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_/—"_ Course Overview

* The purpose of this course is to describe the processes and transactions that support claims and progress

reports within ezFedGrants.

* This course is also designed to help users understand where to find help and training materials.
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« Session is being recorded and will be available for attendees after the session within the Teams chat.

« Transcripts are also provided.

(1] Thursday 2:45 PM Meeting ended: 3h 24m 38s

ezFedGrants Agency Training

Tuesday, October 15, 2024 12:00 PM - 2:00 PM View recap

Content

»=| Transcript B! Internal I_Access-Intro.pptx ~ +2 & 3 recordings °
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i Participation

at the People’s Department

« Participation is encouraged!
» Feel free to ask questions in the Chat or in the Q&A section of Teams.

« Raise your hand or React in Teams.

H & & & ©

Q&A People Raise React
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—/"_ How to Get Answers to Your Questions FMMI

Login.gov

* For Login.gov, call (844) 875-6446. Operating hours are 24 hours a day,
seven days a week.

* Login.gov: (844) 875-6446, Login.gov FAQs

ezFedGrants

* Contact the ezFedGrants Help Desk: ezFedGrants-cfo@usda.gov

* Training Schedule eFG Training Schedule

* Recipient job aids: Job Aid Library

Bookmark or favorite these links!


https://www.login.gov/contact/#find-answers-to-commonly-asked-questions
mailto:ezFedGrants-cfo@usda.gov
https://www.usda.gov/ocfo/ezfedgrants/efg-training-schedule
https://www.usda.gov/ocfo/ezfedgrants/using-ezFedGrants-job-aid-library

USDA
i Job Aid Library

e Access this site for support.

* Includes job aids, training session records
and other useful information.

e Using ezFedGrants: Job Aid Library

The Office of the Chief
Financial Officer (OCFO)

About OCFO
Plans and Reports

Federal Financial Assistance

Policy
Travel Express
ezFedGrants

About ezFedGrants

eFG Training Schedule

FAQ and General Information

Using exFedGrants - Job Ald
Library

Access & User Roles
eFG Training Sessions

The Grants Process - Job Aid

FMMI

Transforming Financials
at the People’s Department

Using ezFedGrants: Job Aid Library

& Access & User Roles

= ¢bh [raining Sessions Content



https://www.usda.gov/ocfo/ezfedgrants/using-ezFedGrants-job-aid-library

Module 2
Create and Submit Claims




(UNYBJAN Module 1 — Create and Submit Claims FMMI

= | Objectives r——

After completing this module, you should be able to:
* Create a claim in ezFedGrants

 Submit a claim in ezFedGrants

11



USDA Create and Submit Claims FMMI

Prerequisites E—

at the People s Departme nt

= Access to ezFedGrants.

= User role with permissions to create and/or certify
(digitally sign) claims.

= Agreement must be in active status.
= Previously claims must be one of the following:

= Certifying Official (CO) digitally signed,
submitted claim to USDA agency

= (Claim is cancelled

= Performance and financial progress reports
submitted to USDA agency and not overdue.

12
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Claim Types

at the People’s Department

* There are various types of expenses within claims.
* For example, personnel, equipment or supplies.

A Cost Element is a type of account.

14. Requested Amounts by Cost Element
Indirect Requested
Cost Elerment Disbursed Amount Open Balance Direct Requested Amount  Amount Total Requested Amount
Contractual £0.00 $0.00 ||
Personnel $0.00 $0.00 ||
Fringe Benefit $0.00 $0.00 ||
Domestic Travel £0.00 $0.00 ||
Foreign Travel $0.00 $0.00 ||
Equipment $0.00 $0.00 ||
Supplies £0.00 $0.00 ||
Printing $0.0 5000 ||
Other $0.00 50.00 ||
Total Indirect Cost
Requested
Totals £0.00 £0.00

13



USDA Recipient Claim Review FMMI

at the People s Departme nt

What is the claim review process?

1.

s W D

o

Certifying Official (CO) reviews claim for adherence to Agency procedures and accuracy.
CO submits to the Agency.

If CO returns, it goes back to claim processor for changes and resubmittal.

Once submitted, the claim is routed to USDA agency for approval.

Agency reviews and approves the claim.

An invoice is generated, and claim data is sent to FMMI Accounts Payable (A/P) to pay.

Claim status in ezFedGrants is paid.

~ : . If Returned, Agency Invoice and
CO Bemews CO Submits Back to Claim Routed to Reviews and Payment in ezFedGrants
Claim to Agency ST USDA Agency Approves EMMI Paid Status
14



= Training Data

at the People’s Department

« Data used in this course is a representative sample for
training.

» ezFedGrants data varies based on agency and scenario.

* However, the navigation and how system works is the same.

15
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= | Getting Started

at the People’s Department

Carefully review and w ezFedGrants

complete the forms!
Home

Home
Some screenshots may
display only a portion of the Opportunities
screen. Scroll, as needed.

Applications b
Actionable Items
1. Access ezFedGrants Agreements
Home screen. Category
Amendments | hd

2. Select Claim > Create
Claim.

1 Search Claim

Create Claim

APP-5386 Application

Claims
won 1D Transaction

Reports

16
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= | Search Agreements P ———

at the People’s Department

The Search Agreements screen opens with Search Criteria fields.
1. Enter agreement information for the claim.

2. Click the Search button.

Search Agreements

Search Criteria

FAIN Project Title Period of Performance Start Date Recipient Contact Name
NR18NRCSCENTG002 M/dlyyyy & |-| Mrdryyyy B wa 2

Period of Performance End Date Status

Midryyyy Bl midlyyyy B awarced

17



_/""_ Create Claim Link B o e

at the People’s Department

1. Locate agreement in Search Results.

2. Click Create Claim link to initiate claim creation.

Search Agreements | [ |

Ssarch Criteria
FAIM rrbﬂi_l Tl Pevwd ol Perlarrmands Sas Date mﬂﬂl Cantact Name

KR EMRCSOENTIC00) =
Peregd of Performance End Datd P

' " B pngrmes
Search Results

A St Pregect Tile Reggmevet omtat Puavar Peviormands S Date Perforrmans [nd Date Tl Py ad Aorsmisrd) Arcmast At

s 0 o e
1 BNRCSCENTGO02 Awvarded Is""""“‘“'s’*' Comsarvamion Mark Davs a7 N7 $450.00 _

18
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= | Request for Reimbursement (SF-270) T

S’ at the People’s Department

What is a SF-270?

e ASF-270 standard form is a request Create Claim CLM- 2626

for advance or reimbursement.

e The first tab of the Create Claim
screen is the SF-270 claim form. 1. SF-270 2. Signature 3. Attachments

19



Transforming Financials
at the People’s Department

— Standard Form 270 (SF-270)

* Once the Create Claim screen opens, the SF-270 appears.

« The SF-270 form is prepopulated with information from the agreement.

Create Claim CLM-2526 Erink e Lance m

1. SF-270 2. Shpnualuare 1. Aftachments

Llnirm IRformatisn.

1a. Request for Advance of Reimbursement « 1b. Type of Payment Requested: « 2. Basis of Request
ADVANCE FINAL CASH
REIMBURSEMENT PARTIAL ACCRUAL

20



USDA [N, FMMI

Transforming Financials
at the People’s Department

« Gray fields are pre-populated from the agreement and cannot be edited.
« Grey fields could also be automatically populated later in the procedure.

* An entry can be made within white fields.

Grey Fields White Fields System Required Fields

Not Editable Entries Can be Made Red Asterisk by Field
Automatically Entered or
Mot Determined Yet

l:lﬂ x

21
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Transforming Financials
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/‘———
= Advance or Reimbursement

* Notice that, for recipients, the Reimbursement is highlighted and cannot be changed.

» If you need an Advance, contact your agency and they can help you request it.

Create Claim CLM-2526 | Pt ] vy ]I Cancel

.52 7. Spnatie

LIS IRESrrm At iei:

14, Requett for Advante of Bbedmbursemsent « 1b, Type of Payment Requested: « 2. Bath of Request
ADVAMNCE Fital CASH

REIMBURSELENT PARTIAL ALCHLIAL

22
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_/“' Type of Payment Requested el VR

"’“‘ at the People’s Department

» For the required field 1b. Type of Payment Requested, select either Final or Partial
* Finalis the last payment for the program, when it has ended.

e Partial is when funds are requested during the program, while in progress.

Create Claim CLM-2526 it J| swve || conee ]m

1. 55270

Claim Information:
1a. Request for Advande of Reimbursement * 1b. Type of Payment Requesied » 1. Bash of Regueit
ADRAMNCE FINAL CASH

RE RS ELE T PARTLAL ACCELAL

23



Accounting Basis

There are two options for the accounting basis.

Accruals (Transaction Occurs)

* Records revenue or expenses when a transaction
occurs.

* Not when payment is received or made.

Cash (When Cash Received)

* Revenues and expenses recorded when cash received
or paid and not incurred.

24

Transforming Financials
at the People’s Department



Transforming Financials
at the People’s Department

——=—=de=="1 Cash or Accrual
e

In Box 2 Basis of Request, select either Cash or Accrual.

Create Claim CLM-2526 EEiee

1.5-270 2. Signature

Clamm information:

1a. Request for Advance or Reimbursement « 1b. Type of Payment Requested: « 2. Basis of Request
ALDVANCE FIMAL CASH

REIMBURSEMENT PARTIAL ACCRIUAL

25



= Period Covered by This Request

* In Box 8 Period Covered by This Request,

enter From and To fields.

» These dates must fall within the Period of
Performance (POP) dates for agreement.

* Click Calendar icon in each date field.

* Or type the date in the following format:
MM/DD/YYYY.

26

Transforming Financials
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Create Claim CLM-2526

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

NR18NRCSCENTG002
5. Partial Payment Request Number for this Request

8. Period Covered By This Request
* From . To

8/1/2019 | | mrdnyyyy =

AGRICULTURE

/ OF NEW JERSE SCIENCE DEPT2 RESOURCE

6. Employer Identification

1'




USDA Cost Elements FMMI

at the People’s Department

Cost Element

Personnel
* Cost elements describe the type of expense.

Supplies

* They are tied to G/L accounts within the system. .
Construction

* The list of cost elements vary depending on the agreement. Fringe Benefits
_ _ Equipment
* Some agencies put all balances in Other.
Contractual
* However, you should list expenses in their appropriate category. oth
ar

Indirect Cost

27 Total




i Direct and Indirect Requested Amounts

1. Enter requested amounts in Direct Requested Amount and Indirect Requested

Amount columns.

2. Enter values for each Cost Element row for the claim.

Transforming Financials
at the People’s Department

_ll-. Beguestesd Ameaunty by Coat Cherment

LA D Pt arnid] AeTaii T G Bl Raras Eagpats i Aemagnarg Imglingrt Segergnid AToaare Totl Sagasgned Ramgiarg
— a0 | w00 | § 5 3000
Supples 50,00 $0.00 :5 :s $0.00
Po— 000 w000 [ 5 8103
Frimgs Barafins %000 sam0 | s 5 50,00
Ilq-'m—-.: 5000 som |5 5 80 ()
Comrrarrin £1.00 s105000 | 1 soooo | ||s £500.00
| Ot s0.00 | som |3 I 8 )
Inctirest Copt $0.00 $220.00 s SO0
[ rotat 13100 450000 3100 §5:000 1 |

20
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i Budget Amounts

FMMI

Transforming Financials
at the People’s Department

The amount requested for
an individual cost element
can exceed the budgeted
amount allocated to that
line.

However, total amount
requested for the entire
claim cannot exceed the
total current open balance
on the agreement.

Total
Claim
Amount
Requested

29
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i Review and Confirm

Transforming Financials
at the People’s Department

1. Confirm all dollar amounts are entered.

2. Click Next at the top of screen.

Create Claim CLM-14168 print | [ save | [ withdraw | [ Close | |
14. Requested Amounts by Cost Element a
Cost Element Disbursed Amount Open Balance Direct Requested Amount Indirect Requested Amount Total Requested Amount
Personnel $0.00 $0.00 ||$ $ $0.00
Supplies $0.00 $0.00 ||$ 500.00 $ $500.00

30



e Second Claim Stage: Signature

at the People’s Department

* The second step of claim creation is signature stage.

« A primary certifying official must be selected for Claim in the Primary Certifying Official field.

» A secondary certifying official can also be added.

» Any user can be a Certifying Official, regardless of her/his permanent role.

31



= | Certifying Official Overview (1 of 2) FMMI

Transforming Financials
at the People’s Department

» Certifying Official (CO) is a temporarily Temporary
assigned role. Raole

* In contrast, the Signatory Official (SO) role is
a permanent user role.

* COroleislinked to one specific business
object (such as a claim).

« CO assignment is not the same as the SO
user role for an organization.

32
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Transforming Financials
at the People’s Department

= | Certifying Official Overview (2 of 2)

« Assigning at least one Primary Certifying Official is required.
» This can be yourself or any other user with ezFedGrants access in the organization.

» All assigned COs need to sign off prior to a claim being submitted to the agency

Prt Lt Cancl €4 Freviws

Create Claim CLM-2531

Lapatae it

Sipnature

Select o Cortyng Ol by rypeng thesr navme o the appropriate feld. s you type, 8 fas of manching namet will appear below the Field (you may seed 1o press the down arrow o yoor
loryboard to dapliy the lst]. Chck the appropriste Certifying OMcial's naemt whin it sppears on the [t of matches. Phease note that the uier must be repiatened in exfedleants. You can select
yoxarsef a1 the Cortifing Offcial

Cortifyimg Oficial is cptional. Netlfiaton and work igerms will bt 1ot to each Certifiing Oficial selectod bere,
Certdfyiryg Offcipd
d - Cleas

33
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= |

1.

Begin typing
username of the
individual to assign.

System generates a
list of suggested
usernames as the
field is entered.

Click username in the
list when the relevant
username displays.

Select a Primary Certifying Official

Transforming Financials
at the People’s Department

Create Claem CLM-2531

§ mprasar

feprature

Sarbrt o Cartiiymg Dol by typing ther rusra ints S apgrspriate Sl Aa piotyper o lat of mutching samat well spgeae Bnkoa the furld (s may rnd 22 prevt S down gerpm £ e
ryeard 18 daglay B lel (leh oo mprrepeute Corofyrag OFoal s same whaet i a6 0 B2 of mutciet b ftr 052 00 wiib? =t be repatennd m e ndoranes Toy Gt datie
pienrd i oo ey Ol

| Frympay it Ol e bt srinmed Tiak Saie ey Cormifpimp Mo 0 epta]. Moo P st ad meet io0ms aall br 362 08 pach (oreifprg OFcud wHinmed betre.
|-|'l'.|-.,|.-' I:H.I_n-: Ol e i o fﬂ‘ﬁ'ﬂ: Mo
e T Qe ] q a

Note: For a full list of all users available to sign, click the magnifying glass or Search icon.

34




_l__J___SDA Creating Claims FMMI

= | Signature Stage Complete & e

at the People’s Department

* Click the Next >> button to advance.

» Located at top right-hand side of screen.

reate Claim CLM-2531 prin o || Cacel || scPreviows

1, SF-XI 2. Sipnature 3, Astachments

Signature
Select » Certifying Official by typing their name into the appropriste field. As you type, & st of matching narmes will sppear below the field (you may need to press the down amow on your
keyboard to displey the lnt). Chick the appropriate Certifying Official's name when it appears on the lnt of macches. Please niote that the user must be registered in exfedGrants. You can seleat

yourself as the Certifying Official

35



Third Claim Stage - Attachments

at the People’s Department

= Stage three, the final stage of claim creation, is the attachments stage.
= Attachments are not system required when submitting a claim.

= However, an organization or awarding agency may require attachments with a claim.

Create Claim CLM-2531 IR - ]

e D

Lint of Attached Filey

36
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Transforming Financials
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i Attachments

Create Claim CLM-2531
To add an attachment:

1. Select Click Here to Attach 4 1. 58210 < 1. Signature 3. Attachments
Files link within List of

Attached Files section.
List of Attached Files

2. The Add Attachment

. f
window opens. Lo . S

M sELsc hameemiby

| ooy

37
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i Adding Attachments -

b A~ Transforming Financials
‘ﬁd §
at the People’s Department

On Add Attachment window:

1. Enter attachment name in
the Other Attachment Title

|
5 Cl .

. Click Choose File to locate Upkasd POF Oocumens frem Local Hard Dist] [Cassss Fis 1l e <roser

the file on the computer. o Terp——
g O S TR SR B R = |
3. Select the file. P T

ERiE 0 el R Blliee D iy B Sale D
P ol B S0 B0t Bad] Bl Dl Tl e 0 Sl R DB B i OF e SO0l By AR S A I RO e Sl RS

4. CI|Ck Open. Fow @y @ i oDl Foird B Sl bl w0004 FOF

5. Click OK to upload. -

38
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Transforming Financials
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_/"‘ Attachment Requirements

« Attachments must be in PDF format.
« Attachments must be less than 10 MB per file.
 All files may not exceed 20 MB.

« Encrypted, digitally signed, and fillable form documents cannot be uploaded.

Upload PDF Document From Local Hard Disk: | Choose File | Mz file chosen
PDF documeants anky

Please do not amach digitally signed documen:s.

Please do not axach fillable form documents.

Please do not attach password-encrypied dotumsnits.

Far invalid pdf, digital signature, password encrypied, fillable form error messages; create a copy of tha document by printing to pdf, then sttach the new document.

Far 'Weord and Excel files use "5ave as Adobe POF.

39
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i Attachments Stage Complete

1. Ensure all necessary files are attached.

2. Click Submit to send the claim for review by Certifying Official.

Create Clalm CLM-I531 l Erot ]l i I[ Lancrl ]l " Gedb i

B s Merar e

Lt af Avtadhed Files

40
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Claim (CLM.2531)

Status:

DCirafy Pl

« If claim is submitted
successfully, system displays a
confirmation message. e

* Individuals assigned as
certifying officials receive work
items and notifications.

 These alert them to the new
claim.

SF-270

Signature

Comments

ATtaChments

41




US%A Certifying Claims FMMI

Transforming Financials
at the People’s Department

* Once claim is submitted, it must be certified by
designated Certifying Official/CO.

 The CO introduces an additional level of
review prior to final submittal to USDA agency.

« The following steps detail the process that
COs use to review and submit claims.

42




i Locate Claim for Review

1. Access ezFedGrants External Portal Home screen.
2. Locate claim within Actionable Items section.

3. Note the status should be Draft Pending Signature.
4

Click Case ID link to open claim.

Transforming Financials
at the People’s Department

Organization Filter

SLatus Due Cabe

Draft Pending Signature

Ly Home
Fcime
Actionable Items

Dpportunfios

Category
Applcations ! Claim
Bgreeimiencs
BrmiEndenenTs [ Case 1D
Claims # | CLA-8133 Claim
Ripois ! El M-15127 Claim
Work IEem : CLAA-412¢ iClaim
ELin S e eDmiiFain £

43
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= IRequest for Advance or Reimbursement & ot

_l__J___SDA Certify Claims Review SF-270 FMMI

» The Claim screen displays.

* Click tabs to review SF-270 form and attachments.

Claim Information:

1a. Request for Advance or Resmbursement 1b. Type of Payment Requested: 2. Basrs of Request

L4 - a g - -
LIS e L

AL M s B By I'"..-'.:_ :;E.&i_

44
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_/‘ Claim Decision

at the People’s Department

Claim (CLM-2495)

Status:
Draft Pending Signature

1. CO ensures the claim is reviewed in
detail.

Please Select An Option -.-

2. Click Please select an option to
display a dropdown menu. ' Sign and Submit

SF-270

SHCAMents Comments
Return »

3. Choose Sign and Submit, Return, or
Cancel. Cancel

Claim Infé

1a. Request for Advance or Reimbursement
REIMBURSEMENT

25



USDA Decision Options FMMI

at the People s Departme nt

Sign and Submit

» Claim appears complete and correct.

« ltis ready to be digitally signed and -
submitted to awarding agency. Please Select An Option

ESign and SUhmitE
Return SF-270 | lchments Comments

 Claim needs to be corrected before
submission to the agency.

« Returns claim to creator for editing. Claim Infé

1a. Request for Advance or Reimbursement
Cancel REIMBURSEMENT
 Claim should be discarded.

 (Cancels and voids claim.
46
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b A~ Transforming Financials
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1. Click Sign and Submit option.
2. Click Legal Notice toreview and accept terms and conditions within Legal Notice window.

Note: Complete Signature is not available to click until Legal Notice is agreed to.

Sazn and Submit
TcErds B T T Desl O iowiece o S T2 o2l F e 10mw 32 0ol o Tl il Wi M P aCooreancs Wit e gt Condors OF e agreaneet and Il pament & 0B 30 M 0t e sy mQuesEd

FoTEEEce o e B fesorbed Daow gpon Choong Lo Nale £ 55 QU

‘i Legal Notice \

%ﬂu'ﬂmﬁﬁmﬂ#mmwmmme
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= | Terms and Conditions

Review and agree
to the legal
notice/terms and
conditions.

Acceptance of the
legal notice is
required to submit
claim to the
agency.

If disagreeing with
the legal notice,
contact an agency
representative.

FMMI

Transforming Financials
at the People’s Department

Add Attachment

WiIlhl NKUD. 10U ackn0WIedge LAl I0f YOUL recoras, You are atle 1o use Uranlods 1o fetin Bleclromic LOommunacanons Y pratng and of doWrioadmy angd saving mnas Agreement and any

S We PrOTEGE 10 YOu, 8 Well 82 Such OUer documents, statements, daia, fecords &nd any owmer garding your
other agreements and Electronic Communications, documents, or records that you agree to using your E-Signature, including, but not limited to, application documents (such as the SF-424), agreement, request for payments (such as the SF-270), and amendment documents. You accept Electronic Communications provided via
Grantor as reasonable and proper notice, for the purpose of any and all laws, rules, and regulations, except where prohibited, and agree that such electronic form fully satisfies any requirement that such communications be provided to you in writing or m a form that you may keep.

3, Paper version of Electronic Commnumications. You may request a paper version of an Electronic Communication. To request a paper copy of an Electronic Communication contact us at www. GrantorHelpDesk @ fas usda.gov.

4. Revocation of electronic delivery. Yiou have the right to withdraw your conseat to receive/obtain communications via Grantor at any time. You acknowledge that NR.CS reserves the night to restrict or terminate your acoess to Grantor if you withdraw your consent to recerve Electronic Communications. If you wish to withdraw
your consent, contact us at www. GrantorHelpDesk@fas usda gov,

5 USDA Level 2 e-Authentication enrollment. Your current enscllment i USDA level I e-Authentication is required in order for you to obtain Gramter services. NRCS may notify you through email when an Electronic Communication pertaining to Grantor is available. NRCS may also use Grantor and email services for
El it C seations. It is your shility to use Grantor and your email service provided email account regularly to cheek for Electronic Communications and 1o check: for updates 1o this Agresment.

P

6. Hardware, software and operating system. You are responsible for matall and operation of your computer, browser and software. NRCS 15 not responsible for errors or falures from any malfunction of your computer, browser or software. NRCS is also not responsible for computer viruses or related problems

associated with use of an caline system. The following are the minimum hardware, software and cperating system requirements necessary to use Grantor and receive Electronic Communications:

Processor - [BM compatible Pentinm PC running Windaws 2000
Memory - 4MB RAM

Dise Space - 30 MB's Free Space

Momito - 300 x 600 resolution

Browser- Microsoft Internet Explorer 6.0 or higher

Internet access - 188 modem or better

7.6 5 Agreemsent, If this E Signature is for an Amendment to an Agr

the provisions in this Amendment will control. All other obligations of the parties remain subject to the terms and conditions of the criginal Agreement and any previous Amendments.
indicate your consent to the terms and conditions of this Agreement by clicking on the "Complete Signature” buston,

then the resulting Amendment supplements and/er modifies the onginal Agreement and any previcus amendments, s applicable by the terms and conditions of the amendment. To the extent that this Amendment contains conflicting protanons,

To obtamn electronic services and

agree with the listed [erms and Londitions

48
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= Terms and Conditions Agreement

1. Scroll to bottom of P oo -

e m—y m nm me s e R R M o R e h S e W s e gy R A gy e ) —

T | R I I O . T T e R T T T T O e TSRy S A

Legal Notice WindOW. mr e w ey s e S mal e o ae e v el e i s e b omale e o b owi oessscees: 'w openisi 0w 5 e wn ke o am ew

o md w e e [T i

2. Click | agree with the e e et e et e s ot s i e St Bttt
listed Terms and A iniribmstvtteiminiefuis e PP iyl P e
Conditions checkbox.

Fopm memen o m o c——— - — g o gt conmen ] o B om0 gt s 5 o

B By sy -y e it - il i il i o —— s T il il S E gy opf e e o s o cilarfen 7w el S § pilfeis SIS o e e gy e i S
e e n e e o e o Dy e T s e s T e ey ¢ e — e § e e e o e om——

By WY ooty T T — -

3. Click OK to submit S

e e Tl L

acceptance of the ——
legal notice. e s

- ks e rd e el e o 0 e emas o LR s o om0 PP e W P ORI

T ey T oE——m mEae cw rwm v e i Y cr—— e T e e S

4. Note this closes legal
notice window.
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« The Sign and Submit screen displays again.
« Click Complete Signature to finalize digital signature and submit claim to the agency.
 |If submission is successful, the system displays a confirmation message.

« Another way to confirm the successful submission is by confirming the claim no longer displays within the
Actionable Items list.

Sagn and Submat
o PR G e b P S Bowiedgn oG Dt P 20 F P T e et e B oy e T P aciiaor o T g Soor 3 e Rt o TGS e G S T reens e

riomtran of Ta e Sroile ieoa o Oy oega WA 5§ S e

Legad Notxe

¢, chck the “Complete Sqgnature” button below to finesh the process.
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= | Electronic Payments -~ ——

at the People’s Department

USDA FMMI

Electronic payments are made to organizations’ banks based on
the recipient’s banking information in SAM.

Recipient organizations must keep their banking up-to-date in
SAM.gowv.
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l_LSDA Module Summary FMMI

= | Module 2 - Create and Submit Claims

You should now be able to:

 Create a claim in ezFedGrants.

e« Submit a claim in ezFedGrants.
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Module 3
Submit Progress Reports




USDA R EY TR0 Progress Reports FMMI

= | Objectives r——

After completing this module, you should be able to:

« Submit progress reports.
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ezFedGrants Progress Reports FMMI

u
OverVIeW Transforming Financials
at the People’s Department

« ezFedGrants (eFG) progress Reports include
Financial and Performance reports. - .

* Property reports are not able to be completed
in eFG, but offline.

* Financial and performance reports are
automatically created.

 These reports display in Actionable Items list
on the Home screen until they are completed.

« All users within an organization can _ _
complete and submit reports regardless of their b >
primary role.
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ezFedGrants Progress Reports FMMI

I ro c e s s ‘1“. Transforming Financials
— at the People’s Department

1. Reports are created either quarterly, semi-annual or annually. Frequency varies by agreement.
2. Reports have a due date for completion.
3. If areport is completed offline, the Agency approves the report within the internal ezFedGrants system.

4. Reminders to complete reports are sent to contacts and all Grants Administrative Officers (GAOs) within
the organization via email.

5. Failure to complete reports on time prevents the submitting of claims.

’ Report Creation I Due Date Online or Offline I Reminders

56
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USDA

i Actionable Items

Transforming Financials
at the People’s Department

1. Access the ezFedGrants Home screen.
2. Go to Actionable Items.

3. Click Category dropdown to limit the list of reports.

| Homg
| Here
AL thanable ems
D Lirulee-i
Singani Jareen Filuss
ﬁl:lJ.l:.l:l.;"ll-.
.l._:_r-.l-llmmll.
Amerdimeris Case iD FaINRepart 1D rasnston Seatuy Dt Dt Larit Lipselatd PO
Claamy | 1 I 1 i |
BPFT-543E | ARAY B0 DO ARG - F-Anmiaal-2 | Franis | D, i 12322 i et
Heporia RPT-%481 | A B R OO RE-F |- Ariaadl- 21 Feftdiiid id i AL . RS T | A2
War Fopm APFT=-3280 AR P A A G TP E-SA2: 2016 Peromnamos ECCBORanios Penading S | 12528016 4804
Hg.‘lf.-ll_ﬂl'l"‘-'a_- I [ : 1 1
T-54 | ARIY B0 1 OO0 - F 1 Anndial- 2 1 Firsincia D 12332 L4
Waors arsd User - | | |
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Sort and Filter FMMI

tthP pI Dprtmt

» Click Due Date column heading to sort by oldest to newest or vice versa.

» All other columns can be filtered or sorted by clicking on column arrow.

Last Updated
2812 712124 e e
1/28/27 6/14/24 Catherine Cheadle, Catherine

Cheadle Catherine Cheadle
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Filter and Sort S e e

at the People’s Department

» Filters and sorts for columns are temporary.
» When a user returns to the report, the column filter or sort is cleared.
« However, the filter by Category sticks, remains.

* When the user returns, the Category choice is still there!

Actionable tems
Category Sticks!

Column Filter and Soris

Category
nt Tk
Report Do Mot Stick
Cadga B0 FaIMReport I Trareaction SEahas ik D Larst Updated i PORC
| AN B30T OEOOOGI0E-Fl-Annidal-2 1 Firiddidid Calt | 1 2Ef22 |_-_r,1_1 24 ! g
; A0 1801 0O00IGI0E- Fl-annual-2 1 Fimancia i LT s i o 142l | )
[ 1 1 i
i ; 7 AR T AR A - PE-SAZ- 2T E Perfarmanoe AlcesractE Panding E | 12F3EME | 2 |
1




USDA

_/—-'—— Transaction Column AVLIVI]

» The report type for each report is specified under Transaction column.

The Point of Contact (POC) column lists individuals identified when agreement created.

Actionable [tems
C:IIEII-E'I:I-!]'

iCariae 1D FAJMRepot 1D Sraburs Do it Lass Upclated L [

P T-5ui AN 1 B0 DOECO0IG00E-Fl-Annual-2 | | Finarnial Deaft 172822 | TH 224 i, Eatipelig Chisll
RPT-S485 AN T 0T DODOOOG00E- Fl-Annual-2 1 | Financial Drafk Pending Sgnature | 128722 | L2 T e
RPT-3280 AMTTAMANOODIGOOT-PE-SAZ- 1016 | Perfoemance Accegtande Penging Toes | 1272816 | araras
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Transforming Financials
at the People’s Department

1. ldentify the report to submit.
2. Note the type of report within the Transaction column.

3. Click on Case ID link.

FAIM Report 1D Craburs Do Qs Lass Updladed L PO

RPT-543 AN 1 B0 DODCOOIGO0E-Fl-Annual-21 | Finandial Dealt 128722 | 7122 S

RPT-5485 AM 1501 CR000IG006-Fi-Annual-2 1 | Financial Orafs Fencing Sgratere | 128022 | 61424 e e

BFT-3280 AM T TAMANODINGO0-PE-SA2-2016 | Performange Acteptance Pending Sois | 122816 | ATAr2 8




USDA

/‘-——
= |

Save

Click Save to save draft.

For example, if not ready to
submit the report.

Return to Workbasket

Click the Return to
Workbasket button to
complete a report later.

This allows all users in an
organization access to
report.

Save or Return to Workbasket

Crexbe Beport ARG 00NOC GO0G-FI-Annual-21 (RFT-5=193
WA Rryramry i 0000 0 e Ll e

(]

. Fefpral Aoy and Drparcrabonal Elarmaet o Wheeh Beport o Sobmeited

L Feelipral Crarl or Cilgr e=Dfeg Neembar fxagned By Bedars Agerey

1 Recopurnt Deganiiation (Mame sed] ¢ oomplebe ld-ﬁ'm.th.rdl‘:ptutlh
B CF i B Pt

Bt & Jormt L irane

i [N M iy, i

Transforming Financials
at the People’s Department

Thg
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Closing Report

1.

If a report is closed without returning
it to the workbasket or completing it,
it is only available to the user until
the next day.

It is automatically sent back to the
workbasket, Actionable items
section.

Then, the report is again available to
all organizational users within
Actionable Items.

AMI

Transforming Financials
at the People’s Department

Actionable
Not Completed ltems

or Retumed to
Workbasket
within a Day




!__J__SDA Performance Progress Report

FMMI

Transforming Financials
at the People’s Department

;.: ezFedGrants

Create Report AO172501X443C008-PE-Q2-19
«  When completing a fabin
performance PP 2. Signajure 3. Artachments
report, (SF-PPR), ey R
the Create Report
. Agreements 1. Federal Agency and Organizational Element to Which Report is Submitted
screen displays. LUEDA ODDE
pid 2. Federal Grant or Other ldentifying Number Assigned by Federal Agency
. The performance Claims AN 7250162230008
. 3a. DUNS Number 3b. EIN (Data is Masked)
report completion Reports 0012345
and submlttal T
process is almost e
identical to Work ltem
f' . | rt Residgnment 4. Recipient Organization (Name and complete address including Zip code)
Inancial reports. Name
Pt RUTGERS THE STATE UNIV OF NEW JZRSEY 35 RESOURCE FOUNDATION SCHOOL OF AGRICULTURS
Mumber & Street City
Manage 34 RUTGIRS PLAZA NEW SRUNSWICK
Permitthont
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—==—" Box 10 Performance Narrative Steps FMMI
R P gy e

1. If not already provided by agency, contact agency representative for performance narrative instructions.
There is not a standard template for the performance narrative.

2. Enter performance reporting information in Box 10. Performance Narrative. e%

3. Attach a performance narrative within the attachment step if instructed by awarding agency.

# 10. Performance Narrative: (Attach performance narrative as instructed by the awarding Federal Agency on the Attachments tab)
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USDA

Transforming Financials
at the People’s Department

i Signature Stage

Click Next or 2. Signature tab to proceed to Signature stage.

Create Report ARD172501X4430008-PE-Q219

M
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USDA

Transforming Financials
at the People’s Department

i Signature

* Certifying Official is Create Report AO172501X443C008-PE-Q219 m
responsible for digitally L ¢ prit | [ sve | Qose | [ <cprevous |

signing report.

2. Signature
* Designate one or more
Certifying Officials for
report. Hgnaimn
Select a Certifying Official by typing their name into the appropriate field. As you type, a list of matching names will appear below the field (you
« As the name is typed, may need to press the down arrow on your keyboard to display the list). Click the appropriate Certifying Official's name when it appears on the

list of matches. Please note that the user must be registered in ezFedGrants. You can select yourself as the Certifying Official.

A Primary Certifying Official must be selected. The Secondary Certifying Official is optional. Notifications and work items will be sent to each
Certifying Official selected here.

organization user options
display.

Secondary Certitying Official

 The Secondary Certifying a

Official is optional, no red
asterisk.

67



USDA

i 3. Attachments

Tomove to final step, 3.
Attachments, use either
of two navigational
options:

 Click 3. Attachments.

* Click Next button.

Transforming Financials
at the People’s Department

Create Report AO172501X443C008-PE-Q2-19

Print Save Close << Previous

e el ]

1. SF-PPR 2. Signature

Signature

Select a Certifying Official by typing their name into the appropriate field. As you type, a list of matching names will appear below the field (you
may need to press the down arrow on your keyboard to display the list). Click the appropriate Certifying Official's name when it appears on the
list of matches. Please note that the user must be registered in ezFedGrants. You can select yourself as the Certifying Official.

A Primary Certifying Official must be selected. The Secondary Certifying Official is optional. Notifications and work items will be sent to each
Certifying Official selected here.

« Primary Certifying Officlal Secondary Certifying Official
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Transforming Financials
at the People’s Department

i Attach Files

Create Report AD172501X443C008-PE-Q2-19 Ell o I Close | | <<Previous

3. Attachmenits

Select Click Here to List of Attached Files
Attach Files link.

Title File Operator Date/Tirme Delete?

£k Here to Attach Riles
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USDA Other Attachment Title FMMI

at the People’s Department

Add Attachment

L
Title:

T B ]

+ Other Attachment Title:

l
1. Note the Other IT‘IEME enter a uamml

Attachment Title Upload PDF Document From Local Hard Disk: | Choose File | Mo file chosen
f|e|d . POF documents onlby

Please do not attach digitally signed documents.

Please do not attach fillable form documents
2- Enter a tltle- Plaase do not attach password-encrypted doouments.
For invalid pdf, digital signature, password encrypted, fillable form error messages; create a copy of the document by printing to pdf, then attach the new document.

For Word and Excel files use "“Save as Adobe PDF.
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USDA

i Choose File

FMMI

Transforming Financials
at the People’s Department

Click Choose File.

Select file to attach from
computer.

Click OK button.

Repeat steps for
additional attachments.

Add Attachment

Title:

BidaTT,

« QOther Attachment Title;

Supplemental InI’cI

Upload PDF Document From Local Hard Dislg = Choose File (.o file choser

POF docwments only

Fleate do not artach -:*..g.r.all:,- ".IE'IE'u.'-IIl aSCUMments

Pleaze do mot attach fillable forrm decurnents

Plegte do mol GIEach Sadiward-end ':,-,':-11-c1 dafuments

For invalid pdf, digital signature, password encrypted, fillable form error messages; create a copy of the document by printing 1o pdf, then attach the new document,

For Woard and Excel files use 'Save as Adobe PDF

=
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File Requirements

Transforming Financials
at the People’s Department

* Only PDFs can be attached to the report.
« Attachment size is limited to 10 MB per attachment.
» 20MB total limit for all attachments.

* No encryption or digitally signed or fillable form documents.

PDF documents only

Please do not attach digitally signed documents.

Please do not attach fillable form documents.

Please do not attach password-encrypted documents.

For invalid pdf, digital signature, password encrypted, fillable form error messages; create a copy of the document by printing to pdf, then attach the new document.

For Word and Excel files use "Save as Adobe PDF.
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— S u b m it i I Transforming Financials

at the People’s Department

Note the Title, as well as who and when a file was uploaded.

Deletion is also an option.

1. Ensure all necessary information is complete for the report.

2. Click Submit button.

Create Report AM180100XXXXG006-FI-Annual-21 (RPT-5488) S - - . prT——
. Raturn To 'Woerkbasket | | i ﬁ San ] | Closa | [ WGl

3. Attachments

List of Attached Files

Tithe Operator Dt Tirmse File Size

Eupplemental Info Attach 1. pdf TEST GAD 7272024 3:45 PM g 32

Click Here oo Amach Files

ro



Confirmation Message R ————

at the People’s Department

« After report submittal, the work item is sent to Certifying Official(s).

» Report status changes to Draft Pending Signature.

Performance Report(A0172501X443C008-PE-Q2-19) print_ | | Close

Report AO172501X443C008-PE-Q2-19 has been submitted for approval and signature to your Organization's Certifying Official

—

SF-PPR Signature Attachm

(g%
A
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Certify Progress Reports

Certifying Official Process

Certifying Official uses the following steps to review.

1.

Access ezFedGrants External Portal Home screen.

. Locate report to review in Actionable Items.
. Use Category field to filter work items.

2
3
4.
S

Status should be Draft Pending Signature.

. Click Case ID link to open report work item.

FMMI

Transforming Financials
at the People’s Department

Actionable Items

ategory
REpart

Organization Filter

Case ID FAIN/Report ID Transaction
AT B0 DOCOCNG M0G-Fl-Annual-21 Financial
RPT-5486 AN B0 OOCCG M0G-Fl-Annual-21 Financial

Status

Dralt Pending Signature

Due Date Last Updated POC
asz s e
1728722 af14024

Lheadls {athzrine
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USDA Review Sections and Decisions FMMI

at the People’s Department

Review each section of the report.

Select a decision from Please select an option dropdown.
Click Sign and Submit to approve report and submit to agency.

s~

Click Return option and enter relevant comments to return the report to its creator for edits.

Note: Cancel is not an option since reports are federally required.

Financial Report(NI1612-NIDOMGO11-FI-5A2) Financial Report(Ni1612-NIOOMGO11-FI-SA2-18)
Status: Status:
Please Select An Option Please Select An Option

Sien and Submit
Report Report g
Returm

SF-425
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]
= 1 Legal Notice
at the People’s Department

Financial ReportiNi1612-NIOOMGO11-FI-SA2-18) [ Print [ Close ]
Status:

Flease Select An Oplion

TN Ol el AT

il e By magrora o repled B Oy i P Deid OF e iPamie e it Surdetd ol T et A W (orgiete el Okl dE i T FEpeetiiares nlodnaeeaeniy el ik sy e nd e pepaine
C||Ck Legal Notice ] el e BrP o T Sward do e | s eier Tl oy e boslena oF il mloresainr My Sl = (Freell el OF eiPeeelr e peieaaiiers, (U0 S Caonie Tale BB Samieom B000 )

B it Bl Sl
St erdrsy o P U aperreery ek e &1 o v re pevncr aee reepard B reagersd ke 5 ool S of ritreator urieen, 8 Sy, & vl DL Corieod igergere TRe walst D0 corircl rureBer e
T rforater Codles Se oD B DO B repsrSen] e Yoy P ¢ ol S of imicrmaBer o culienaied o e e | Poaae e regerver re BT e o rrverer] eeiraciorn et P rendreg

s Wil GETEeryg ared muarberieg T Gels reeecdied st ot el revreesg e ol o of rlormalier Teree] (orrTenein, repardeyg) Far Buarden eulrmale O ey cfFeer aageen ] of P £ ol Bee of

gt ) hade) bapeui e b el Pey Dopdee 4 Pee Ol of Lavcnpivrered o] b o B apereramors, i Sams Frepesdd 00N QO o mehar i, (D00 S0Ra00 0

I R oF T W e P DA e e L Mol S e P

Legal Motice

Upon your acceptance, click the “Complete Signature™ button below to Minlsh the process.
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/‘-’—

Terms and Conditions G Tonsoming s

1. Review legal
notice.

2. Click I agree with
the listed Terms
and Conditions
checkbox.

3. Click OK button.

Ll Pl d

e eyl el gl o de Dol e, pleva skl e 1 Apey deliien kel e b v e pe

L Mommama lapuasmes i o B ool | ¥ - i gy e e T LR R NS SR E R PR G e o e BN S s e b sy s e ey 7o o e mgele 18Ea0 11 A - N T ee———
A e i s, B, g o il i s, ] -y T e R e L T et e R e

o ], Ao S L R g 4 R LS. G M S S G | L M e i S S i S PGt S L et i sy = .y [ra—— -

e = v e s Semer bl S e = e ol T bt e e e e e T b mp e e e e v B lperrn fremng 175 L emens mmere srae gmemer b b e em wd T vl 4 v e
[T

5 B o i s o g e e s o i o e g e B ] i e (g e won B e T i P e ey i, b e et g e b B e T T
v rrmmag =T ru et e n E e g s e Firrros s mans dorvmms, 0 ek das 1 ares e oves | bpuanry meissiag 1o 1 bmart 0. g e
e el e R, e e B g gy b e e pe | i) R - i e R S, B =5 (== aEp e il il o e B ) SRS M =

 — o o s e g

o e A N e W R et B« o B P i R D i ol e D i s e T U R T i B et i ¢ R e b TR i B e 6
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Complete Signature P

Click Complete Signature button.

| Please Select An Option |

Legm and Swbmit

Cerificyion By tagrang T reporl [ oerify o e bl of =y Emsoatedion and Besled 1508 e repaort s o compiste . anad aooorgie. amad T eeperadione:  drboremssnts gead Cash recsciy ane ior T purmotet and rier tad 30T m T ard Sonumerty | e e T
&y e Bofious or frasduient miormadon imay pulbeed me o onmiral, ol or admiresiraiee penailies. (S Code T 13 Secion 1000)

Piger e e SEaiienert
Actordeg i P Pateraork Piciaticon A41 o) Seevieadid fo Dbrioer Se Sipardd 3 neierd b @ Colecioe o efcormeion prieid f SRt § vl DL Cortedl Pioretsir T el vl DA Seirvid frrnlei B Tl mregten (olecionm o QRUE-00E 1 Pplle ddneriri b

b Ped SSRGS o A0 0 bl 1 5 Pelad D PERSOTE Pl S IS B b t) PP SR doeiien ) AR ROl OEE SRT) Rt SRRy Tab Sk e S DTt Al e sher ey Tab e of efematen Tl
COMERATES PRGN T burden sstimale of 30y OFa Jepect of T colaclon of iPformaton IRcsdng Sugoestores Sor riduning Ties Borden ko T Ok of Rlanadsmert 2l Budget, Paperacdic Reducion Progeot (0800600 Washrgion, Do 20503

Anagihnl of Tob B OSpOr Bl B L@l Chorsd L sl Mol o S M

| I.r-_-ljl_.II Matice |

Upon your acceptance, click the "Complete Signature™ button below to finish the process.

Complete Signature
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= . M
= | Submitted P ——

at the People’s Department

Financial Report(N11612-NI00OMGO011-FI-5A2-18)

- = 8
Cubmitted

« A confirmation page
displays.

* Report is successfully

signed, and the status is Report NI1612-NIOOMGO11-FI-SA2-18 has been signed and submitted.
Submitted to agency.

SF-425 Signature Attachments
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i i .
= ] Summa - ———
— at the People’s Department

You should now be able to:

« Submit progress reports.
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Course Summary




USDA FMMI

_/"‘ Course Summary

at the People s Departme nt

You should now be able to: ‘

* Create and submit claims.

* Submit progress reports.
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G etti n g H e I p '»,’I‘w Transforming Financials

1
S’ at the People’s Department

Login.gov

* For Login.gov, call (844) 875-6446. Operating hours are 24 hours a day,
seven days a week.

* Login.gov: (844) 875-6446, Login.gov FAQs

ezFedGrants
* Contact the ezFedGrants Help Desk: ezFedGrants-cfo@usda.gov - .

* Training Schedule eFG Training Schedule | USDA

* Recipient job aids: Job Aid Library

Bookmark or favorite these links!
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https://www.login.gov/contact/#find-answers-to-commonly-asked-questions
mailto:ezFedGrants-cfo@usda.gov
https://www.usda.gov/ocfo/ezfedgrants/efg-training-schedule
https://www.usda.gov/ocfo/ezfedgrants/using-ezFedGrants-job-aid-library

% Course Questions and Poll
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