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Chapter 3 User Registration

Each Federal Agency User and Award Recipient User of FederalReporting.gov must
register as a system user in order to access the various functions within the system.

This chapter covers the following topics:
e Registration overview
Federal Agency User registration
Recipient User registration
Recipient Point of Contact User automatic registration
Request FRPIN (Recipient Users only)
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3.1 Registration overview

Each individual who will be submitting or reviewing reports on behalf of an Agency or a
Recipient must register as a user at FederalReporting.gov. Each user must complete a
one-time registration in order to access core system functions.

Your email address will serve as your FederalReporting.gov User ID. Once registered,
you will receive your temporary password via email. Users may not share passwords with
other individuals.

3.1.1 Who needs to register?

Each individual who will be submitting or reviewing reports on behalf of an Agency or a
Recipient must register as a user. Users will register as either a Federal Agency User or
an Award Recipient User.

3.1.1.1 Registering as a Federal Agency User

Federal Agencies are Federal entities that provide funds under the Recovery Act. Users
from Federal Agencies that award and/or disburse Recovery Act funds must register to
track and monitor those awards.

Federal Agencies review and comment upon Recipient reports. Agencies may include
both Funding Agencies and Awarding Agencies. Funding Agencies provide Recovery
Act funds. An Awarding Agency awards/administers such funds through an award (such
as a federally awarded contract, grant, or loan). For example, the Department of Health
and Human Services (HHS), as a Funding Agency, may engage the General Services
Administration (GSA) to issue and manage a contract on its behalf. GSA would be
termed the Awarding Agency.

Funding Agency and Awarding Agency may be the same. Note that Awarding Agencies
will be reviewing reports in FederalReporting.gov. If you are affiliated with a Funding
Agency only, you will not need to register with FederalReporting.gov.

3.1.1.2 Regisiering as a Recipient

Recipients are typically non-Federal entities that receive Recovery Act funding, and
should register as a Recipient User. At the point of registration, it is only important that a
user know that he or she is registering as a Recipient user.

At the point when users begin reporting, the user will need to understand whether he or
she is reporting as a Prime Recipient or a Sub Recipient.

Note that for federally awarded contracts, the Prime Recipient (federal contractor) is
required to report on behalf of any Sub Recipients. Sub Recipients of federal contractors,
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therefore, do not need to register as FederalReporting.gov users as they will not be
reporting in the system.

Prime Recipients are non-Federal entities that receive Recovery Act funding as Federal
awards.

Sub Recipients are entities that are awarded Recovery funding through a legal
instrument from the Prime Recipient to support the performance of any portion of the
substantive project or program for which the Prime Recipient received the Recovery
funding.

Prime Recipient Users—Users from organizations that receive Recovery Act
awards directly from a Federal Agency must register to submit reports. Prime
Recipient Users also track and monitor reporting which has been delegated to their
Sub Recipients.

Sub Recipient Users—Users from organizations that receive Recovery Act

awards from Prime Recipients and who have been delegated to report on Recovery
Act projects by the Prime Recipient. If your Prime Recipient will be reporting on
your behalf, you will not need to register. Note that Prime Recipients of federally
awarded contracts (federal contractors) will report for all Sub Recipients
(subcontractors). Therefore, Sub Recipients of federally awarded contracts need
not register to use FederalReporting.gov.

Recipients may submit reports as a Prime Recipient or a Sub Recipient. Prime Recipients
will also review Sub Recipient reports. Prime Recipients may delegate reporting
responsibilities to a Sub Recipient or may choose to report for the Sub Recipient—what
is termed the Prime Service Provider model. The Prime Service Provider model will be
explained in more detail in Chapter 7, Report Submission Overview.
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3.2 Federal Agency User registration
To register as a Federal Agency User, the user will need the following:

Email address—The user will need to enter a valid email address to register as a user.
Federal Agency Users must register with the Federal Agency email only (such as
extensions .gov, .mil, .fed.us, or si.edu).

Department/Agency name—FederalReporting.gov will provide a drop-down menu of
the departments/agencies with associated 2-digit Federal Agency code. The user will
need to select the Agency’s appropriate highest level department or agency from the list.

The following sections provide a step-by-step guide through the registration process for a
Federal Agency User.

3.2.1 Beginning registration

Enter the Web address for the system, www.FederalReporting.gov, in the browser. The
Left Side Bar includes the “Not Registered?” box. Within the “Not Registered?” box,
click the “Register Now” command button.

g FederalReporting.gov

Home | About | Downteads | FAG | Help

LogIn Messages
User D

* Registration: Registration for all Agencies, Prime Recipients, and Sub Recipients stas August 17,
Password 203

» Repa.ming: FederalReponting. gov will be available for reporting activties on October 1, 2009,
* Reports: Final report data will be published to Recovery.gov for public viewing by October 30, 2009

| forgot my password

Not Registered?

rwcipients and Sub Recipients) begins on
ing or reviewiny reports on behalf of an Agency

Downioad Templates Before you can submn reparts thiough FederalReponting. gov, you must complete a one-time reg
: You must meet centain pre-reguisites to register, A g pre-reg and registering with
FederalReporting gov may take 2 business days or more, so please stan eardy!

What Do | Need to Register?
Users will register as either a Federal Agency or a Recipient of an award.

Registering as a Federal Agency
Fede:al Agencies are Federal entities which grovide ARRA funds and include both Funding Agencies and

. Awarding Ag An Awarding Agency ds/administers such funds through an award (such as a
Live That by Loiiu o contract, grant, or loan). Federal Agencies must track and monitor Recovery Act dollars. Funding/Awarding
g G Agency users who will review submitted reports should register as a Federal Agency User
Registering as a Recipient

Racipients are non-Federal entities that receive Recovery Act funding, and should register as a Recipient
User, Recipients may submn repcms as a Prime Recipient or a Sub Recipient. Al the time of registration,
the systern does not disting t Prime Recipi and Sub Recipi

Chapter 3 User Registration
~ Page 3-4 ~



ARRA In-bound Recipient Reporting
FederalReporting.gov
User Guide

Clicking “Register Now” takes you to the Registration Page. Within the Reégistration
Page, the Left Side Bar includes Registration Information such as Registration
Prerequisites. The menu on the left-hand side of the page provides information about the
registration process. The Content Area includes the fields and functions for entering the
registration information.

Registration information Register with FederaiReporting.gov

Before you can submit ARRA reports
through FederalReporting.gov, you
must complete the one-time
registration process.

Ploaco antay v ' i i st and olirk Bencond

You must meet certain prerequisites
10 register. Meeting the prereq

may take 2 business days 9

80 please start early!

Registration Prerequisites

. Vakd Email Address
2. DUNS Number (Recipients only)
3. CCR registration (Prime Recipients
and Sub Recipients of financial
assistance only)

1. Valid Email Addiess
All registrants must have a valid email
address 10 submit ARRA reports on
the FederalReponing gov website,
Federal Agency users must register
using & valid government email
address {emarl extension .gov, .
of . usa).

Security nfounation

The imge piotured batow iz a pandorily-gener ted sequenca of tetters 1oy
wurgAer . § pa e wible fo cuad the | oregs piibued betosr, plrase dis
sudio varflicotion s met 3 visble stenative, Plesre contost 1he S2ixie £
Fortarst REpoting 2oy

‘a“?:

chstingua shing tastasn beings T
Please click here it you require an audli ihs iink tor sugio veritisation.
Wak to vagi ser for
Word Verification * l """"""""""""""""""""
Please sater the lettors

2. DUNS Number
yDU sée in the image’ )
All Recipient organizations must have 1 p p n C r}
a DUNS number. You can obtain the Can? read 47 gzg £18 g
DUNS number fiom your award new image
document. (if not found on the award
document, use the DUNS number
your organization provided on the
application for award ) Security Question 1 * [\Whatis your favarite hobly?
H your organization does not know its Answer *
DUNS or needs to register for one, “*“'W”"““‘“’E
visit the Security Question 2 ™ [\whar city and state were you bor
For more information about DUNS Answer * Y
requirements for reglsir’auon‘ visit the Security Question 3 * |Whgth ol sehool did you graden
Answer * whom? | *]
3. CCR Regiatiation
Prime Reciptents must also register S R
in the Ceniral Conlractor Registration " -
(COR database. Sub Recipients of R
financial assistance (i.e,, grants and o
foans) must also register. Visit the . . ,,,,,,,,,, \
ite for i |
more information ¢ % Award Recipient :
i Federal Agency :
Get Registered l :
Create a User ID and Password on
FederalReponting gov.
When your registration is complete, :_!
you will receive an email confumation DUNS Number *

For more mformamm please consult
the of the website.
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3.2.2 Step 1: Enter personal information
The user will need to enter pertinent Personal Information in the Personal Information
fields. An asterisk appears next to the field label of each mandatory field.

&P FederalReporting.gov

Home | About 1 Downlosds | FAQ | Help

Registration Information

Before you can submit ARRA
reports through
FederaiReputting.yuy, yuu must

the tiny g
process.

You must meet cettain

isites to register. Meeting
the pre-requisites may take 2
business days or more, so
please start early!

Pre-Requisites

1. Valid Email Address
2. DUNS number (Recipients
only)

Register with FederalReporting.gov

Please enter your personal information and erganization information, and click Proceed.

Pleasa note that all ields marked with an astensk (%) are required tields.

g Persenal Information

First Name *
Last Name *
Email*

Confirm Email*

Phonc Number *
Ext
{ex.: 655.555.5555)

Your Email vill al5o be your Uscr 10 for signing in.

The table which follows provides the following information: Field Name, User Action to
be taken, indication if the field is a mandatory field (must be entered in order to complete
registration), and any comments or notes of importance related to that field.

First Name Enter your first name

Last Name Enter your last name

Email Enter your email address Yes Email address for
Federal Agency users
must end with a
standard federal
government
extension such as
.gov, .mil, .fed.us,
si.edu, etc.

Confirm Re-enter the email address Yes Must be entered

Email exactly as entered in
the Email field

Phone Enter telephone number Yes Enter 10-digit

Number telephone number
with area code

Ext. Enter phone extension No
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Note that FederalReporting.gov uses the email address as User ID. Once you have
completed registration, FederalReporting.gov will email you a temporary password.
Therefore, you must use a valid email address to register. Federal Agency users must use
a valid Federal Agency email address with applicable federal government email
extension (such as extensions .gov, .mil, .fed.us, si.edu) in order to register as a Federal
Agency user.

3.2.3 Step 2: Word verification

Within the Security Information section, the Word Verification feature helps the system
verify that the attempt to register is not computer-generated. Registrants should re-type
the letters that appear in the Word Verification box in the free text field that appears
below the Word Verification letters.

If you cannot read the word clearly, click the “Generate a new image” hyperlink to obtain
a new word.

If you would prefer an audio verification to type rather than a visual picture, click,
“Please click here if you require an audio verification.”

& Security information

Type the lefters you gee in the i mage into the Word Veritication field below. # you are unable to read the inmmge
pictured below, plesse click the link for sudio verification. ¥ sudio verification iz not 3 viable alternative,
please cortact the Service Desk to register for FederalReporting.gov.

Please click here if you require an audio verification.

Word Verification *
Please enter the letters
you see in the image:

Cant read #t? Generate a
new image.
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The table which follows provides additional information regarding the text fields on the
Word Verification section.

Word Enter the letters as they Yes
Verification appear in the image

Users may choose
audio verification as
an alternative by
clicking the hyperlink
that states “Please
click here if you
require an audio

3.2.4 Step 3: Security questions

Should you forget your password in the future, you can reset your password. During
registration, you will provide answers to 3 security questions. Please select 3 different
questions from the various options and type your answer below each question. Answers

are not case-sensitive.

g Security Information

Type the leflers you sea inthe image
pictured below, please click the i
pleaze contact the Service Des

Gemdm B AZmad A

Please clic

Word Verification *
Please enter the letters &
you see in the ip

bn 1+ ]What is your favorite hobby?
Answer *

Security Question 2* |\what city and state were you borm in?

Answer *

Security Question 3 * |\what high school did you graduate from?
Answer *

Chapter 3 User Registration
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The table which follows provides additional information regarding the text fields in the
Security Question section.

Field | _User Actibh

Security Use the drop-down to Yes Each of the 3
Question 1 select the Security Security Questions
Question must be unique
Answer Enter answer to Security Yes
Questions 1
Security Use the drop-down to Yes
Question 2 select the Security
Question
Answer Enter answer to Security Yes
Question 2
Security Use the drop-down to Yes
Question 3 select the Security
Question
Answer Enter answer to Security Yes
Question 3

3.2.5 Step 4: Organization information

In the Organization Information, click the radio button for “Federal Agency User.” You
will select the Federal Agency Name from the drop-down menu for your highest level
Department/Agency.

Organization Information

| represent an/a

 Award Recipient
. ¥ Federal Agency

*
N

Federal Agency Name
| 00 - Legislative Branch
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The table which follows provides additional information regarding the fields in the
Organization Information section.

“I represent an/a”
radio button

Choose the “Federal Yes
Agency” radio button

e Award
Recipient
¢ Federal
Agency
Federal Agency From drop-down list, Yes User will only be
Name choose the able to review and
department/agency 2- comment on reports

digit code and name for
which the user is
registering as a user

associated with the
high-level 2-digit
department/agency
for which the user
has registered

Should you have difficulty identifying the proper 2-digit code to enter, go to the
Downloads page to access to Reference Lookup for Agency Code spreadsheet.

3.2.6 Step 5: Click “Proceed”
Click “Proceed” to start the registration submission process. Select “Cancel” if you want
to stop the registration process. Clicking “Cancel” returns the user to the Home Page.

Organization Information

-l represent anfa *———————

" Award Recipient

Federal Agency Name

08 - The Legislative Branch
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3.2.7 Step 6: Verify your information

You will need to verify the Personal Information and Organization Information entered.
If the information is correct, select “Register Now.” If you need to correct any
information, select “Go Back.” Select “Cancel” to cancel your registration.

& FederalReporting.gov

Home | About | Downloasds | FAQ | Help

Registration Information Verify Your information
Bafore you ca: submit ARRA We have located the following organization associated with the information you supplied, Please review the
repotts thioug infarmation below and select the “Register Now™ button 1o submit your registration request. If this information

is incorrect select the "Go Back” button to make conections. You may cancel your registration at any time
by selacting the “Cancel” button

Persanal information

First Name: Joe
Last Name: Jones
Email: jocjonecghemailaddress.gov
Phone Number: 555-123-4567

Organization Information g

| represent an/a : Federal Agency

FndelalAgmcy 47 - General Semces Administration

By selecting Regsster Now™ befow, you are cerdying that you are associated with the entity listed above
ang submilting your inf fot reqj with FederalR B

3.2.8 Registration confirmation

After selecting “Register Now,” you will see the Registration Confirmation screen. Your
confirmation number is included. You can then check your email to get your temporary
password. You will be prompted to change your password upon initial log-in. Press “OK”
to return to the Home page.

#x FederalReporting.gov

Home | About | Documentation | Downloads | FAQ | Contact Us

Registration Information Registration Confirmation
Before you can submit ARRA Your registration request has been accepted! You will receive an email containing your temporary
repornts through FederalReporting. gov password and any other registration instructions. *

FederalReporting .gov, you must
complete the one-time
registration process.

Your confirmation number is 78. Please keep this number for your records.
If you have not received an email within 48 hours, please contact Suppont.

Meeting the registration pre- -
requisites and getting registered

with FadaralDanning s maw
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3.3 Recipient User registration
To register as a Recipient User, the user will need the following:

1. Email address—Recipient Users must enter their valid email address to register as
a user.

2. DUNS number—Recipient Users must know their organization’s DUNS number to
register. If the user’s organization does not have a DUNS number, the organization
will need to visit Dun & Bradstreet via http://fedgov.dnb.com/webform to begin the
DUNS number registration process. DUNS number is required for both Prime
Recipients and Sub Recipients.

3. Central Contractor Registration (CCR)—Prime Recipients must be registered in
CCR. In addition, Sub Recipients of financial assistance (i.e., grants and loans) must
be registered in CCR. Register with CCR at http://www.ccr.gov.

The following sections provide a step-by-step guide through the registration process for a
Recipient User.

Chapter 3 User Registration
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3.3.1 Beginning registration

Enter the Web address for the system, FederalReporting.gov, in the browser. The Left
Side Bar includes the “Not Registered?” box. Within the “Not Registered?” box, click the
“Register Now” command button.

g FederalReporting.gov

Home | About | Downloads | FAG | Hep

Log in Messages
User i » Regi lon: Registration for all Ag . Prime Recipients, and Sub Recipients stang August 17,
Pamword | 2009,
» Reporting: FederalReporting, gov will be available for ing aclivities on Octeber 1, 2009.

* Reports: Final repont data will be published to Recmry gov for public viewing by October 30, 2009,

Lhmn!.mmasmzmy

Reclplents

Not Registered?

wcipients and Sub Recipients) begins on
ing or reviewing reports on behalf of an Agency

Download Templates Before you can submil reports through FederalReporting, gov you must complete a one-time registration
You must meet certain pre-req to and registering with
FederalRepornting.gov may take 2 business days or mme so please start eary!
What Do | Need to Registes?
LIVE HELP - Users will register as either a Federal Agency or a Recipient of an award

Registering as a Federal Agency

Federal Agencies are Federal entities which provide ARRA funds and include both Funding Agencies and
Awarding Agencies. An Awarding Agency ds/ad ters such funds through an award (such as a
contract, grant, or loan). Federal Agenties must track and monitor Recovery Act dollars. Funding/Awarding
Agency users who will review submitted reports should register as a Federal Agency User.

Registering as a Recipient

Recipients are non-Faderal entities that receive Recovery Act funding, and should register as a Recipient
User. Recipients may submit reports as a Prime Recipient or a Sub Recipient. Al the time of registration,
the system does not distinguish between Prime Recipients and Sub Recipients.

Clicking “Register Now” takes you to the Registration Page.

Chapter 3 User Registration
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Within the Registration Page, the Left Side Bar includes Registration Information such as
Registration Prerequisites. The menu on the left-hand side of the page provides
information about the registration process. The Content Area includes the fields and
functions for entering the registration information.

p FederalReporting.gov

Home [ About { Downloads I FAQ ] Help

Registration Information Register with FederaiReporting.gov

Before you can submit ARRA reports
through FederalReporting. gov, you
must complete the one-time
registration process.

Plaaea antor waur noreanat infarmation and amanisstinn infarmatinn and chel Peacaod

You must meet certain prerequlsltes
to Meeting the p

may ‘take 2 business days 0
80 please stant early!

Registration Prerequisites

1. Valid Email Address
2. DUNS Number (Racmvems only}
3. CCR reg {Prime R
and Sub Recipients of financial
assigtance only}

1. Valid Email Addross

All registrants must have a valid email
address 10 submit ARRA repons on
the FedersiReporting gov

Federal Agency users must register
using a valid govemment email

g Security infermatien

The irage picturad below is 3 randomly.ganersted sequanaa of 1afters for dist
camputers, # you are unabie to read the image pictured belows, plasse click tRINESShInG tauman beings frod
nudie veritication iz rat a visble alternutive, pleaze cortact the Service Degpe ink for audio veritication, *
Federsl Reperting 0ov. o register tor

%

Please click here it you require an audio v

address (email extension .gov, .mif, n

or .usa). eriticatio
Word Verification ~

2. DUNS Number Please anter the leiters

yau see in the image u p pn t r},
Cant read it? Generate a
new Inage

All Recipient organizations must have
2 DUNS number. You can obtain the
DUNS number from your award
decument. {if not found on the award
document, use the DUNS number
your organization provided on the
application for award )

Secutity Question 1~ ['Whatis your favorite hobby? W—"E}

 your organization does not know its

DUNS or needs te register for one, Answer

visit the Secwrity Question 2 * [\mat city and stete were you bomn m;‘——*‘“’*—*‘g
For more information about DUNS Answer *

requirem, istration, visit the " » i , .
equirements for regis ra |§n vieit the Security Question 3 ’Wha: high school did you graduste 1;:,;;‘?‘“““"’"‘“‘""3

Answer *
3. CCR Registration
Prime Recipi must also

in the Central Contractor Registration
(CCR) database. Sub Recipients of
financial assistance (i.e., grants and

Organization Information g

loans) must also register. Visit the - . , ___________
BPN.goy CCR Search website for : :

more information, 1% Award Recipient
! € Federal Agency

Get Registered

Create a User ID and Password on
FederalReporting. gov.

When your registration is complete, :
you will receive an email confirmation. o DUNS Number *

For more information, please consult
the of the website.
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3.3.2 Step 1: Enter personal information
The user will need to enter pertinent Personal Information in the Personal Information
fields. An asterisk appears next to the field label of each mandatory field.

& FederalReporting.gov

Home | About | Downloads | FAQ | Help

Registration Information Register with FederalReporting.gov

Before you can submit ARRA Please enter your personal information and erganization information, and click Proceed.
reports through

FederalReporting.gov, you must Plaase nots that all fields marked with an asterisk () are required fields.

complete the one-time registration

pracess. g Personal information

You must meet certain First Name * |

pre-requisites 1o register. Meeting .
the pre-requisites may take 2 Last Name
business days or more, so Email *

i
please start early! Confirm Email* |

. Your Email will also ba your User 1D for signing in.
Pre-Requisites Phone Numbar *
1. Valid Email Address Ext
2. DUNS number (Recipients
anly) {ex. 555.555.5565)

The table which follows provides the following information: Field Name, User Action to
be taken, indication if the field is a mandatory field (must be entered in order to complete
registration), and any comments or notes of importance related to that field.

Field _User Actig Mandatm

First Name Enter your first name Yes

Last Name Enter your last name Yes

Email Enter your email address Yes

Confirm Re-enter the email address Yes Must be entered

Email exactly as entered in
the Email field

Phone Enter telephone number Yes Enter 10-digit

Number telephone number
with area code

Ext. Enter phone extension No

Once you have completed registration, FederalReporting.gov will email you a temporary
password. Therefore, you must use a valid email address to register.

Chapter 3 User Registration
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3.3.3 Step 2: Word verification

Within the Security Information section, the Word Verification feature helps the system
verify that the attempt to register is not computer-generated. Registrants should re-type
the letters that appear in the Word Verification box in the free text field that appears
below the Word Verification letters.

If you cannot read the word clearly, click the “Generate a new image” hyperlink to obtain
a new word.

If you would prefer an audio verification to type rather than a visual picture, click,
“Please click here if you require an audio verification.”

i Security Information

Typa the letters you see in the image into the Word Verification field below. it you are unable to read the image
pictured below, please click the link for audio verification. f audio verification is not a viable alternstive,
plesse contact the Service Desk to register for FaderalReporting.gov.

Please click here if you require an audio verification.

Word Verification *
Please enter the lelters
you see in the image:

Can't read it? Generale a

new image.
148 S Z4819,
[ & - ajqe ) e el peio & 0 20 -
01
= eriglale d = afle el O 0Dhid S
S elqa
S cl ele O red = alde G dultdio Ve > 1819
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The table which follows provides additional information regarding the text fields on the
Word Verification section.

Word Enter the letters as they Yes
Verification appear in the image

_ Comments

Users may choose
audio verification as
an alternative by
clicking the hyperlink
that states “Please
click here if you
require an audio
verification.”

3.3.4 Step 3: Security questions

Should you forget your password in the future, you can reset your password. During
registration, you will provide answers to 3 security questions. Please select 3 different
questions from the various options and type your answer below each question. Answers

are not case-sensitive.

m Security Information

Type the tetlers vou see in the image i~ -
pictured balow, plesse clicktha P
please contact the Service Des

Piease cli

Bl ARFo ol % Ao alE

Word Verification *
Please enter the letters
you see in the ip

Can't read #? ¢ herate a

Security Q on 1* | Whatis your favorite hobby?
Answer *

Security Question 2 * | what city and state were you bom in?

Answer *

Security Question 3 * | \What high school did you graduate from?

Aunswer *

Chapter 3 User Registration
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The table which follows provides additional information regarding the text fields in the
Security Question section.

Field | UserAction

Security Use the drop-down to Yes Each of the 3
Question 1 select the Security Security Questions
Question must be unique
Answer Enter answer to Security Yes
Questions 1
Security Use the drop-down to Yes
Question 2 select the Security
Question
Answer Enter answer to Security Yes
Question 2
Security Use the drop-down to Yes
Question 3 select the Security
Question
Answer Enter answer to Security Yes
Question 3

3.3.5 Step 4: Organization information
In the Organization Information, click the radio button for “Award Recipient.” Type the
DUNS Number associated with your award.

Organization Information g
[ | represent an/a © SEEEEEEEEE

& Award Recipient
i Federal Agency

DUNS #*

Chapter 3 User Registration
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The table which follows provides additional information regarding the fields in the
Organization Information section.

Field _User Action

“I represent an/a” | Choose the “Award Yes
radio button Recipient” radio button
e Award
Recipient
e Federal
Agency
DUNS Number Enter the DUNS Number Yes Use the DUNS
associated with your Number associated
organization with the award on

which you will
report as your
DUNS Number.
Selecting a given
DUNS Number at
registration does not
restrict the user from
reporting for other
DUNS Numbers.

3.3.6 Step 5: Click “Proceed”
Click “Proceed” to start the registration submission process. Select “Cancel” if you want
to stop the registration process. Clicking “Cancel” returns the user to the Home Page.

m Organization Information
[ | represent an/a * EEEEEEEEEE .

. @ Award Recipiem
 Federal Agency

* 3
et mwamtmar s -

Federal Agency Name

DUNS #*
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3.3.7 Step 6: Verify your information

You will need to verify the Personal Information and Organization Information entered.
If the information is correct, select “Register Now.” If you need to correct any
information, select “Go Back.” Select “Cancel” to cancel your registration.

$mFederalReporting.gov

Home | About | Downioads | FAG | Help

Registration Information Verity Your information
Before you can submit ARRA We have Jocated the followi iyt iated with the information you supplied. Please review the
reports through

inforration below and select 1he “Reglster Now™ button to submit your registration request. If this information
iete th ‘i is incorrect select the "Go Back™ button to make corections. You may cancel your registration at any time

faust coraplete the one-time by sefecting the "Cancel” button

registration process

You must meet certain Personal Information

First Name: Felicia
Last Name: Jordan
Email: feliciajordan@mywork com
Phone Number: 555-555-1218

[ Organicaion iomnion |
DUNS Number: 001009572
| represent an/a : Award Recipient
Legal Business Name: UNITED RENTALS, INC.
Address: 4450 RTE 130
BURLINGTON, NJ 080182287
DBA: UNITED RENTALS

Phone Nomber: 4433324120
Coumty Code: USA

FederalReporing. gov, you

By selecting "Regkster Now" below yau are cemfymg ihai ynu are associatet d with the entity listed above

I ]

3.3.8 Registration confirmation

After selecting “Register Now,” you will see the Registration Confirmation screen. Your
confirmation number is included. You can then check your email to get your temporary
password. You will be prompted to change your password upon initial log-in. Press “OK”
to return to the Home page.

& FederalReporting.gov

Home | About | Documentation | Downloads | FAQ | Contact Us

Registration Information Registration Confirmation

Hefore you can submit ARRA Your registration request has been accepted! You will receive an email containing your temporary
repoits through FederalReporting. gov password and any other registration instructions. *

gg;?l‘zl‘iet‘:‘oc’?;% '1?;"0' you must Your confirmation number is 78. Please keap this number for your racords.

registration process. If you have not received an email within 48 hours, please contact Supper.

Meeting the registration pre-
requisites and getting registered

with FodaralDanatine mov may
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3.4 Recipient Point of Contact User registration

Each recipient organization has already defined Points of Contact within the Central
Contractor Registration (CCR) database. FederalReporting.gov will use this same Point
of Contact (POC) as published in CCR—specifically, the individual(s) listed as the
Government Business Primary Point of Contact and Electronic Business Primary Point of
Contact—as FederalReporting.gov POC(s).

The Recipient POC User for FederalReporting.gov will be the same individual(s)
named as the Government Business Primary Point of Contact and Electronic
Business Primary Point of Contact within the organization’s CCR registration.

When the first user from an organization registers with a given DUNS number, the
Government Business Primary Point of Contact and Electronic Business Primary Point of
Contact listed in CCR are both automatically registered. Each POC will receive an email
notification from FederalReporting.gov, including the POC’s temporary password to log
on to the system.

If you are the only individual who will be reporting on behalf of a DUNS number,
though, you will need to register as a FederalReporting.gov user. Upon successful
registration, FederalReporting.gov will automatically recognize you as a Government
Business Primary Point of Contact or Electronic Business Primary Point of Contact and
automatically apply the POC role to you within FederalReporting.gov
FederalReporting.gov will automatically create a POC User within the system.

3.4.1 Why the Recipient POC role?

The Recipient POC role helps to validate that each user reporting on behalf of a Recipient
organization is authorized to submit reports. By validating authorization at the point of
report submission, FederalReporting.gov helps ensure that fraudulent data is not
submitted into the system. That validation is done through a unique PIN created by
FederalReporting.gov and administered by the Recipient POC user or a designated
individual within the organization. The FRPIN is further describes in Section 3.5.

3.4.2 What does a Recipient POC User do?
The Recipient POC can perform all of the reporting and review functions of any other
Recipient user. In addition, the POC will also perform the following functions:
e Assign DUNS Administrator
e Remove a user from your DUNS organization
e FRPIN administration
o Approve FRPIN in response to user request
o Deny FRPIN in response to user request
o Reset/Change FRPIN
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Additional information regarding the responsibilities of the Recipient POC user is found
in Chapter 5.
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3.5 Request FRPIN (Recipient Users only})

3.5.1 What is an FRPIN?

When you register as a user of FederalReporting.gov, you are asked to provide your
organizational DUNS number. By providing just one DUNS number, you are
automatically associated with your organization for registration purposes.

However, your organization may have received multiple ARRA awards under multiple
DUNS numbers. Therefore, you will need to identify each DUNS number for which you
will be reporting.

For each DUNS number for which you will be reporting, you will need a
FederalReporting PIN (FRPIN) to submit your report. FederalReporting.gov assigns each
DUNS number a unique FRPIN. The FRPIN is a 9-digit number created by
FederalReporting.gov. The FRPIN is provided to your organization POC as listed in the
Central Contractor Registration (CCR) database. That POC will serve as your DUNS
administrator or will delegate that responsibility to another person in your organization. '

When you submit your report, the FRPIN lets us know that you are authorized to
report on behalf of your organization.

3.5.2 How do I get the FRPIN?

Each DUNS number will be assigned a unique 9-digit FRPIN. You will need the FRPIN
associated with each DUNS number for which you will report. If you are reporting for
more than one DUNS number, you will have more than one FRPIN. You must remember
which FRPIN is associated with a given DUNS at the time of reporting.

This allows FederalReporting.gov to know that you are authorized to report for that
DUNS.

For each DUNS number for which you will be reporting, you will need a .

FederalReporting PIN (FRPIN) to submit your report.

The following exhibit shows the steps necessary to request the FRPIN.

" If your organization is not registered in CCR, FederalReporting.gov will serve as your System
Administrator and provide the FRPIN. You will only be able to receive the FRPIN for the DUNS number
you entered at point of registration.
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POC authorizes Jem Request is
request e confirmed

By entering each DUNS, you will automatically request the FRPIN for that DUNS
number.

In order to submit reports on behalf of a given DUNS number, you must obtain the
FRPIN associated with that DUNS.
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Step 1: Request FRPIN
From Quick Links, under “Administration,” click “Request FRPIN” to begin the FRPIN
Request process.

& FederalReporting.gov

Home | About | Downloads | FAG | Help

Hello, Sandra Ling Messages
(Recipient User)
« Registration begins Wednesday, August 17, 2009. Hegi for all Federal Agencies and
have 1 unread messa Recipients,
. Reponing begins Thursday, October 1, 2009. Full FederalReporting. gov labl
October 11, 2009. Initial subm;ssmn vepons avanlable for pubhc views at
Recmvy.gov.

Current Reporting Cycle

0O Ty R,

Recup;em Repovts pubhshed on
Recovery.gov.

Published -

The repont submission period for
this fiscal quarter has concluded.
You may review your reports
using the links below.

Quick Links
Repoits

* My Reports
- i

Administration

* &{!! &ggggng
» Reguest FRPIN

Download Templates

QUESTIONS?

FederalReporting.gov Reporting

The Reporting Period begins October 1, 2009. Be sure to register at FederalReporting. gov as a userto
report,

Now that you're registered, it's time to gather the data you will need to repont.

Reporting Information
Recipients . prepare to list each DUNS number for which you will be reporting.

When you registered to be a user of FederalReporting.gov, you were asked to provide your organizational
DUNS ber. By just p g one DUNS ber, you are ically associated with your
organization. However, your orgamzanon may have receiwed multiple ARRA awards under multiple DUNS
numbers. At this time, you will need to identify each DUNS nurber for which you will be reporting.

For each DUNS number for which you
oA ’ Je

M be repomng, you w»li need an FRPIM to submit your repont.

ing PiN (FRPIN). The FRPIN is a S-digit
10ur organization point of contact (POC)
{CCR). That point of contact will serve
other person in your organization

you must obtain the FRPIN

1 you will ke reporting. By entering each
aber. The POC or DUNS administrator for
YOUT organization, as igeniined by ine UUND numoes, van automatically receive notification that you have

requested the FRPIN.

FRPIN will be sent to your FeduaIRepomng gw inbox ically upon p by the POC
or DUNS administrator that you are auth dto P for that DUNS.

You will need to enter each individual DUNS number for which you will be reporting

To start ing the DUNS b
FRPIN."

{3) for which you will be reporting, go to "My Account” and click "Request
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Step 2: Enter DUNS number

For each DUNS number for which you will be reporting, you will need to request the
associated FRPIN. Start by entering the first DUNS number for which you will report.
Once you have entered the DUNS number, click OK.

;
Sy
mny

jFederalReporting.gov

Home | About | Downloads | FAQ | Help

Hello, Theresa White Request FRPIN
{Recipient User)
[l Request FRPIN
Enter the first riniants.arg senvired 19 have the ERBIN for panh NUNS that thew.wigh to.maag Anajpst....
© Recipients can use this forr to request and receive the FRPIN for the DUNS they enter below.
DUNS number for e ! g

which you will be DUNS #
reporting and

click “OK.”

The report submission period for
this fiscal quarter has concluded.
You may review your reports
using the links below.
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Step 3: Verify your FRPIN request
FederalReporting.gov presents the information regarding the DUNS number for which

you have requested FRPIN. This allows you to verify that you have correctly entered the
DUNS number.

% FederalReporting.gov

Home | About | Downloads | FAQ | Help

Verify Your FRPIN Request

‘e have located the following organization associated with the DUNS you supplied. Please review the
formation below and select the “Request FRPIN" button to submit your FRPIN request. If this information is
cotrect select the "Go Back™ button to supply another DUNS.

. [ Organization Information B

| DUNS # 001003872
Legal Business Name UNITED RENTALS, INC.
Address 4450 RTE 130
BURLINGTON NJ 080162287

DBA UNITED RENTALS
Phone Number 4433324120
Country Code USA

The system automatically takes you back to the Request FRPIN screen. If you are
reporting for multiple DUNS numbers, you will need to enter each DUNS number to
request each unique FRPIN.

Continue through Steps 2 and 3 until you have entered all DUNS numbers for which you
will be reporting.

Behind the scenes, FederalReporting.gov is contacting the POC or DUNS Administrator
for that DUNS number. The POC and/or DUNS Administrator are notified via email and
system inbox (My Messages) of your request for the FRPIN. The POC or DUNS
Administrator will approve or deny the FRPIN request.

When approved, FederalReporting.gov will send the FRPIN to your email and system
inbox (My Messages).
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Step 4: Receive confirmation
FederalReporting.gov will confirm that your FRPIN request has been sent.

<

&p FederalReporting.gov

Home ] About I Downloads f FAQ f Help

Hello, Sandra Ling FRPIN Request Confirmation

(Recipient User)
You have successfully submitted your FRPIN Request. You will receive an email when your request is

You have 1 unread messages. approved or denied.

Current Reporting Cycle

Q ly Reports Published -
Recipient Reports published on
Recavery.gav.
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Step 5: Receive FRPIN

Once the POC and/or DUNS Administrator has approved your request for FRPIN, you
will receive the 9-digit FRPIN number. You will receive a message from the system in
your My Messages inbox within FederalReporting.gov. You will also receive an email to
your email inbox. Remember to keep these messages for future reference at the time of
reporting.

itFederalReporting.gov

From the ads | FAQ | Help
Administration

area in Quick Messages
i i “ * Registration: Registration for all Agencies, Prime Recipients, and Sub Recipients starts August 17,
Links, click “My Res

ACCO u nt n » Rep(.ming: FederalReporting gov will be available for reponting activities on October 1, 2009,
' * Reports: Final repont data wall be published 10 Recovery. gov for public viewing by October 30, 2009,

Go to the “My

Messages” tab to My Messages

access your B box |
inbox.

Welcome! You have O new messages in your inbex.

using the links befow.

- Message Text
Quick Links Weicome o Federafspodiog.com!

Repors

* My Reports
= Repotts to Comect

Administration

&pFederalReporting.gov

ot
Home ! About | Downloads l FAG ! Help

Hello, T White Messa
{Recipient User)
* Registration: Registration for all Agencies, Prime
2009
* Reporting: FederalReporting.gov will be available
» Reports: Final repont data will be published to Re:
Current Reporting Cycle ———
o R Published - My Messages

Recipiem'ch;ns published on

| The requested FRPIN for DUNS 001000388 is 135245186 |

The repont submission period for

this fiscal quarter has concluded. Dalete l Back ]

You may review your reports
using the links below.

Chapter 3 User Registration
~ Page 3-29 ~



