CZM Project Title |Recipient Account Cumulative Federal Principal
Start [End |Status |Section| No. Cash Disbursement Investigators
MADEMME45703203 09/01/2006 02/28/2009 Accepted TEST RECORD 0.00 = Donna
- The Bilkowvic, Carl
Influence of Hershner
Spatial
Arrangement
of habitats on
Tidal Marsh
Fish
Communities
within Mobjack
Bay, Virginia
B MNADBNME4570248 10/01/2006 09/30/2008 Expired TEST RECORD p 550 857 47|~ Howard Kator,
- Comparing Kimberly
microbiological Reece
characteristics
of C.
ariakensis and
C. virginica
with respect
to uptake and
elimination of
bacterial and
wiral
pathogens in
situ.
A MAOFNMFE4540021 01/01/2007 12/31/2008 Accepted TEST RECORD 4 0.00|= John Graves
- Management
and Support
Services for
the Advisory
Committee to
the U.S.
Delegation to
the
International
Commission for
the
Conservation

Go to the SF-425 Details Page ==

[ cancol | print

Version 3.03
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Completing a Federal Financial Report

Awards Not Included in this SF-425:
E-425 reparts are not available forincl

|Award Numbe:

[] JADENM 5 10/01/2006 09/20/2008 Expired

te: Fioal

02/01/2008 09/30/2008 Expired

il

10/01/2007 09/30/2008 Expired

the SF-425A (full explanation).

TEST RECORD SF-425
- Comparing Cash
microbiclogical Flow
characteristics
oFC.

ariakensis and

C. virginica

with respect

to uptake and
elimination of
bacterial and

viral

pathogens in

situ.

TEST RECORD 5SF-425
- John A, Cash
Knauss Flow
Fellowship
Application -
Christopher

Hayes

TEST RECORD S5SF-425
- Identifying Cash
the bottleneck Flow
in eelgrass

seedling
establishment,

and strategies

for enhancing
recruitment

from seeds

Project Title |Report|Report|Report
Type |Stat

14 Howard Kator,
Kimberly
Reece

2 William Dupaul,
Lee Larkin

0 Robert Orth

8. The awards are now listed under the “Awards Included in this SF-425A” section.

Multiple Award SF-425A for
Virginia Institute of Marine Science

THIS DOCUMENT IS LOCKED
SF-425A Instructions

Awards Included in this SF-425:

(Award |Award [CZM

O

NAOENME4 09/01/2006 02/28/2009 Accepted

TEST RECOH
- The Bilk:
Influence of]
Spatial
Arrangemen
of habitats ¢n
Tidal Marsh
Fish
Communities
within Mobjgck
Bay, Virginiaj

vic, Carl
hner
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9. Scroll to the right side of the page and enter data into the appropriate fields for those awards that will be
included in the SF-425A report. All required fields are flagged with a red asterisk (*).

Multiple Award SF-425A for
Virginia Institute of Marine Science

SF-4284 Instructions

Awards Included in this SF-425:

Remove|Award Number |Award Award [CZIM Project Title |Recipient Account |Cumulative Federal |Principal
Start Status |Section No. Cash Disbursement |Investigators

MAOBMME4570303 09/01/2006 02/28/2009 Accepted TEST RECORD £ Donna

- The 0.00 , Carl
Influence of # 3
Spatial
Arrangement
of habitats on
Tidal Marsh
Fish
Comrmunities
within Mobjack
Bay, Yirginia

F MAODEMME45702458 10/01/2006 10/31/2010 Accepted TEST RECORD $ How ard F)
- Comparing BR(.857.47| fimberly
microbiological *
characteristics
of C.
ariakensis and
C. wirginica
with respect
to uptake and

10. Once all of the data has been entered, select the “Go to the SF-425 Details Page” link. If you are not

ready to proceed to the SF-425 details page, you have the option to save the data for later use by selecting

“Save.” Select “Print” to populate a printable .pdf version of the SF425A.

S0 to the SF-42E5 Details Page ==

| save | cancel | Print |

Version 3.03
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Completing a Federal Financial Report

11. The SF-425 form will appear. This form contains multiple sections of detailed Financial Report information,
including the fields that are locked and cannot be edited. Although some fields cannot be edited, all fields
should be reviewed for accuracy. The data in this form should be based on transactions for all awards

included on the SF-425A.

FEDERAL FINAMNCIAL RERPORT

(To report multiple arants, use FER Sttachment)

1. Federal faency and Orosnizstionsl Element 2. Federal Granmt or Other ldentifying Mumber Assigned by Federal Sasncy Page of

1o wihich This Repert is Submitted: (To report muttiple grants, use FRR Sttachment 1 =

pages

Department of Commerce o s s

5. Recipient Orasnization (Mame and complete address including Zin codel
Institute of Marine Science
Gloucester Point, “a 2306213456 USa

Aa. DUMS Mumber A B 5. Recipient Account Mumber or Identifying MMumber 5. Report Type 7. Basis of Lccourting

1sosis=213 srsvoss31 [

Suartery
Semi-annusl

Ammst

COeash [ acorus

Firal

5. Project/Sramt Pericd
From: (honth, Dey, v esrd To: (Month, Day, weard

danuary 01, Zoow December 31, Zoos

9. Reporting Period End Date
Cracrth, Day, wesrd

December =1, zoas

10. Transactions

Cumulstive

(Use lines a-c for single or multiple grant Feporting

Federal Cash (To report multiple grants. also use FFR Attachment):

eipts frarm the Nting == =[ |
£ I
=. Cash on Hand dine = minus b £0.00
(Use lines -0 Tor single grant reporting)
Federal Expenditures and Uncbligated Balance:
d. Total Federal funds authorized * ut == EI =R =]=] |
o Total Federal shars of expenditures ™ | ]
t. Total share of unliquidsted obligations * ES| |
O, Total Federal share Csum of lines = and T f0o.00
h. Unobligeted balance of Federal Tunds Cine o minus o so.00
+[E.o0 ]
J. Recipient share of expenditures ES| |
K. Remaining Recipient share to be prosiced Cine i minus i3 f0o.00
Program Income:
T £ ]
m. Program income sxpended in accordances with the deduction alternative +[ |
R e S B S s S T P RIS S S TS [ ]
o . Unexpended program income (line | minus line m or line N +O.00
o. Period From Period To (hMDD
2 Twes . Rate SrEaa = . Base =, mmount Charged T Federsl Share
. + 3 +
11 Inctirect I =1l 111 11 1| 1 i 1 i ]
Expense
+ + F3
[ ~] [ I ]I I 11 1|0 ]
_5 o Foee e

12. Remarks: aftach any explanations deemed necessary o
MNo recipient rermarks exist.

tformation reguired by Federal sponsoring sgency in compliance with governing legisistion

or Traudulent InFor mation s

<t e to cr i

it remerh T ooy et 18 tymey s ornpibtoomndaceprate fo fies Bast of ool neslestoe: Tanmmare S
] . i thee eI e (U S, Caae.: Trae Bi8, Section 1004

=, Twped or Printed Mame and Tile of Suthorized Certitying Official

©. Telephone (Ares cods, numiser and esxtension

o. Email sddress

k. Signature of Suthorized Certifying STficial

5. Date Report Submitted (Month, Day, wesar)

FEDERAL AGEMNCGY MOTE:
Cmsh Orr hand AUST be £0 for this finel reoort,

14 Agency use only
Wiew res

TS ForrTr TS RO wSHGSte o Srrdd Cornot e Forw Srgod to MNOAA, CHCKIRG The SSve B tiorn wilf Show walalation issues.

Save and Start Wworkflov:

MOTE: This is the FIMNAL report — This report should include ALL transactions pertaining to gramt activity
which occurred up to the award expiration date. This includes any transactions made after the

award expiration date for the purpose of completing grant close-out activity.

Version 3.03
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Saving and Submitting a Federal Financial Report
|

Once all the information has been verified on either the SF-425, SF-425A report, save the form and start the
workflow. Starting the workflow consists of routing the report through multiple approvals prior to sending it to the
appropriate Federal agency for review and acceptance, depending upon the role of the initiating user.

1.  From the bottom of the federal financial report form, there are several options available.

e “Save” — this option saves all information entered on the form without starting workflow.

e “Save and Return to Main” — this option saves all information entered on the form and also starts the
workflow process. The Financial Status Report will then be routed to the report creator for review and
approval.

e “Cancel” —this option returns you to the Federal Financial Report launch page. If this option is
selected prior to saving, all data entered will be lost.

e “Print” - this option generates a .pdf, printer-friendly version of the report.

Click here to use the long wersion of this form

2.  Select“Save” to capture all data entered and validate the form.

3. If there are no validation issues found, select “ Save and Return to Main” to start workflow. A review task will be
sent to the creator’s inbox for review.

Note: When saving the report, the data is validated against Cash Receipts (drawdowns) and Federal
Funds Authorized in DOC'’s accounting system (CBS). Selecting “Save” validates the form. If the form

E is not validated, it cannot be forwarded to DOC. Upon selecting “Save” any validation issues will be
displayed at the top of the page in red. Currently the validation functionality is only in place for NOAA
awards.

Version 3.03
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Completing a Federal Financial Report

4.  Selectthe “Inbox” tab, followed by the “Task” link.
5. Select the “View” link, next to the review task.

- —r S ——

- - . -~ .;_  Tr— » — =
Nm f ol 1 Account System
Inbox n Award j Management | Administration

veeiwme to Grants Online Jane Lopez.

Manage
Certifications

——e

Log Of

Advisories Search Awards =2 Search Reports 2 Advisories 2> SF-260: Financial Status Report - NA160P 1487 >3 SF-269: Financial Status Report - FINAL - NAOH

Archived
MNotifications

MNotifications Your Tasks

Send

Document Type Status
Message

IAII j IOpen j Apply Filter ==

r Task

Mamamomannt

2 items found, displaying all items. 1

» Tasks iew Document|Task |[Start Date|Document|Task JAward Number |ProposallApplicant
Mame Id Id Number |Name

Mot SF-269: Review 2080242 464471 NAD4MNMF4550390 15135 Yirginia
Started Financial SF- Institute
Status 269 of Marine
Report Report Science
WiEw In SF-269: Review 04/18/2007 2080240 464301 MA16OP1487 W Wirginia
Progress Financial SF- Institute
Status 269 of Marine
Fepart Fepaort Science

6. The Financial Status Report launch page will appear. The action dropdown menu will contain the following three
options:

e Forward SF-xxx Report to Agency — This option forwards the report to the appropriate Federal agency
for approval. (This option is only available to users that have the Authorized Representative or
Business/Finance Representative-Submitting roles. If you do not have one of these two roles, only have the
next two options will be available to you.)

e Forward SF-xxx Report to Authorized Representative — This option routes the report to all internal
authorized representative for approval prior to the report being submitted to the Federal agency. (If there
are more than one Authorized Representatives in the organization, only one needs to act on this task.)

e Review/Edit SF-xxx Details — This option opens the report details page for review. The document is not
locked and revisions can be made prior to sending for approval.

SF-425: Federal Financial Report - Cash Flow - NAOGNMF4570303

Id: 2141890
Status: RecipientAuthorizedRepresentativeActions - Mot Started

Action: |Please select an action =

Your Comments:  please select an action
Forward SF-425 Cash Flow Report to Agency
Rewview/Edit SF-42E5 Cash Flow Details

Spell Check

Version 3.03
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Note: For a Multiple Award SF-425A you will have options to Review/Edit both the SF-

@ 425A and its associated SF-425. (See screen shot below.)

SF-425A: Multiple Award Cash Flow SF-425

Id: 2141889

Status: NS4 RecipientAuthorizedRepresentativedctions - In Progress

Action: Please select an action =
PR o Please select an action

Forward Multiple award SF-425 Cash Flow Report to Agency

Reassign Multiple Award SF-425 Cash Flow Report

Review/Edit Multiple Award SF-425 Cash Flow Details

Spell Check

7.  If you wish to review the data, select the “ Review /Edit SF-xxx Details” option from the action dropdown menu,
then click on “Submit.” (Note: The screen below is only a portion of the entire Financial Status Report form.)

8. Review and/or edit the report and select “ Save and Return to Main” once complete.
9.  You will be returned to the Financial Status Report launch page.
10. Select “Forward SF-xxx Report to Agency” from the action dropdown menu, and then click on “ Submit.”

SF-425: Federal Financial Report - Cash Flow - NAO6NMF4570303

Id: 2141890
Status: RecipientAuthorizedRepresentativeActions - Mot Started

Action: |Please select an action ~
Your Commentls: Please select an action

Forward SF-425 Cash Flow Report to Agency
Rewview/Edit SF-425 Cash Flow Details

Spell check

Save Comment

Version 3.03
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Completing a Federal Financial Report

11. Awarning message will appear, select “ OK” to proceed.

Microsoft Internet Explorer x|

@ The action wou are about to perform cannok be easily undone and might require help-desk assistance, Are you sure

wou wank bo continue?
Cancel |

If you do not have the role of Authorized Representative or Business/Finance Representative-Submitting, you must
select “Forward SF-xxx to Authorized Representative” for review and approval. The Authorized Representative for your
organization will receive a task entitled “Review SF-xxx Report.” This task will allow the Authorized Representative to
access the task via the Task Inbox, and to review, edit and approve the financial report. After reviewing the report, the
Authorized Representative will have the option to “Forward SF-xxx Report to Agency” from their action dropdown menu.

Warning: The Forward to Agency workflow action carries the legal weight of a wet-ink
signature.

Once the report is forwarded, there are two possible workflow routes. If there were comments entered into the
“Remarks” field on the form details page, the report will be sent to the Grants Management Division for approval. If there
were no comments entered, the report will automatically be approved and you will be sent a natification to that effect.

If a report requires Grants Management Division approval, a notification will be sent to you upon approval. If you do not
receive notification of approval of the report within 30 days, please contact the Grants Online Help Desk for further
assistance.

Version 3.03
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Accessing and Reviewing Financial Reports from the Grants File page

The section below reviews the process of accessing Financial Reports from the grants file page and
replacing reports.

1. Select the Awards tab, followed by the Search Awards link from the left hand menu.

— - S —

System
Administration

J-\cc:}u nt
Management |

e -
NSAA
o AR Application JBRCAUETE
Erants Cnfine

welcome to Grants Online Jane Lo, .

Certifica

Manage Advisories = Multiple Award SF-272A for Yirginia Institute of Marine Science > SF-27
Her e S SE s Grants File - NAGINMEASF0422 > bMultiple Avrard SF-272a for ¥irginia Institute of Marin
SF-2724A for

Multiple Awvards

Search Awards Manage Awrards

Search Reports - Manage Recipient Users -

The Manage Recipient Users feature allows you to manage responsib
Administrator, you can modify or disassociate users within vour orga
changes to Principal Investigators regquire an approved award Action
Action Request.

2. Enter the Award Number, followed by selecting Search.

Note: If you do not know the Award number, select Search without entering any search criteria. This will return all
awards for which you are designated as a representative.

Search Awards

Recipient Mame: | |

Award Mumber: |D4nmf46302 |

T

Please use the above fields to narrow down your search,
Award Number Searches are not case-sensitive, and award numbers can be partially filled in to get all matching results.

3. The search results will populate at the bottom of the page. Locate the Award number and click on
the actual Award Number link to access the Grants File page.

Search Results

93 items found, displaying all items.1

Award Number |OrgID |Recipient Name Project Title
Status

N.&D4NMF455E|39! 1000516 'v'irg_inia In;titute of Resn_earch Program: FY 05 Yirginia Cooperative Accepted
Marine Science Mari. ..
HA04MME4550410 1000516 Virginia Institute of Enhanced Education and Training of Under-  Accepted
Marine Science represent. .,
HAOSHME4540022 1000516 Yirginia Institute of Administrative and Travel Management Accepted
Marine Science Suppaort for t...
Version 3.03
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Completing a Federal Financial Report

4. The Grants File page will be displayed. Scroll down the page and locate the section entitled,
“Financial Reports.” All financial reports including SF-425s, SF-425As, SF-269s, SF-269As, SF-
272s, and SF272As will be located here. Also listed under the “Status” column is a description of
the reports condition such as “Delinquent”, “Submitted”, “Accepted”, etc. If an organization uses
the SF-270 form for payment it will also be included in this section of the page.

Grants File - NAOGNMF4570303

Id: 2051623
Creator: System Account Create Date: 06/28/2006
Status: Accepted Status Date: 03/29/2006

Last Edited User: System account

Action: [Flease select an action =l

Your Comments: -

& Cormrment

[3 Attachments:

—Grant Information

CFDA 11,457 Award 09/01,/2006 - Program Fisheries Chesapeake B
MNumber: ! Period: 08/21/2008 Office: Office (CBPO)
Pru_gra.rn Derek Orner Prugra.m Ctficen 4102675676 Prug_r.am eficey test@aa.com
Officer: Phone: Email:
otolisdanal £167,745.00 Total Non Federal ., o g op Multi-Year: Mo
Funding: Funding:
Organization Name: Yirdinia Institute of Electionle ves ASAP Recipient: ves

Marine Science Recipient:
(RS Rt_apnrt Semi-annually S§F-272 Frequency: Semi-annually SF-269 Frequency: CemprEEmEE = @ i
Frequency: report is not required
E':_a' Reports Dus o0 onng Closeout Date: MAA
Project Title: The Influence of Spatial arrangement of habitats on Tidal Marsh Fish Communities within Mobjack Bay, irginia

Sub Documents

T e

Avwrard 2052130 The Influence of Spatial System 038/29/2006 System Accepted 04/05/2007
Package arrangement of habitats 0... Account Account

Award File 2051625 The Influence of Spatial System 05/28/2006 System Accepted 06/28/2006
[u] Arrangement of habitats o... Account Account

Export options: Excel

Associated Documents

[Type

Avwrard 2070224 No Cost Extension - Maria 02/16/2007 Maria Gill 02/16/2007
Action without Invocation of Gill

Request Exzpanded...

Avward 2070525 No Cost Extension - Maria 02/16/2007 Maria Gill 02/16/2007
Action Invocation of Expanded  Gill

Request Author, ..

Export options: Excel

Financial Reports

T

SF-272: Federal Cash Transactions Report 2052542 09/01/2006 09/30/2006 10/30/2006 aAccepted N/aA
SF-272: Federal Cash Transactions Report 2079590 10/01/2006 03/31/2007 04/30/2007 Not [N
Delinquent

Progress Reports

fivpe _________________|io__|period start _[period End __|pue pate __|status __|
Performance Progress Report 2073458 09/01/20086 02/28/2007 03/30/2007 Delinquent

Export options: Excel
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5. To view the Financial Report details page, select the ID number next to the report that you wish to
view. When the launch page opens, select the blue link at the top of the screen guiding you to the
report details page.

Financial Reports

Period Due Date |[Status Amount
End Requested

09/01/2006 09/30/2006 10/30/2006 Accepted M/A

10/01/2006 03/31/2007 04/30/2007 Mot M/ A
Delinguent

SF-272: Federal Cash Transactions Report |20658549
SF-272: Federal Cash Transactions Report |2079550

Export options: Excel

Version 3.03
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Completing a Federal Financial Report

Replacing a Report

Any accepted Federal Financial Report (or Project Progress Report) for an open Award can be replaced with a
new report. Replacing a report consists of withdrawing the original report and replacing it with a new report. The
new report will be sent through the same approval workflow as all other financial reports. There is no limit on the
number of times a report can be replaced, but there are some basic guidelines to keep in mind.

e There is no need to replace old reports migrated into Grants Online unless there is a significantly wrong
“Cash on Hand" value in the federal financial reports.

e Only accepted reports can be replaced.
e Reports cannot be replaced on closed awards.

1. From the Grants File page, locate the report to be replaced under the “Financial Reports’ section.
2. Click on the ID number link affiliated with the report.

Financial Reports

Period Due Date [Amount
End Reguested
SF-425: 09/30/2008 12/29/2008 Accepted N/A

Federal
Financial

Report -

Cash Flow

SF-425A: 2138617 09/30/2008 10/30/2008 Withdrawn: N/A
Multiple RecipientAuthorizedRepresentativeActions
Award Cash - In Progress

Flow SF-425

SF-425A: 2141889 09/30/2008 10/30/2008 N/A: N/A
Multiple RecipientAuthorizedRepresentativeActions
Award Cash - In Progress

Flow SF-425

SF-272: 2081664 10/01/2006 03/31/2007 04/30/2007 Accepted N/A

Federal Cash

Transactions

Report

SF-269: 2124080 10/01/2006 09/20/2008 12/29/2008 Submitted: GrantsSpecialistActions - Not N/A
Financial Started

Status

Report -

FINAL

SF-272: 2102472 04/01/2007 09/30/2007 10/30/2007 Accepted N/A
Federal Cash

Transactions

Report

Multiple 2118234 10/01/2007 03/31/2008 04/30/2008 Accepted N/A
Award SF-

272A

Export options: Excel

3. The financial report launch page will appear.
4. Select “Replace Report,” from the action dropdown menu, followed by “Submit.”

SF-425: Federal Financial Report - Cash Flow - NAO6NMF4570248

Id: 2134914
Status: Accepted

Action: Please select an action v, m
Please select an action

Replace Report

View SF-425 Cash Flow Details

Your Comments:

Version 3.03
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5. A warning message will appear, select “OK” to proceed.

Microsoft Internet Explorer

2)

The action you are abouk ko perform cannot be easily undone and might require help-desk
wiou want o continue?

Ik Cancel

x|

assistance, Are vou sure

6. Upon selecting “OK,” you will be directed to your Task inbox and a message will be displayed showing the
action status.
7. A new task will be generated allowing a new report to be entered in place of the replaced report. Select the
“View” link next to the new task.
Your Tasks
REprICEREpUTT IS ToMpTeT e
Document Type Status
7 items found, displaying all items.1
[Date 1d Number [Name Federal Federal
Fundin Fundin
Not SF-425: Review SF-425 2142017 1376068 NAOGNMF4570248 N/A Virginia N/A $168,020.00 TEST RECORD FY2006
Started Federal Cash Flow Institute - Comparing  Non-native
Financial Report of Marine microbiological Oyster
Report - Science characteri. Research
Cash Flow Program
only
8. The financial report launch page will be displayed. From the action dropdown menu, you will have the option
to review/edit the original report that was submitted.
Multiple Award SF-272A for Virginia Institute of Marine Science
Id: 2080289
Creator: Jane A, Lopez Create Date: 04/23/2007
Status: Mot Delinguent: RecipientFinancialRepresentativeactions - Not Started Status Date: 04/23/2007
Last Edited User: Jane &, Lopez
Action: IF‘Iease salect an action
Your Comments: Reu?ew/Ed?t SF—2?2 Details_ =
Review/Edit SF-2724 Details |
—
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Completing a Federal Financial Report

9. Notice that the status of the financial report on the Grants File page will be updated to reflect the

replacement. The status will change from “Withdrawn” to “Replaced” upon acceptance of the replacement
report.

Financial Reports

Tvpe Period Period Due Date (Status
Start End

SF-425: 2134914 09/30/2008 12/29/20Q8 Withdrawn N/A
Federal

Financial
Report -
Cash Flow

SF-425: 2142017 09/30/2008 12/29/2008 N/A: N/A
Federal RecipientAuthorizedRepresentativeActions

Financial - Mot Started
Report -

Cash Flow

Note: During the transition to the new form (SF-425), if for some reason a reports such as an SF-272, SF-269
that was submitted previously needs to be replace the same reports will be use to make the correction.
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Creating and Submitting a SF-270 Request for Advance or Reimbursement

Warning: The SF-270 form should only be used by organizations which are unable to
utilize the Department of the Treasury’s ASAP system to draw down their
funds. SF-270 forms submitted by organizations which should be using ASAP
will be rejected by the Department of Commerce.

1. Select the Awards tab, followed by the Search Awards link from the left hand menu.

-

NSAA
x Application JECAUETE

Erants Online

VWelcome to Grants Online Jane Lo, ..

Manage Advisories == Multiple Avard SF-272A for Yirginia Institute of Marine Science = SF-27
Recipient Users 5 ~ FEE s =
Grants File - NAGANMFA570422 >3 dultiple Avrard SF-272A for ¥irginia Institute of bMarin

SF-272A for
Multiple Awvrards
Manage Awards

Search Awards

Search Reports - Manage Recipient Users -

The Manage Recipient Users feature allows wou to manage responsib
Administrator, you can modify or disassociate users within your orga
changes to Principal Investigators require an approved award Action
Action Request,

2. Enter the Award Number, and then click on the Search button.

Note: If you click on “Search” without entering any search criteria the system will return all awards to which you
have access.

@

Search Awards

Recipient Name: | |

Award Mumber: |D4nmf46302 |

T

Please use the above fields to narrow down your search,
Award Number Searches are not case-sensitive, and award numbers can be partially filled in to get all matching results.

3. The search results will populate at the bottom of the page. Locate the Award and click on the Award Number
link to access the Grants File page.

Search Results

98 items found, displaying all items.1

Award Number |OrgID |Recipient Hame Project Title Awiard
Status

N.-‘-'«IZI4NMF455I339 1000516 Yirginia Institute of Research Program: FY 05 Yirginia Cooperative Accepted

Marine Science mari.

MAD4HME4550410 1000516 Yirginia Institute of Enhanc:ed Education and Training of Under-  Accepted
Marine Science represent. .,

MADSMME4540022 1000516 Virginia Institute of Administrative and Travel Management Accepted
Marine Science Support for t...
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Completing a Federal Financial Report

4. The Grants File page will be displayed. From the “Action” dropdown options, select “Create SF-270", then
click on the “Submit” button.

Grants File - NAOSSEC4690025

Id: 2104645
Status: Accepted

Action: Please select an action o m

|Please select an action

Your Comments: [create Award Action Request i
Create SF270

View Accounting Details

View/Manage Award-related Personnel

5. The SF-270 launch page will be displayed. Click on the “Go to SF-270...Details Page” link to access the
form for data entry.

SF-270: Request for Advance or Reimbursement - NAOBSEC4690025

Id: 2111085
Status: N/A
Go to SF-270: Request for Advance or Reimbursement Details Page ==

This document currently has no tasks assigned to you.

3 Attachments:

Report Header Information
Report Period: MN/A - N/A Report Type: SF270 - Standard Version Final Report: No
Due On: N/ & Submitted On: N/A Amount Requested: $0.00

Accepted On: N/A Accepted By: N/A
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6. The funding request data fields will not be available until the “1. Type of Payment Requested”
field on the first page are entered and the “ Save” button is clicked. (See screen shot below.)

—Grant Information

CFDA 11.469 Award 10/01/2007 - Program USEC One NOAA Program Office
Number: ’ Period: 09/30/2009 Office: (ONPO)
Pru_gram Noaa Student BroqranaCificey 301-555-1212 Prug_ram Citicen testemail@atlas.rdc.noaa.gov
Officer: Phone: Email:
Total Non
iotalipcderal £10,000.00 Federal £0.00 Multi-Year: No
Funding: .
Funding:
Organization Teiills o Electronic
Na?m:' Congressionally Mandated Redipient: Yes ASAP Recipient: Mo
: Research (ICMR) p )
Progress Report = SF-272 Not Required - Not _ . Comprehensive - a final interim
Frequency: TETARILE Frequency: ASAP - Use SF-270 P FrETEnEE report is not required
Rinal[Re poits 12/29/2009 Closeout Date: N/A
Due On:
Project Title: Generating Motifications for Grantee Samples

Request for Advance or Reimbursement - NAOS8SEC4690025

1. Type of Payment Requested” (a.) Oadvance OReimbursement | (b.)* OFinal O Partial

2. Basis of Request™ O Cash O Accrual

3. Federal Agency and Organzation Element to Department of Commerce/NOARA
Which Report is Submitted

4. Federal Grant or Other Identifying Number Assigned by Federal Agency NADSSEC4590025

5. Partial Payment Request Number For This Request 0
6. EIN Number 123456789
7. Recipient Identifying Number |NOAA |

or Account Number

8. Period Covered By This Request ~ | | - | |
(MM/DD/YYYY - MM/DD/YYYY)

9. Recipient Organization
Institute for Congressionally Mandated Research (ICMR)
123 Main St, Kansas City, KS 12345

10. Payee Where payment is to be sent if different than item 2

Please select a Type of Payment and Press 'Save'

Name: | |

Address:

SF-270 Instructions

Save and Certify Print Report
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Completing a Federal Financial Report

7. Depending upon which selection is made for “1. Type of Payment Requested”, one of the two links below will
appear on the screen above the “SF-270 Instructions” link.

a. Forthe “Advance” option the “12. Alternate Computation” link will be displayed:

10. Payee Where payment is to be sent if different than item 9

MName:

Address:

I 12, Alternate C-:=m|:=utati-:=|‘||

SFE-270 Instructions

m Save and Certify m Print Report

This link leads to the following details screen:

Alternate Computation

3. Federal Agency and Organzation Element to 4. Federal Grant or Other Identifying Number Assigned by Federal Agency
Which Report is Submitted

Department of Commerce/NOAA NAOSSEC4590025

6. EIN Number 8. Period Covered By This Request
123455789 10/01/2007 - 12/31/2007

12. Alternate Computation for Advances Only Total
a. Estimated Federal cash outlays that will be made during period covered by the advance S|0.00 |

b. Less Estimated balance of Federal cash on hand as of beginning of advance period S|0|00 |

c. Amount requested (Line a minus fline b) s|0.00 |

m Save and Return to Main

Fill in the data entry fields and press “ Save and Return to Main” to return to the previous screen.
The “Save” button will save your data but keep you on this screen.
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b. Forthe “Reimbursement” option the “11. Computation” link will be displayed.

10. Payee Where payment is to be sent if different than item 8

MName:

Address:

| 11. Computation |

SF-270 Instructions

m Save and Certify Print Report

This link leads to the following details screen:

Computation

3. Federal Agency and Organzation Element to 4. Federal Grant or Other Identifying Number Assigned by Federal Agency
Which Report is Submitted

Department of Commerce/NOARA NADSSEC46590025

6. EIN Number 8. Period Covered By This Request
123456782 10/01/2007 - 12/31/2007

11. Computation of Amount of Reimbursements/Advances Requested

Program/Functions/Activities Total

a. Total program outlays to date (as of date) | |s|0.00 |S|0.UU |
b. Less Cumulative program income S|0.00 |5|0,00 |
<. Met program outlays (Line a minus line b) S|0,00 |5|0.00 |
d. Estimated net cash outlays for advance period S|0,00 |5|0,00 |
e. Total (Sum of lines c and d) 5|0,00 |s|0.00 |
f. Non-Federal share of amount on line & S| |s| |
g. Federal share of amount on line e glo.00 | s[0.00 |
h. Federal payments previously requested S|0,00 |5|0,00 |
i. Federal share now requested (Line g minus fine h) S|g,00 |5|0,00 |
j. Advances required by 1st Month S| |S| |
month, when requested by

Federal grantor agency for 2nd Month 5 El |
;Zi;:cn;iklng reschedulued 3rd Month s| |S| |

m Save and Return to Main

Fill in the data entry fields and press “Save and Return to Main” to return to the previous screen.
The “Save” button will save your data but keep you on this screen.

Notes: 1. The data fields for “l.” have been grayed-out because they are not used at DOC.
2. You only need to enter data into the first column. The system will calculate the
totals.

=
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Completing a Federal Financial Report

8. When you return to the main details page, be sure to fill in all the rest of the required fields if you have not
done so already. The required fields are indicated with an asterisk (*).

9. Once all of the required fields have been completed, press the “Save and Certify” button at the bottom of the
page.

SE-270 Instructions

Save | —Sove and certiiy —| Cancel ] _print Report |

10. On the next screen certify the form by clicking on the “Agree — Start Workflow” button.

Certification

I certify to the best of my knowledge and belief that the data on the

reverse are correct and that all outlays were made in accordance with
the grant conditions or other agreement and that payment is due and

has not been previously requested.

Agree - Start Workflow m

11. A review task will be placed into your inbox to begin the submission process of sending the form to the
appropriate Federal agency. Follow the steps on page 24, Steps 4-11 to complete the submission process.

NOTE: We encourage all United States recipients to sign up for ASAP to expedite the process of receiving your
funds.

For additional assistance or questions, please contact the Grants Online Help Desk at
1-877-662-2478 or via email at grantsonline.helpdesk@noaa.gov.
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