Guidelines for Using the ADC Tool in FederalReporting.gov

Background


The Automated Data Change (ADC) tool in FederalReporting.gov was created as part of an effort to improve the data quality of the information provided in the Recovery Act reports. Based on the Office of Management and Budget (OMB) recommendations, the Office of Recovery Act Coordination (ORAC) encourages recipients and Operating Divisions (OPDIVs) to focus their use of the ADC tool on review of final reports submitted by recipients. By focusing on final reports, this tool will help recipients and OPDIVs provide the most accurate data for the use of the general public as captured in the National Cumulative File (NCF), which contains all final reports. 

The primary purpose of the ADC tool is to ensure that final recipient reports are accurate and linked to all prior quarter reports. Prime recipients, awarding agencies, OMB, and the Recovery Accountability and Transparency Board (RATB) may request changes to prior quarter reports.

There are four types of changes that may be requested using this tool:

1. Deactivation

2. Marking a report as final

3. Linking to another report

4. “Other” – Changes may be requested for any of the data fields with the exception of the jobs number data field.  Data populated in the jobs number field are permanent and change requests are automatically rejected.

Process to Approve or Request Data Change 

If a recipient initiates an ADC request, the awarding agency is authorized to approve or deny the request. If the request is denied, the awarding agency must provide a reason for the denial. If the OPDIV approves the request, the RATB is responsible for the second and final level of request approval/denial. If the request does not provide sufficient information for a third party to make the change on the recipient’s behalf, the OPDIV should deny the request and ask the recipient to provide more information (see Note below).
If the OPDIV initiates a request, the recipient will receive an email notification and the RATB will approve or deny the request. 

Note: The ADC Requester must provide specific and detailed information in the Reason for Change section. If the Reason for Change section does not contain clear and detailed information, experience suggests that the request will be denied. For example, if a recipient submits a change request and the Reason for Change section states: “Other - update award description”, the request will be denied with advice to provide  more detailed justification.  

Another example: If a request is submitted and the Reason for Change section is stated as: “Other - Need to add the breakdown of all the work that was impacted by this grant.”, the request will be denied with a message such as, ”Please specify requested changes by providing exact wording to be entered into the data fields. Please also specify the data fields to be updated.”


When should recipients initiate ADC requests?


Recipients should only submit change requests for prior quarters. For example, if a recipient submits a request to correct an April 2011 report in April 2011, the request will be denied, since current quarter reports should be corrected during the continuous QA period. 

OPDIVs are encouraged to work with their recipients to make corrections to prior quarter reports. However, the primary purpose of this tool is to ensure the accuracy of final reports submitted by recipients. It is not necessary to correct expenditures, award and project descriptions, and other fields in prior quarter reports, since these fields are cumulative. As long as the recipient submits a correct report in the current reporting period that is linked to all of that recipient’s prior quarter reports, there is no need to correct the prior quarter report. If a recipient does submit a request to correct expenditures, award and project descriptions, and other fields in prior quarter reports, the  OPDIV has the discretion to approve or deny these requests. 

 Note: The RATB has been rejecting recipient-initiated requests to update project and award descriptions, expenditures, and other data fields. For example, a recipient requested an update to the award description from a prior quarter, and the RATB responded by denying the request and stating, “You can update the project description of the report during an open reporting cycle or review period. If you did not submit for this specific report in April, you can report in July 2011, and update the information.”

Can the jobs number be changed using the ADC Tool?


No. The jobs number cannot be changed using the ADC Tool. Since the number of jobs reported by the recipient is not a cumulative number, the data in this field cannot be updated after the end of the reporting period. 

When should OPDIVs initiate ADC requests?


Recipients are responsible for the content of their Section 1512 reports and should request changes to their reports.  However, if a recipient has submitted a final report and/or the OPDIV cannot contact the recipient, the OPDIV may initiate the ADC requests for final reports. 

· OPDIVs may request a report to be deactivated, marked as final, or linked to another quarter’s report (for example, the recipient submitted under different award IDs in different quarters for one award). 

· OPDIVs may also initiate requests for the following data fields:

1. Award Type

2. Award Amount

3. Award Number

4. Order Number

5. DUNS Number


How can ADC requests be made?


Chapter 16 of the FederalReporting.gov user guide provides thorough instruction for recipients and agencies that would like to submit ADC requests. Pages 2 – 16 detail how to submit, review, and track an ADC request.

Pages 17 and 18 of this chapter describe how agencies can evaluate (approve/deny) recipient-initiated ADC requests. 
The user guide can be located at www.federalreporting.gov.  
Opting in or out of administering change requests and receiving e-mail notifications


All OPDIVs must provide the name of at least one representative who will be assigned to the ADC usability. ORAC will no longer approve/deny requests on behalf of an OPDIV. All OPDIVs must go into FederalReporting.gov to approve or deny requests initiated by their recipients, or to make ADC requests to final reports.

Once the OPDIV accepts the offer to receive request notifications, they will be able to view, approve, and deny requests, and will receive e-mails and inbox data change notifications. 
Once OPDIV users opt in to these notifications, they will receive a number of emails from FederalReporting.gov detailing recipient-initiated requests, HHS approvals/denials, and RATB approvals/denials. In an effort to minimize the burden of this considerable e-mail traffic, ORAC will continue to monitor the incoming requests and notify OPDIVs when they have pending recipient-initiated requests that need attention in weekly e-mails.
Instructions for opting in/out of these notifications can be found on the FederalReporting.gov User Guide, Chapter 16, page 19. 
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