Supplemental Guidance to State Agencies

3.4. ARRA Checklists & Tutorials
Tuesday, December 15, 2009

Good Afternoon,

Effective immediately, agencies should use the Program-CF Value Change Request Form (available here)
when requesting new program codes for American Recovery and Reinvestment Act reporting. Steps for
requesting program codes are below.

1. Determine appropriate coding structure with your OBM analyst;

2. Complete Program-CF Value Change Request Form and email it to
OBM.CHARTFIELD@OBM.STATE.OH.US and copy ARRA.Support@obm.state.oh.us;

3. You will receive confirmation from OAKS and your analyst.

Once you receive your new program codes, you will continue to use them for all associated ARRA
revenue and expenditures.

Thanks for your ongoing efforts.
The ARRA Reporting Team

Attachments: List of Business Rules for Subs.xlsx
Non-Financial 1512 Reporting Quicksteps.docx
Vendor_sub Checklist.docx
XML Validation Tutorial.docx
Financial Reporting Quicksteps.docx



Prime Award Number

CFDA Number
OAKS Vendor ID This must be 10 digits

This must be 9 digits. If the lead number is a zero is
Sub Recipient DUNS Number will have an apostrophe on the front.

The program code should have the following
format: GRANT/PROJECT
NUMBER_PROGRAM_VENDOR. Check to see if the
vendor matches the vendor number in Column C.
The project/grant code can be missing, but the
program code and the vendor code must be there.

Subaward Number

Must be 55 characters or less. To check this, insert
a new column and type to function =len(), selecting
the field for legal name. Use the filter function to
identify any rows whose name exceeds the 55
character limit. Abbreviate if necessary.

Sub recipient Legal Name

e ) This must be two digits, from 01 to 18.

This must be a range of the form 01/01/2009-
Subaward Project/Grant Period 01/01/2010

Sub recipient Primary Place of Performance - Street Address 1
Sub recipient Primary Place of Performance - Street Address 2

This must be all caps: OH. It will not read Ohio or

Sub recipient Place of Performance - State Oh
L. This must be US. NOT United States or USA. No
Sub recipient Place of Performance — Country periods

No dashes. Use the replace all to remove them. If
there are only 5 digits, contact the agency. We

must have 9 digits.
FTHS TTIUSL T1idve uUie wuru  Loulily 10HUwWINE uie

name. Use the function
=proper(concatenate(field," County"). Make sure
there is a space between the quote and the word

Sub-Recipient Place of Performance County County.

Sub recipient Place of Performance — Zip Code + 4

Sub recipient Place of Performance - City
Sub recipient Place of Performance - Congressional District This must be a two digit code.




Must be filled out. Replace all caps FALSE for N or
Sub Recipient indication of reporting applicability No Replace all caps TRUE for Y or Yes

If "reporting applicability" in row 21 is FALSE, this
field will be blank.

If "reporting applicability" in row 21 is FALSE, this
field will be blank.

If "reporting applicability" in row 21 is FALSE, this
field will be blank.

If "reporting applicability" in row 21 is FALSE, this
Sub Recipient Highly Compensated Compensation (2) Total Comp field will be blank.

If "reporting applicability" in row 21 is FALSE, this
field will be blank.

If "reporting applicability" in row 21 is FALSE, this
field will be blank.

If "reporting applicability" in row 21 is FALSE, this
field will be blank.

If "reporting applicability" in row 21 is FALSE, this
field will be blank.

If "reporting applicability" in row 21 is FALSE, this
field will be blank.

If "reporting applicability" in row 21 is FALSE, this
field will be blank.

Must be filled out. Replace all caps FALSE for N or
No Replace all caps TRUE for Y or Yes

If the preceding column is TRUE, this must be filled
out, otherwise it will be blank.

Must be filled out. Replace all caps FALSE for N or
No Replace all caps TRUE for Y or Yes

If the preceding column is TRUE, this must be filled

out, otherwise it will be blank.
I NIS MUst nave tne wora county Ttolowing tne

name. Use the function
=proper(concatenate(field," County"). Make sure
there is a space between the quote and the word
County.

This must be all caps: OH. It will not read Ohio or

Sub Recipient Highly Compensated Name (1) Name

Sub Recipient Highly Compensated Compensation (1) Total Comp

Sub Recipient Highly Compensated Name (2) Name

Sub Recipient Highly Compensated Name (3) Name

Sub Recipient Highly Compensated Compensation (3) Total Comp
Sub Recipient Highly Compensated Name (4) Name

Sub Recipient Highly Compensated Compensation (4) Total Comp
Sub Recipient Highly Compensated Name (5) Name

Sub Recipient Highly Compensated Compensation (5) Total Comp
Buy American Provision

Buy American Provision Comments

Prevailing Wage

Prevailing Wage Comments

County

o
=



Non-Financial
1512 Prime Reporting Quicksteps

The Prime Recipient data provided to FederalReporting.gov is the sum of all ARRA activity occurring
under a specific award to a state agency. It is the State’s responsibility, and specifically OBM as the
central reporting agency, to collect this and transmit the report to the federal government as provided
by Section 1512 of the American Recovery & Reinvestment Act of 2009.

To ensure that the reports can be properly transmitted to the federal system via FederalReporting.gov
data must be transmitted in a specific format and follow a number of business rules. As a central
reporting coordinator, we are also reviewing specific elements of the ARRA reports to ensure that the
information seem sensible.

To perform your high-level review, complete each of the following steps to before the final report
transmission.

|:| Compare the 1512 Program data with the agency award letter uploaded to the ARRA
Hub. Ensure the following fields are the same in both locations.

[ ] Award number

|:| Recipient DUNS number
[ ] CFDA number

[ ] Award date

|:| Check to see if the Congressional District is correct (most state agencies will be in the
15" Congressional District) and that the district listed is a valid district (Ohio only has
districts 1-18).

|:| Find the total number of jobs created or retained and divide this number by the total
expenditures for the program. Do the expenditures per job appear to be a living wage?

|:| Check the zip code listed in the Prime Recipient table. Is the zip code 9 digits long with
no hyphen? Are the final 4 numbers coherent (not 0000)?

[] Are the activity codes correct?
Verify the entry is appropriate:
e Infrastructure projects should have NAICS codes (usually a 2-6 digit numeric
code).
e Non-Infrastructure projects should have NTEE-NPC codes (usually a code
starting with a letter followed by numbers).

”

[] Compare the “Total Federal Amount of ARRA Expenditure” field in the “Prime Recipient
report with the Life Time Total in the “GL Information by CFDA” report. Ensure that both
totals are the same.



Sub-recipient and Vendor Quicksteps

Prime recipients are required to report certain information about the sub-recipients and vendors in their
project. They upload spreadsheets into the Hub, which is later integrated with OAKS AP data coded to
the specific CFDA through an OAKS program code. These quicksteps will help you to identify errors that
occur when there are omissions, duplicates, general typos and/or business rule violations in the Sub-
recipient and vendor database.

Setting up the reports for comparison (See PowerPoint for screenshots to help you navigate)

* Some CFDA’s have both vendors and sub-recipients, some have one or the other, and some will
have neither.

*  Open both the “sub recipient/vendor report” under the General Reports and the “SharePoint
export report” (see the Power Point for detailed instructions to download these reports)

* Do this for both the Sub reports and the Vendor reports

*  Make sure the SharePoint export report is filtered by the CFDA number for which you ran the
“sub recipient report”

* Sort by the “Sub-award number” field, this is the unique field for each row, then by amount
Check List

* If the Financials from the GL do not match the financials from the AP, compare the two reports
to determine if a sub/vendor has been omitted (See the other Financials Quickstep to determine
if these do not match)

*  Check for duplicates in the Sub-award number field.

— Use conditional formatting (in Excel, under the Homex< Styles<Highlight Cell
Rules<Duplicate)

* Spot check the sub-award numbers to see if they are consistent
The sub award number format: GRANT/PROJECT NUMBER _ _VENDOR
GRANT/PROJECT NUMBER Some may have none, some may be long
5 digits (usually 4 numeric 1 alpha)
VENDOR 10 numeric digits

Making Corrections

*  For minor errors, business rules, etc. make the corrections yourself and make a note for your
own reference as needed

*  For other more substantial errors, i.e duplicate vendor information or vendors/subs with $0.00
expenditures, please inform the agency



— Do they have an explanation or what the corrections should be?

— Ask them to make the corrections in the Hub where applicable and to let you know
when they have been completed

* If you would like to make corrections on the agency’s behalf, follow the steps included below.
* Keep a list of any substantial corrections you make for your own reference

* If both you and the agency are unsure of what the correction should be, contact the ARRA
reporting team

Technical instructions: Making corrections

¢ Open the Access database:

* Enable the content (below the main toolbar there is a tab that Says: Security Warning...Options)
*  For Sub-recipients open the table: ARRA 1512 Section 3
* For Vendors open the table called Vendors
*  You may make modifications directly in the Access Table
* For deletions, select the entire row and right click for the delete option
* If you make a deletion and realize later that it is was not needed. You CAN undo the action.
— Go to the recycle bin in the SharePoint hub and restore the selection



XML Validation Tutorial
Getting Started

1.

Be sure to register with FederalReporting.gov. The validation tool requires an email address and a valid DUNS #. You should use your

email address in order to receive the correct notifications. The state’s DUNS # is 809031776. If you have already registered skip to
Step 2.

Friday, December 11, 2008

& FederalReporting.gov

Home | About | Downloads | FAQ | Help

Text AT A A

Log In
User ID
Password

Messages

« FederalReporting.gov Webinars now available on YouTube. Go to the Webinars section on the
Downloads page of FederalReporting.gov for links to these instructional videos.
+ FederalReporting.gov Recipient Reporting Data Dictionary and System User Guide now
available on Downloads Page. Go ta the Downloads page to access these important documents.
« FederalReporting.gov Service Desk is ready to help with registration or reporting questions.
During January. the Service Desk will be available from 7 a.m. through 9 p.m. (ET) Menday through

Friday. The Service Desk will be open on Saturday January 2.and 9, 2010 from % a.m. through 5 p.m
Not Registered? to provide user support

b [Regitertion]

| forgot iy passwiord

Top 10 Tips for FederalReporting.gov

Download Templates

Home For Agencies For Recipients
Microsoft Excel R i
eportin
XML Schema P 9

The next Reporting Period begins on January 1, 2010,

Registration for all Federal Agencies and Prime Recipients and Sub Recipients is ongoing. You
must register to submit or review a report.

If you are registering as a Federal Agency and have questions, click on the "For Agencies” tab.

If you are a recipient and have guestions about reporting. click on the "For Recipients” tab

Accessihility Copyright Information Privacy Policy

To register, follow the “Register Now” link and input your information and select your security questions and answers. Upon

completion, FederalReporting.gov will send you a temporary password that you will use to activate you account and create your own
unique password.




2. Once you registered with FederalReporting.gov login from the Homepage and accept the Terms and Conditions.

.
+d

FederalReporting.gov

Home | About | Downloads | FAQ | Help

FederalReporting.gov Terms and Conditions

FederalReporting.gov Terms and Conditions

LOG OFF IMMEDIATELY if you do not consent to the conditions stated in the following notice. Otherwise click "Accept” to accept
the terms and proceed.
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3. By now you should have received an XML from your agency from their Non-Financial / Sub-Recipient & Vendor Validation process.
The first step in your review process is to validate the file on the FederalReporting.gov website. This process will determine if the file
format submitted by the agencies adheres to the federal XML business rules standard. To begin this validation, download the XML
files emailed to you by the agency and save it on your computer. Next click on the “Validate File” link as highlighted below.

& FederalReporting.gov

Home | About | Downloads | FAQ | Help

Hello. Mikolei Kaplanay
{Recipient User)

You have 267 unread
MEessages

Current Reporting Cycle

Quarterly Reports Published -
Recipient Reports published on
Recovery gov

Messages

» FederalReporting.gov Webinars now available on YouTube. Go to the Webinars section on the
Downloads page of FederalReporting gov for links to these instructional videos

» FederalReporting.gov Recipient Reporting Data Dictionary and System User Guide now
available on Downloads Page. Go to the Downloads page to access these important documents

» FederalReporting.gov Service Desk is ready to help with registration or reporting questions.
During January, the Serice Desk will be available from 7 a.m. through 9 p.me (ET) Monday through
Friday. The Semvice Desk will be open on Saturday January 2 and 9, 2010 from 9 a.m. through 5 p.m
to provide user support

Top 10 Tips for FederalReporting.gov

Reports cannot be submitted
until the keginning of the next
quarter. however users can
validate files to begin preparing
for the next round of reporting

 — T

Quick Links
My Reports

= Prime Recipient
» Sub Recipient

Administration

Iy Account
Iy Work Queue

Request FRPIN

B DUINIS Eotrnct

FederalReporting.gov Reporting

Welcome to FederalReporting.gov
The next reporting period hegins January 1. 2010.

During this time. Prime Recipients of awards from programs subject to Section 1512 of the Recovery Act will
submit reports: Prime recipients may choose to delegate certain reporting requirements to Sub Recipients:

Awarding Federal Agencies will view and comment on reports only. Federal Agency users will not submit
repeorting data

If you are a Federal Agency User, you will be able to view and comment on reports for your agency
Federal Agency Users can view reports once they are submitted as Initial Submission. Deadline for Initial
Submission is the 10th day of the reporting period. The view and comment period ends the end of the 29th
day of the reporting period

If you are a Prime Recipient User. vou will need the following to report:

= Awarding Agency Mame

= Award number (case and character sensitive)

= Your DUNS number (as shown on your award)

= The FRPIM for that DUNS Number

= Applicable data relative to your federally awarded contract. grant. or loan as detailed in the Recipient
Reporting Data Madel. (The most current version of the Recipient Reporting Data Model can be




On the Validate File page there are
three data entry points necessary for
the file to be validated.

The Award Type for nearly all files
reviewed will be “Grant.” If you
specifically have another award type,
you may indicate as such.

The Recipient Type is usually one of
two options in Ohio’s case. Select
either “Prime Recipient [Prime Only]”
or “Prime Recipient [Prime reporting
for self and Sub(s)].” If one option
does not work, try the other option.

The File to Validate is the file
received from the agency as part its
validation. Select the “Browse”
button to locate the file on your
computer.

Once you have completed this
process, click on the “Validate File”
link to have FederalReporting.gov
review the business rules for the XML
report.
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porting.gov - Windows Internet Explorer provided by Office of Budget & Management

Hello: Nikolei Kaplanov
{Recipient User)

You have 267 unread
messages

Validate File

Validation Instructions

Welcome to the Validation Utility. This Validation Utility allows a Recipient organization user to test
the basic structure and certain business rules associated with a sample file. The Validation Utility
is not intended to validate each and every report you intend to submit. Rather. the Validation Utility

will allow you to validate a small sample report to help ensure that your report file structure is

Current Reporting Cycle

Quarterly Reports Published -
Recipient Reports published on
Recavery gov

compliant with the required report schema and will be accepted by the system
The validation utility process consists of the following 6 steps:

Verify that your sample Excel or XML file is no greater than 200 megabytes
. Select the appropriate radio buttons (Award Type and Recipient Type)

. Browse and select a file to validate

Reports cannot be submitted
until the beginning of the next
quarter. however users can
validate files to begin preparing
for the next round of reporting

. Select the "Validate File" button to submit your file validation request.

. Confirmation page confirms that your file has uploaded

. Within 11to 24 hours. you will receive an email with validation results. The results can be used
by your organization to understand any issues which will require correction in the submitted
report file. Applying the results to all of your future report submissions helps to ensure
continued compliance with the report schema and acceptance by the system

[oy L AR SV (X J

Quick Links
My Reports

» Prime Recipient
» Sub Recipient

Administration

« My Account

« My Work Queue

+ Request FRPIN

« My DUNS Extract

+ Search DUNS #

+ List of Registered DUNS

Award Type

O Federally Awarded Contract
O Grant

Loan

Recipient Type

() Prime Recipient [Prime Only]
O Prime Recipient [Prime reporting for self and Sub{s)]
O Sub Recipient [Sub Only]

File to Validate

Browse to select the Excel or XML file to validate.

Download Templates

Microsoft Excel

File | (Browse.. ]

[ validate File |[ Cancel |




6. Once you successfully uploaded your report, you should see the Validation Request Submitted Successfully page.
FederalReporting.gov will quickly review the uploaded report to check for any business rule errors.

t FederalReporting.gov

Home | About | Downloads | FAQ | Help

Hello. Mikolei Kaplanov

ueth _ Validation Request Submitted Successfully
{Recipient User)

Your file validation request has been accepted. You will receive an email containing the results of the sample
You have 267 unread file validation. The email will either indicate that the submitted file complies with all structure and business
messages rules or will detail the structure or husiness rules errors found when processing the sample file. If errors are
identified, please correct the errors and perform the sample file validation again
Logoff

If yvou have not received an email within 24 hours, please contact the Senice Desk

Current Reporting Cycle
COuarterlv Renarts Published -

Upon completion, you should receive an email indicating the Validation Status of your submitted report. If the report details any

errors, continue on to Step 8. If the report has been successfully validated, please convey this information to the agency and work
with them on any changes they make before the end of the reporting period.

| f ;3‘, .ﬂ ) A P =] FedaralRezporting.gov Yalidation Status - Mezzage [HTML] S ET
- Message 7]
= x gL % sofetists » | L v P | B eing
i S b N L (it & EE] ~Al 2 Related -
Reply Reply Forward | Delete Move to Create Other Black Mot Junl Categarize Follow Mark as
ta All Falder= Rule Adions~ || Sender — - Up~ Unread || 4§ 3elect~
Respond Actions hunk E-mail ] Options i) Find
Fram: DollotReply @FederalReporting. gov Sent:  Fri 12/11/2009 12:55 PM
Tao: Kaplanov, Hikos
cg
Subject: FederalRepaorting.gov Validation Status

Your validation request has been processed.

|1

Sample File Information:
File Name: 66_818 snapshotid_50_20091211113048 xml

Submitted Bv: nikos kaplanov @ obm state ch us

Submission Date Time: 12/11/2009

66_818_snapshotid_30_20091211113048 xml: successfully validated.

Do not reply to this e-mail. Please contact the FederalReporting gov Service Desk or call us at 877-308-7386; TTY: 877-881-3186 if vou have anv questions.




8. Ifthere are errors in the XML Validation, it is your responsibility to work with the agency to make corrections. Errors in the validation
will prevent an entire report from being submitted.

There are two types of errors that you may encounter - agency input errors or ARRA Hub translation errors. Use the following steps to
determine which error you might encounter.

a. Agency input error —If the data in the ARRA Hub is the same as the error field then the agency has entered incorrect data or
data in an improper format. Please check the Data Dictionary and Federal Award Letter for the report to determine the
proper information.

b. ARRA Hub translation error — If the data in the ARRA Hub is different that the error in the error identified in the Validation
Status email, then the error is probably a result of an XML translation issue. This is where the information is correct in the
Hub, but the XML file is transmitting a different record. Please work with Derek, Nikos or Adam to determine the problem
and make a system correction.

9. Once you have determined the errors or lack thereof, please alert the agency.

a. For reports without errors you will need to let the agency know that it passed the business rule validation but any
modifications to the Prime Recipient, Sub-Recipient, or Vendor tables could cause a business rule error.

b. For reports with errors, you will need to either work with the agency or internally (depending on the error type) to make
corrections and have the agency resubmit a new XML validation file until there are no errors identified from the
FederalReporting.gov portal.



Financial Reporting Quicksteps

The Financial Reporting data is the culmination of all of the revenue and spending data by program
submitted to FederalReporting.gov. It is the State’s responsibility, and specifically OBM as the central
reporting agency, to collect this and transmit the report to the federal government as provided by
Section 1512 of the American Recovery & Reinvestment Act of 2009.

To validate the financial information for each ARRA reporting period, begin by running the following
reports:

1. Run OAKS Query
In OAKS Fin navigate to the Reporting Tool > Query > Query Viewer and search for:
v' “DB_STIMEXP_PUB” for the stimulus expenditures report; and
v' “DB_STIMREV_PUB” for the stimulus revenue report.
Filter the reports for your respective ARRA programs.

2. Inthe ARRA Hub, follow the link OAKS Financial Reports for CFDA: in the “OAKS Financial Data
(URL)” section and run the following reports.
v' “GL Information by CFDA”
v" “OAKS Vendor List by CFDA” CSV extract
v" “Sub Recipient Report” CSV extract
v" “Vendor Report” CSV extract

To perform your financial review, complete each of the following steps to before the final report
transmission.

|:| Compare the “GL Information by CFDA” report with the “DB_STIMEXP_PUB” and
“DB_STIMREV_PUB” reports for the ARRA programs. Are the total revenues and
expenditures the same for each report?

[] Calculate the Total Payment Amount from the “Vendor Report” CSV extract. Calculate
the Total Sub Award Funds Disbursed from the “Sub Recipient Report” CSV extract. Does
the sum of these two numbers add up to the total expenditures in the “GL Information
by CFDA"” report?

[] If not, is the difference accounted for by the administrative expenses for the
program?

Note: If there is not sufficient administrative costs to cover the differing
amounts, there is probably a sub-recipient or vendor that is not accurately
registered or an improperly coded expenditure.

|:| Review the “OAKS Vendor List by CFDA” CSV extract and compare it with the “Sub
Recipient Report” CSV extract and the “Vendor Report” CSV extract. Do all of the



i)
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vendors in the “OAKS Vendor List by CFDA” appear on either one or the other CSV
extracts?

[

Does the Grant Total of the “OAKS Vendor List by CFDA” equal the sum of the
Total Payment Amount from the “Vendor Report” CSV extract plus the Total Sub
Award Funds Disbursed from the “Sub Recipient Report” CSV extract? If not,

that means there is something missing.




