SAMHSA

Substance Abuse and Mental Health
Services Administration

Reference Sheet
How to Submit a Federal Financial Report (FFR)
via the eRA Commons

To access screenshots, click the icon.

Login to the eRA Commons

1. Go to the eRA Commons homepage.
2. Enter your Username and Password.
3. Click the Login button.

Search for the FFR

‘ 1. Click the FFR tab in the menu bar.
You must have the Financial Status Reporter (FSR) role assigned to your eRA
Commons account for the FFR tab to be available. Please visit the eRA Commons
Help System to learn how the Signing Official (SO) can assign roles to other
individuals.

‘ 2. Click the Institute Center (IC) drop-down menu and select the IC for your grant
— number (e.g., AE, SM, SP, or TI).

Enter your grant Serial number (i.e., the six digits after the IC in your grant number).

4. Click the Search button.
Quick Searches are also available to find your organization’s grants with the
following status:
v" Received.
v Pending, Due, or Late.
v" Due this year.

View Search Results and Access the FFR

When you search for your grant the first time, you will see one row with the Grant
= Number, FFR Due date, Budget Start and Budget End dates, Latest FFR Status,
and the Action column (with the Create New button beneath).

If your grant was funded as part of a special initiative (e.g., ARRA), it will be indicated in
the Spec. Funding column. Otherwise, this column will be blank.

1. Click the Create New button.
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SAMHSA

Substance Abuse and Mental Health
Services Administration

Complete the FFR, Sections 1 through 9
1. Enter the Recipient Account Number or Identifying Number.

2. The default Report Type is Annual. Click the appropriate radio button to change, if
applicable. For example, if submitting the final FFR, click the Final radio button
instead.

3. The default Basis of Accounting is Cash. Click the Accrual radio button if
applicable.

Complete the FFR, Section 10
1. Complete the Federal Cash section.

Line a: Enter the amount of cash receipts
Line b: Enter the amount of cash disbursements
Line c: Cash on hand will auto calculate (line a minus b)
2. Complete the Federal Expenditures and Unobligated Balance section.

Line d: Total Federal Funds Authorized
This Line will be pre-populated. Compare this to the information found on your
Notice of Award (NoA).

Line e: Federal Share of Expenditures
v' Enter the CUMULATIVE amount of the Federal Share of Expenditures. The
cumulative amount is calculated by adding all expenses incurred to date [for
prior and current budget period(s)].

Cash Basis of Accounting: If your accounting basis is cash, expenditures

are the sum of:

= Cash disbursements for direct charges for property and services;

= The amount of indirect expenses charged;

= The value of third-party, in-kind contributions applied; and

= The amount of cash advance payments and payments made to
subrecipients.

Accrual Basis of Accounting: If your accounting basis is accrual,
expenditures are the sum of:
= Cash disbursements for direct charges for property and services;
» The amount of indirect expenses incurred as approved as an allowable cost
under the approved budget;
»= The value of third-party, in-kind contributions applied; and
» The net increase or decrease in the amounts owed by the recipient for:
o Goods and other property received
o Services performed by employees, contractors, subrecipients, and other
payees
o Programs for which no current services or performance are required.
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Substance Abuse and Mental Health
Services Administration

If your accounting basis is cash, unliquidated
obligations are obligations incurred during the budget period, but not yet paid
out. Include direct and indirect expenses incurred (including amounts due to
subrecipients and contractors), but not yet paid out. Do not include funds
obligated for future expenses or a future commitment of funds.

If your accounting basis is accrual,
unliquidated obligations are obligations incurred during the budget period, but
not yet recorded. Include direct and indirect expenses incurred (including
amounts due to subrecipients and contractors), but not yet recorded. Do not
include funds obligated for future expenses or a future commitment of funds.

This field will auto calculate the sum of Lines 10e—Federal Share of
Expenditures and 10f-Federal Share of Unliquidated Obligations. Verify
this auto calculated amount.

This field will auto calculate the difference of Lines 10d-Total Federal Funds
Authorized and 10g—Total Federal Share. Verify this auto calculated amount.

3. Complete the Recipient Share section.

v

Calculate and enter the minimum required recipient share based on your Total

Federal share and your match ratio.

= Refer to the Funding Opportunity Announcement (FOA) for your match
ratio.

= Note: This amount may increase or decrease given your particular
spending.

Enter the CUMULATIVE amount of the recipient share of actual cash
disbursements or outlays (less any rebates, refunds, or other credits) including
payments to subrecipients and contractors. Cumulative amount is calculated
by adding all expenses incurred to date (10j = prior budget period(s) +
current budget period recipient share of expenditures).

v' This amount may include the value of allowable third-party in-kind

contributions and the recipient share of program income used to finance the
non-federal share of the project or program.
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SAMHSA

Substance Abuse and Mental Health
Services Administration

Line k: Remaining recipient share to be provided

v This field will auto calculate the remaining recipient share. Verify this auto
calculated amount.

v’ If this field calculates to "$0.00, " this indicates you have met the minimum
required recipient share.

v" In order to capture all of your expenditures, enter additional expenditures, if
any, in Line 10j—Recipient Share of Expenditures even if Line 10k— Remaining
recipient share to be provided is “{.00. ”

4. Complete the Program Income section.

Note: If your program receives funding from multiple sources, you should use a
reasonable allocation method to attribute program income.

Line I: Total Federal Program Income Earned

v Enter the amount of federal program income earned. Do not report any
program income here that is being allocated as part of the recipient's cost
sharing amount included in Line10j.

Line m: Program Income Expended in Accordance With the Deduction
Alternative

v" Enter $0 under line m. SAMHSA uses the Addition alternative.

Line n: Program Income Expended in Accordance With the Addition
Alternative

v Enter the amount of program income that was added to funds committed to
the total project costs and expended to further eligible project or program
activities.

Line o: Unexpended Program Income (Line 10l minus Line 10m or Line 10n)

v This field will auto calculate the amount of Line 10l minus Line 10m or Line
10n. This amount equals the program income that has been earned but not
expended, as of the reporting period end date.

Complete the FFR, Sections 11 through 13

1. Enter information to complete the Indirect Expense section.

Item a: Type
You should select whether the indirect cost rate is Provisional, Predetermined,
Final, or Fixed.

Item b: Rate
Enter the indirect cost rate in effect during the reporting period.

Item c: Period From; Period To
Enter the beginning and ending effective dates for the indirect cost rate.
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SAMHSA

Substance Abuse and Mental Health
Services Administration

Enter the amount of the base to which the indirect cost rate should be applied.

This field will auto calculate the amount of indirect costs charged during the time
period specified (Item 11b multiplied by Item 11d). Verify this auto calculated
amount.

Enter the Federal share of the amount shown in Item 11e—Amount Charged.

This field will auto calculate the sums of Items 11d—Base, 11e—Amount Charged,
and 11f—Federal Share.

2. Click the Add button if you need to enter multiple rows to indicate additional indirect
— expense types and rates.

3. Complete the Remarks section by inserting the following as applicable. If the space
— provided is insufficient, you may add attachments with additional required remarks,
reports, and information.

"The recipient intends to carry over $25,000 from year 3 of the grant to year 4 of
the grant. This amount does not exceed 25% of the current budget period
award.”

"The recipient will submit a Formal Carryover request as a post-award amendment
in the amount of $125,000 from year 3 of the grant to year 4 of the grant as this
amount exceeds 25% of the current budget year’s award.”

If there are no remarks for either Intent or Formal Carryover, SAMHSA will conclude
the remaining unobligated balance will not be used in the current budget period.

4. Update your contact information, if applicable.
5. Click the Save button.

Submit and Confirm the FFR

‘ 1. Click the Submit button.
= If you are not ready to submit the FFR, click the Save button to come back later and
pick up where you left off.

2. Click the Ok button on the pop-up window to certify that the report is correct and
complete. A confirmation page will pop up indicating “Success FFR Submitted.”

December 2019 Page 5 of 7



SAMHSA

Substance Abuse and Mental Health
Services Administration

Post-Submission Actions — View the FFR Status

1. Click the Back to Search button.

2. Click the IC drop-down menu and select the 7C for your grant number (e.g., AE, SM,
— SP, or TI).

3. Enter your grant Seria/ number (i.e., the six digits after the IC in your grant nhumber).

4. Click the Search button.
View the date your FFR was Submitted to Agency and the Latest FFR Status.

Post Submission Actions — Revise the FFR
1. Click the PDF button to view a PDF version of your submission.

2. If you need to revise your submission, you can click the Correct button as long as
— the Latest FFR Status reflects Received. If SAMHSA staff accessed your FFR and
the status changed to In Review, the Correct button would not be available.

3. Click the History button to view your FFR submission history (i.e., who submitted the
— FFR, when it was submitted, and who reviewed for SAMHSA).

Create a New FFR (if applicable)
If your submission is Rejected, you can use Create New to submit another FFR.
You also have the option to use Create New, if you need to submit another FFR once
the FFR has been Accepted.

‘ 1. Click the Create New button if applicable. The Create New button is available
— under the Action column of the search results for your grant.

2. Follow the steps starting with Complete the FFR, Sections 1 through 9

December 2019 Page 6 of 7



SAMHSA

Substance Abuse and Mental Health
Services Administration

Resources

1. Assigning Roles:
https.//era.nih.gov/erahelp/ams new/#Create Accounts/Create User Accts/Add Roles.
htm?Highlight=assign roles

2. eRA Commons Online Help: https://era.nih.gov/erahelp/commons/default.htm

3. Instructions to complete FFR sections:
https://apply07.grants.gov/apply/forms/instructions/SF425 2 0-V2.0-Instructions.pdf

4. NIH eRA Account Management System (AMS) Online Help:
https://era.nih.gov/erahelp/AMS NEW/

5. NIH eRA Commons Online Help: https://era.nih.gov/erahelp/commons/default.htm

6. Overview of Carryovers: https://www.samhsa.gov/sites/default/files/samhsa-overview-
of-carryovers-grantees-11-06-17.pdf
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How to Submit a Federal Financial Report (FFR)
via the eRA Commons

Prepared for SAMHSA grant recipients
December 2019
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Purpose

The purpose of this deck is to show SAMHSA grant recipients how to

submit their annual Federal Financial Report (FFR) (i.e., SF-425) via the
eRA Commons.

By the end of this deck, grant recipients will know how to:
v'Log into the eRA Commons.

v'Search for grants.

v'Complete and submit the FFR.

v'View status of submitted FFR.

v Correct submitted FFR or Create New.
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i) A

A program of the Nalional
Institutes of Health

Commons
A program of the Na

) A

Commons Login 9

*Required field(s)

*Username

*Password

Login

(For External Users Only)

(For External Users)
Forgot Password/Unlock Account?

Login to the eRA Commons

2) Enter your
Username and
Password.

(“OER Contact Us | Help

Welcome to the Commons

() system Notification Message

re currently available.

pplication and grant reporting submission delays occur because the applicant or recipient organization
sed due to a natural disaster or other em ergency, the NIH will consider accepting late applications and
ase-by-case basis.

nce notice NOT-0OD-17-106 in the NIH Guide for Grants and Contracts for additional details.

Heads up! eRA Commons users with more than one accountwill get an email in late summer to log in and verify their
preferrad account. Multiple accounts with scientific roles (PI, Trainee, ASST, etc.) will be combined into one account,

im portant for ensuring you get credit for all your grant awards, reporting purposes, and identification of reviewer
senice for continuous submission. See Nexus article.

Scheduled Commons Maintenance: For maintenance information, see the eRA Scheduled Maintenance Calendar.

December 2019

Register Grantee Organization
About the Commons

e Frequently Asked Questions
o LatestRelease Notes

Additional Links

RePORT

Grants.gov

iEdison

National Institutes of Health
Public Access Policy Page

Loan Repayment Program
Commons Quick Queries

" Back to
Ref. Sheet
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https://public.era.nih.gov/commons

2RA Search for the FFR

A program of the Nalional
Institutes of Health

f Health & Human Services

1) Click the
FFR tab in
the menu bar.

ml)A Commons
A program of the National Institutes of Health

GE Admin Institution Profile Personal Profile Status ASSIST Prior Approval RPPR xTrain xTRACT Admin Supp eRA Partners Non-Research

Welcome to the Commons

To connect to the OFFICIAL PRODUCTION version ofthe NIH Commons, use this URL: hitps:/www.google.com

Welcome You must have the Financial Status Reporter (FSR) role assigned to your account

James Kirk in order for the FFR tab to be available.
ID: kirkj Please visit to learn how the Signing Official
Institution: Starfleet Acadens (SO) can assign roles to other individuals.

Roles: SO

" Back to

Ref. Sheet
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https://era.nih.gov/erahelp/ams_new/

i) A

Search for FFR contd

A program of the Nalional
Institutes of Health

2) Click the IC drop-down 3) Enter your grant Serial
menu and select the IC for number (i.e., the six digits

your grant number (e.g., AE, after the IC in your grant

Search for Federal Financial Report (FFR) @ SM, SP, or TI). number). 4)32:,1216

Organization: Starfleet Academy button.

Activity | Activity All =

Status Due Date Start  Due Date =] Due Date End

- Or select a Quick Search below -

‘!' Quick Searches: One click searches, with pre-defined criteria

Received

All ICs, Status of Received Quick Searches are also available to find grants

: for your organization with the following status:
Pending, Due, or Late

> Received. n
All ICs, Status of Pending, Due, or Late

» Pending, Due, or Late.
Due this year » Due this year.

All ICs, All Statuses, Due Date Start Jan 1, Due Date End 12/31 of this year.

" Back to

Ref. Sheet
December 2019
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>R View Search Results and Access the FFR

A program of the Nalional
Institutes of Health

Search for Federal Financial Report (FFR) @

Organization: Starfleet Academy

Activity | Activity SM ~ Serial 123456 Year Support Year

Status Due Date Start = Due Date Due Date End Due Date

search] TR

1) Click the
Create New

Showing 1 to 1 of 1 entries & Export
button.

Latest
Spec. FFR Submitted Budget Budget FFR

Grant Number Funding 4 | Due & toAgency £ Start ¢ End & Status $ Action

1H79SM123456-01 12/31/2017 09/30/2016  09/29/2017 Due Create New

Note: When you search for your grant the first time, you will Note: If your grant was funded as part of
see one row with the Grant Number, FFR Due date, a special initiative (e.g., ARRA), it will be
Budget Start and Budget End dates, Latest FFR Status, indicated in the Spec. Funding column.
and the Action column (with the Create New button). This column will most likely be blank.

Back to
Ref. Sheet
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>R A Complete the FFR, Sections 1 through 9

A program of the Nalional
Institutes of Haalth

1. Federal Agency and Organizational Element to Which Report is Submitted
Center for Mental Health Services

3. Recipient Organization 4a. DUNS Number 123456789

(Name and complete address, including ZIP code)

2. Federal Grant or Other Identifying Number
1H795M123456-01

4b, Employer Identification Number 123456789A1

Starfleet Academy .
1234 Enterprise Way 1) If reqU|red by your

5. Recipient Account Number or Identifying Number

Galaxy, US 12345 organization, enter the
Recipient Account 6. Report Type
Number.

@) Quarterly @® Annual

O semi-Annual O Final

7. Basis of Accounting
@cash OaAcerual

8. Funding/Grant Period

From 09/30/2016 To 09/29/2021

Note: All other fields are pre-populated based on
your grant information stored in the eRA system.

December 2019

2) The default Report Type is
Annual. Click the appropriate
radio button to change, if
applicable. For example, if
submitting the final FFR, click the
Final radio button.

9. Reporti

09/29/201

3) The default Basis of
Accounting is Cash. Click
the Accrual radio button, if

applicable.

Back to
Ref. Sheet
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R A Complete the FFR, Section 10

A program of the Nalional
Institutes of Health

Federal Cash (To report multiple grants, also use FFR attachment):

a. Cash Receipts

1) Complete the

b. Cash Disbursements Federal Cash section.

c. Cash on Hand (line a minus b)

(Use lines d-o for single grant reporting) Note: The Total Federal
funds authorized will
pre-populate for you.

d. Total Federal funds authorized 599,981.00

Federal Expenditures and Unobligated Balance:

e. Federal share of expenditures 2) Complete the
Federal Expenditures

f. Federal share of unliquidated obligations and Unobligated
Balance section.

0.00

g. Total Federal Share (sum lines e and f) 0.00

h. Unobligated balance of Federal funds (line d minus g) 599,981.00
For instructions to complete sections, please visit
https://apply07.qgrants.qov/apply/forms/instructions/ Back to
SF425 2 0-V2.0-Instructions.pdf Ref. Sheet
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https://apply07.grants.gov/apply/forms/instructions/SF425_2_0-V2.0-Instructions.pdf

2RA Complete the FFR, Section 10 contd

A program of the Nalional
Institutes of Health

Recipient Share:

i. Total recipient share required

3) Complete the
Recipient Share

j- Recipient share of expenditures section.

k. Remaining recipient share to be provided (line i minus j)

Program Income:

l. Total Federal program income earned

4) Complete the
Program
Income section.

m. Program income expended in accordance with the deduction alternative

n. Program income expended in accordance with the addition alternative

0. Unexpended program income (line | minus line m or line n)

For instructions to complete sections, please visit
https://apply07.grants.qov/apply/forms/instructions/

SF425 2 0-V2.0-Instructions.pdf Back to
Ref. Sheet
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>R Complete the FFR, Sections 11 through 13

A program of the Nalional
Institutes of Health

1) Enter information to 2) Click the Add button if

complete the Indirect you need to enter multiple
Expense section according rows to indicate separate
to the form’s instructions. types and rates.

11. Indirect Expense:

a. Type c. Period From o e. Amount Charged f. Federal Share

Provisional v

g. Totals:

| 12. Remarks (Exceeding the Max 2000 characters will be truncated):l

3) Complete the Remarks section if applicable. If this 4) Enter Information
space is insufficient you may add attachments with to update your
additional required remarks, reports, and information contact information

if applicable.

13. Authorized Official:

13a. Name * Richard Baniak 13c. Telephone 13e. Date Report Submitted (MM/DD/YYYY)

13b. Title 13d. Email Address eRAStage@mail nih.gov

5) Click the
TS
@ Cancel - Back fo search |~ @ New search Save button. Back to

Ref. Sheet
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i) A

A program of the Nalional
Institutes of Health

Provisional v

12. Remarks (Exceeding the Max 2000 characters will be truncated):

13. Authorized Official:
13a. Name * | Richard Baniak

13b. Title

{ Cancel - Back to search © New search

December 2019

Submit and Confirm the FFR

g. Totals:

Message from webpage @

IQ 1 certify to the best of my knowledge and belief that this report is
correct and complete and that all outlays and unliquidated
obligations are for the purpose set forth in the award documents.

Are you sure you are ready to submit the Financial 5tatus Report
forgrant 1H79sM123456-01 7

2) Click the Ok button o l|l Cancel |

on the pop-up window
to certify that report is

correct and complete. i

13e. Date Report Submitted (MM/DD/YYYY)

1) Click the
Submit button.

If you are not ready to submit the FFR,
click the Save button to come back later
and pick up where you left off.

Back to
Ref. Sheet
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> A View Confirmation

A program of the Nalional
Institutes of Health

Federal Financial Report Complete

Success FFR Submitted

@ Back to Search

1) Click the Back
to Search
button.

" Back to
Ref. Sheet
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2R/ Post-Submission Actions — View the FFR Status

A program of the Nalional
Institutes of Health

2) Click the IC drop-down 3) Enter your grant
menu and select the IC Serial number (i.e., the
for your grant number six digits after the IC in ;
(e.g., AE, SM, SP, or TI). your grant number). 4)8232;?6

Search for Federal Financial Report (F
button.

Organization: Starfleet Academy

Serial 123456 Year Support Year

Activity  Activity SM~
Status Due Date Start = Due Date = Due Date End = Due Date

[new search [ EEEEIN)

Showing 110 1 of 1 entries & Export
Latest
Spec. FFR Submitted Budget Budget FFR

4 Funding & Due A toAgency & Start 4 End 4 status & Action

Grant Number — — e

12/31/2017 | 10/20/2017 09/30/2016  09/29/2017 | Received (# Correct [APDF 9 History

N A\

View the date your FFR was Submitted to
Agency and the Latest FFR Status. In this
example, the Latest FFR Status is
Received (i.e., SAMHSA received your

submission). Back to
Ref. Sheet
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i) A

Post-Submission Actions — Revise the FFR

A program of the Nalional
Institutes of Health

1) Click the PDF button Sample PDF reoera. rinanciaL reporr

to view a PDF version of
your submission. e e

1, Federal Agancy and Organizational Elment to Which z or Othar Number
Raport is 5 ‘subnitiod o e

FF R 4. DUNS Humbar [soEm & Rucipient Account Kumber o iduntilying Numbar &_Rupest Typs 7. Basls of Accounding
[u] Cash

Status & Action

O  Final

O  semi-Annal 0O accnal
M s

v &, ProjectiGeant Pariod 9. Rporting Pariod End Date
0&TGR017

ahiansate

10. Transsctions Cumulative
{Uise s -2 for singla o mediipis grant reperiing)
Fadural Cash {To raport muliiple granis, slse wsa FFR Al hmenil:

Received | (& Correct | [B < History — =

€. Cash on Hand {line & minus b} o0
JLis s b for singhe grant sapoviing)

Fadural Expanditeras and Unctdigated Balance;
d. Todal Federal funds authorized

. Fuderal share of sxpandiiures 000
T. Fadaral share of unliguidsted obligations. 000

g Teotal Fadaral shasa [sum of lines o and 1) 000

2) If you need to revise your submission, 3) Click the History button to [I= = ==

Recigient Shara:

you can click the Correct button as long as view your FFR submission B =

J. Racipiant shan of axpenditurs o0

the Latest FFR Status reflects “Received.” history (i.e., who submitted e -

If SAMHSA staff accessed your FFR and the FFR, when it was P s et s S =

axpandad with ahamatin o0

the status changed to “In Review,” the submitted, and who reviewed i e e o o = =

11. Indirect a. Typa b. Rata | . Pariod From Pariod To d. Bass & Amount Charged | 1. Fadaral Share
Expama

Correct button would be unavailable. for SAMHSA). T = =

12 Remarks: Afech any s ceamed information reguined by Fadonl sponscring sgancy in compliance with gorvaming legisiason:

atice: By aigning hia repart | cartlly 1o tha bust of my knowlicige and beflf B tha roportis rus, comalts. And scourss, and the Expendiure
diab and crah recelpts arg for e purpates and Intend set orih In he sveard documents. |4 swars that amy falsa, fctlious, of rmudulant anmmnu,
subject ma to criminal, civil, of administrative penalties. {LL5. Code, Titks 18, Seciton o 1001)

Sample History T

b. Signaturs of Autharized Camtitying Official &_Dats Rupart Submitted Month, Day, Year)
10202017

Date Received Created by Processed by agency Status i RN i

EEE Back to
Ref. Sheet

December 2019 Slide # 14

10/20/2017 Baniak, Richard A N/A In Review




i) A

Create a New FFR (if applicable)

A program of the Nalional
Institutes of Health

1) Click the
Create New
button

v Latest FFR Status 4 Action

Rejected €2 Create New PDF D History

Accepted €4 Create New FPDF ‘D History

Note: If your submission is Rejected, you can use Create New to submit
another FFR. You also have the option to use Create New, if you need to
submit another FFR once the FFR has been Accepted.

Back to
Ref. Sheet
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@ Questions

A program of the Nalional
Institutes of Health

* [f you have technical questions about how to access the eRA
Commons, etc., please contact the eRA Service Desk.

= You can submit an online ticket to the eRA Service Desk.

* Or you can call 1-866-504-9552 or 301-402-7469, Monday — Friday,
/am — 8pm Eastern Time.

= [f you have questions about how to complete the FFR, contact your
assigned Grants Management Specialist.
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@ Resources

A program of the Nalional
Institutes of Health

= Assigning Roles: hitps://era.nih.gov/erahelp/ams new/

= |nstructions to complete FFR sections:
https://apply07.qrants.qov/apply/forms/instructions/SF425 2 0-V2.0-
Instructions.pdf

= Overview of Carryovers: hitps://www.samhsa.gov/grants/grants-
management/post-award-amendments#carryover

* NIH eRA Account Management System (AMS) Online Help:
https://era.nih.gov/erahelp/AMS NEW/

= NIH eRA Commons Online Help:
https://era.nih.gov/erahelp/commons/default.htm
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