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Process: This job aid describes procedures for reporting FFATA information on FSRS.GOV. This process is completed 
once a subcontract $30,000 or greater is fully executed when FFATA requirements apply.

 Entering FFATA (www.fsrs.gov) 

 
 

 
Click on AWARDEES 

 

 

 
Enter the login information  
 
 

 

Adding a New Award 

 
If for a new grant Select “add award to worklist” 
 
If adding to an existing grant, click “Worklist” and continue ahead to the step for 
“Add to and Existing Award”. 
 

 
 
 



 

 
Quick Reference Card 

Entering FFATA (www.fsrs.gov) 
 

© 2019 Purdue University 
Last Updated 05/16/2019, RAD 

Page 2 of 9 

 

 
Select the type of award, enter the award number and click Submit 
 

 

 

 
If the correct award is displayed, click Continue. If the correct award is not 
displayed, click Select Another Grant 
 

 

 

 
Select  “I verify that I am the Prime Awardee for this grant” and click Submit 

 

 
 
Click the “Back to List” link 
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Add to and Existing Award 

 
Click on the Create New Report button 

 

 

 
Leave the dropdown to display “select existing report” and click Continue 
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Select the Type of Award. Find the award number in the dropdown menu under 
“Select Existing Grant” and click Continue 
 

 

 

 
If the correct grant is displayed, click Continue. If the correct grant is not displayed, 
click Select Another Grant. 
 

 

 

 
Select  “I verify that I am the Prime Awardee for this grant” and click Save & 
Continue 
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Verify all information is correct on this screen,  enter the Report Month, answer 
yes to question # 26, then click Save & Continue 
 
 

 

 

 
Click on “Add Subawardee” 
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Enter the subrecipient’s DUNS number, then click Fetch Info For DUNS 
 

 

 

 
Enter the following information: 

• Subawardee DUNS number  
• Subaward Obligation/Action date  (Date agreement was fully executed) 
• Subaward Project Description (This will always be “Collaboration on” then 

the title of the project) 
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**For the Project Description use the Grant Title. 

 

 
Enter the following information: 

• Principal Place of Performance – City; State; Country; Zip +4 and 
Congressional District 

• Subaward Number  (This is the number we issue the subrecipients) 
 
Click Save & Continue 
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Click Continue 

 

 

 
Click Submit 
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Open the PDF of the submission and upload document to Perceptive Content to 
show the date and time of submission, then click Return To List. 
 

 
 


