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Course Introduction 

This course is designed to provide you with the knowledge and skills associated with accessing 
the ARRA site to insert data and retrieve reports. 
 
This document may include: 
 
• Objectives for the course 

• Step-by-step instructions 

• Best practices 

• Additional Resources 

Course Overview 

The ARRA site was created by OBM as a repository for consolidating ARRA data from 
individuals and agencies requesting and receiving funds through the federal stimulus package. 
This training will walk you through the steps of accessing the programs using funds and adding 
the 1512 data that is required by the federal government to comply with the accountability and 
transparency requirements of ARRA. Report retrieval will also be covered in the training as 
these reports must accurately indicate the allocation of ARRA funds which are reported to 
recovery.gov on a quarterly basis. 
 

 The information contained in this manual is subject to change as the ARRA Hub is being 
modified to better serve ARRA users.  

 

Prerequisites for this Course 

Prerequisite include: 
• In order to view programs within the ARRA site you must be granted access to that 

particular program. This can occur if you are an individual who has been granted funding for 
a program or the individual requesting the program funding has added you to the program 
data within the ARRA Hub. 

 

Course Objectives 

This course provides you with knowledge of the ARRA SharePoint Site including: 
• Requesting access to the ARRA site. 

• Log-in procedures. 

• Identification of program requests. 

• Navigation to the appropriate tab. 



 

• Data collection within Section 1512. 

• Uploading of required documentation. 

• Report retrieval. 

• Analysis and exporting of reports. 

Requesting Access to ARRA 

If your agency email is hosted by OIT then just send an email to 
ARRA.Support@obm.state.oh.us requesting access to the site. If your email is not hosted by 
OIT then send an email to the same address requesting access and a spreadsheet with the 
following information on it: 
• First Name 

• Middle Initial 

• Last Name 

• Email Address 

• Agency 

• Address 

• Phone Number 

• Fax 

• Title 

• OAKS ID (if state employee) 

Logging into ARRA 

When you have been provided with your user name and password you can log into the ARRA 
system.  

 You should change your temporary password that was assigned to you when requesting 
access. If you do not it will eventually expire and you will be locked out of the system. To 
change your temporary password go to 
https://spsupportportal.ohio.gov/Pages/PasswordChange.aspx. Follow the instructions to 
change your password. 
 



 

  
 

 

 On the log-in screen it is important to select this is a private computer if you are not using a 
Shared Computer. If you do not check this option the system will log you out after a certain 
amount of time.    

 
 

Step-by-Step Screen 

1. Open your web browser application 
and type 
http:oitportal.ohio.gov/sites/recovery 
into the address bar. 

 
 



 

2. The State of Ohio SharePoint 
Services Log-in page will open. 

3. Under Security select This is a 
private computer if you are not 
using a Shared Computer.  

 

4. Your User name will be your full 
email address or 
odnt\FirstName.LastName. Your 
password will be assigned by OIT.  

 

5. Once you have entered your user 
name and password press the Log 
on button to enter the system. 

Navigating ARRA Hub 

Once you are logged into ARRA you will start in the ARRA Hub. This is where you will add 
program requests, access information, and view FAQs. 



 

 
 

The section we will be focusing on is ARRA Programs. Click on the ARRA Programs tab to 
access this page. You can also get to this page by clicking ARRA Programs located under the 
Accountability drop-down menu. 
 

 
 

ARRA Programs 

The ARRA Programs page will provide you with all the data associated with your programs. This 
is where you will view and edit your 1512 program data. You will also retrieve reports from this 
page. 
 



 

 
Section 1512 Data 

All programs that you are receiving funds through should appear under Section 1512 Data and 
listed by their CFDA# (ARRA-E). If your program is not listed here please contact 
ARRA.Support@obm.state.oh.us to have the program added to the system. 

 
 

Step-by-Step Screen 



 

1. When you log into the system you 
will start inside the ARRA Hub. 

 
2. To view the programs you have 

been granted funding click on ARRA 
Programs. This link is provided 
under the Accountability drop-down 
and it is also a tab.  

3. The Section 1512 Data will provide 
you will all the programs you are 
receiving funds. 

Data Collection with Section 1512 

All of the pages you will need to edit and view program data will appear under the ARRA 
Programs tab. 

 You must select which program you wish to work in by clicking the button next to ARRA-
E. This is applicable even when you only have one program listed. 

 

 
 

After selecting the correct program you will need to edit the 1512 Program Data. 

 It is critical you keep the 1512 Program Data current. Although the program data is 
submitted quarterly it is imperative that this data is supplied well before the deadline to 
prevent last minute errors in calculating funds. 
 
 
 



 

Step-by-Step Screen 

1. Select the correct CDFA# (ARRA-E) 
for the program you will be editing 
data. 

 

2. A heading for Edit 1512 Program 
Data will be located in the left 
column. Click on the icon under Edit 
to add the program data. 

 

3. The form for your program to 
provide all necessary 1512 data will 
be displayed. 

4. The Funding Agency Code, 
Awarding Agency Code, Awarding 
Agency Name, Program Source, 
and Award Number will be provided 
to you from the Federal agency 
awarding your funding. 

5. The Order Number only applies to 
Federal contracts. 

6. The nine digit DUNS number of the 
prime recepient is entered into the 
Recipient DUNS Number. 

7. Government Contracting Code will 
be for Federal contracts. 



 

8. A CFDA Number will be supplied to 
you through the Federal Agency 
providing your funding. 

9. ARRA-D is for your nine character 
MPIN number. 

10. ARRA-F, Agency Office Name, 
ARRA-F Address, Recipient and 
Congressional District is the prime 
recipient’s information.  

11. The Recipient Account Number is a 
number created by the prime 
recipient. 

12. ARRA-H is the time period for the 
project/grant. 

13. ARRA-I is the reporting period end 
date. The date will be the end of the 
current quarter. 

14. The Final Report will not be checked 
until the program has ended and 
you are finished submitting data. 

15. ARRA-K will be set to Quarterly. 

16. Select the Award Type from the 
drop-down menu. 

17. Award Date is for the date the award 
was signed. 



 

18. The Award Description and Project 
Description can be the same. This is 
a basic description of the award and 
should be supplied by the Federal 
awarding agency. 

19. The Project Status will allow you to 
choose a status between not started 
and fully complete. 

20. The Activity Code is a six digit code 
which can be found by following the 
link in this section and typing a 
keyword on the site to find the 
correct code. One link is for 
infrastructure projects the other is 
for everything else. 

21. The Number of Jobs and 
Description of Jobs Created will be 
covered by an additional discussion 
at OBM. 

22. The Amount of Award is the total 
amount of Federal dollars on the 
award. 



 

23. The Infrastructure Purpose and 
Rationale through the Infrastructure 
contact information is for 
Infrastructure projects only.  

24. The Primary Place of Performance 
fields are for the prime recipient. 

25. The Prime Recipient Highly 
Compensated Name fields must be 
filled in only if the prime recipient 
meets all of the conditions listed. 

26. The fields under the Prime Recipient 
Highly Compensated Name fields 
are not 1512 data. This is data that 
is helpful to the governor’s office in 
tracking the 1512 data. 

27. Near the bottom of the Section 1512 
Data page are fields to grant 
additional persons access to this 
program’s data. The individual being 
added must already have an ARRA 
account set up. 



 

28. OBM will verify 1512 reporting to the 
Federal system for this program and 
check this box. 

 
29. When OBM has verified the 

Program name and the CFDA # 
against the Federal system this box 
will be checked. 

30. A check will appear in the Is Active 
field for programs using funding. 

31. Once you have filled in all fields click 
the OK button to submit the data. 

 

 

 If you have questions or need help with filling out any of the fields contact 
ARRA.Support@obm.state.oh.us. 

 

Uploading Required Documentation 

Any documentation that applies to the program you are receiving funding should be uploaded 
and stored inside that ARRA program’s page. All of the documents that are added to the 
programs ARRA page will appear on the left side of the screen and cataloged into the 
appropriate category. 

 Make sure you have converted your document to a PDF before uploading it to the ARRA 
system. 



 

 
 

Step-by-Step Screen 

1. Verify that you are on the ARRA 
Programs page. 

2. Select the correct CDFA# (ARRA-E) 
for the program you will be 
uploading documentation. 

 

3. Under Important Links click on the 
Upload a new Document link. 

 



 

4. The Upload Document window 
appears. 

5. Click the Browse button to locate 
the PDF to upload. 

 

6. Locate the PDF to upload on your 
computer. Select the file and click 
the Open button. 

7. Leave Add as a new version to 
existing files checked.  

8. You can add a more detailed 
description of the PDF in the 
Version Comments box. 

9. Click OK to upload the PDF. 
 



 

10. You will need to provide details 
about the document before adding it 
to the program data. 

11. Select a program # from the drop-
down list or specify your own value. 

12. Complete filling in the information on 
the rest of the fields. Remember * 
means you must fill in that field to 
submit the form. 

13. The Draft Version will be selected 
by default. Unchecking this will allow 
the final oversight agency to view 
this document. 

14. Select the CFDA # for the program 
from the drop-down under the CFDA 
#2 field. 

15. Select Check In when you have 
completed filling in the fields.  

 



 

 
 

Report Retrieval 

To retrieve reports, for accountability of funding for specific programs, the ARRA system will pull 
data from the OAKS system and generate reports. These reports will provide data on a variety 
of information from vendors, the General Ledger, and other entities affecting the financial data. 

 
 
 

Step-by-Step Screen 

1. Verify that you are on the ARRA 
Programs page. 

2. Select the correct CDFA# (ARRA-E) 
for the program you will be retrieving 
reports. 

 

3. Under OAKS Financial Data (URL) 
click on the link under URL. 

 



 

4. A list of available reports will appear 
for the CFDA program you have 
selected. More reports will become 
available in the future. Click on a 
report to view details.  

5. A detailed list of data for the report 
you selected will appear. 

 
 

Analysis and Exporting of reports 

Reports can be exported to an excel document or a PDF from the menu at the top of the report 
you are viewing. 
 

Step-by-Step Screen 



 

1. To open reports follow the steps in 
the previous section, report retrieval. 

2. Using the menu at the top of the 
report select the format to export the 
data. 

 

3. Press Export after you have 
selected the format type.  

4. The report will open in the format 
you selected with the data available 
for analysis.  

 

 

Course Recap 

• Contact ARRA.Support@obm.state.oh.us to request access to the site and for program 
requests. 

• Follow the log-in procedures to access the ARRA Hub. 



 

• Use the ARRA Hub to track your programs and add 1512 data. 

• Add documents and resources pertaining to your program by uploading content. 

• View, analyze, and export reports pertaining to your ARRA program. 

 

Additional Resources 
• Remember to contact ARRA.Support@obm.state.oh.us for assistance or questions you 

have when working with ARRA. 

 

Action Plan: Things to remember that will help me do my job: 

  
• _________________________________________________________________________ 

 
• _________________________________________________________________________ 

 
_________________________________________________________________________           


