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Course Objectives B e

After completing this course, you will be able
to:

— Summarize the ezFedGrants repayment request
creation and submission process

— Navigate to and within ezFedGrants system
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After completing this module, you will be able
to:

— Summarize the ezFedGrants Repayment
Request creation process

— Understand when a Repayment Request is
needed

www.ocfo.usda.gov/ezFedGrants



Creating a Repayment Request B

What is it?

= An improper payment or excess funds that need to be returned.

= Examples of when a Repayment Request would be appropriate:

— Overpayment (e.g., ineligible expense(s), changes in Negotiated Indirect Cost Rates)
— Duplicate payment (e.g. payment for same request)

— Paid to incorrect recipient

— Paid against incorrect recipient

— Repayment of unused advance
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Creating a Repayment Request

What’s Needed?

= Access to the ezFedGrants External Portal.

= To create repayment requests and submit them for approval as an external user, you must have either the
Grants Processor (GP) or Grants Administrative Officer (GAO) role.

= To create repayment requests and submit them for approval as an external user, you must have
agreements with an agency that utilizes the ezFedGrants repayments functionality.

= |n order to create a repayment for reimbursements, reimbursement claims must exist against the
agreement.

= |n order to create a repayment for advances, an unjustified advance amount must exist against the
agreement.

8 www.ocfo.usda.gov/ezFedGrants



FMMI

fmgF

Creating a Repayment Request firtuntiet

Helpful Hints

= Have a copy of the SF-270 submission available to assist in completing the Valid From, Valid To, Direct
Expenses, and Indirect Expenses fields.

= Certain screenshots may display only a portion of the screen. Note that when working within the system,
only the center body of the screen will change. The navigation options along the left side of the screen and
the header bar across the top of the screen will remain the same.

Note: Data used in this procedure is a representative sample for the purpose of training. Actual data in the
system may vary based on agency and scenario.
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Creating a Repayment Request

Start by accessing the
ezFedGrants External Portal
Home screen.

Click the My Repayment
Request item on the left side
navigation bar to open the
submenu and select the Create
Repayment Request menu
item to open the Search
Agreements screen.

FMMI

\1‘:: =~ Transforming Financials
— :
at the People’s Department

: Trareamion F&IN SN
Repayemern Reques: Bpirstian Dt
Wark fem CLWE-2540 daim #F1TFFGERFHETEONN orafe
P8 S5 g@TIENT
L2y daim EARER T -5 Arcaptance feruimg)
Work snd Lser
Bapams LM-1512 Jaim R PRl G Dl
W L2545 Jaim Fed 7 -1 06134008 Retumres by Cet iy
Permssii
LM 254 Tain FH1 70200 100008 orafr
Coplacl LSRR A e Apgilcan orzf
Training/Guidence AFF-33HN Apwiication Drafe
LLMY-Zotd daim m o orafe
APD-3554 A orat
CLM-1430 Tarn FH1 7020010 2001 Dorafr
CLL 1350 Tairn F{1 70200108001 orafr
AFF 35335 Mppiicat Fmumed by Sgnat
AEE-4ED Apirath Henaman by G Ema
T Appiratian Renimean by Sigman
12345678319 o 2
Tty Agrecments



Creating a Repayment Request

Transforming Financials
at the People’s Department

On the Search Agreements screen, enter relevant search criteria in the Search
Criteria fields to identify the agreement for which the repayment will be requested. This
search will, by default, only include agreements for the organization that have been

awarded and have a disbursed amount.

Search Agreements

Sgarch Criteria

FAIN Project Tide Period of Performance Start Date

| HR1ENRCECENTGOOZ] | Wiy @|_ el

Period of Performance End Date Status

| Ky E | ey B prded

Recipient Cantact Marme

&) s

| Clese

1"
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Creating a Repayment Request

Once you have entered your
search criteria, click the Search
button.

Locate the relevant agreement in
the Result List table and click
the Create Repayment Request
link for the proper row. Once you
click this link, the Create
Repayment Request screen will
appear. Agreements that belong
to agencies that do not have
repayment functionality will not
have this link available for their
agreements.

Transforming Financials
at the People’s Department

Search Agreements Clans
Search Criteria
FRIM Froject Ticle Ferind of Performancs Start Date Recplent Contact Mame
[ WrigvResCoNTELO2 | [t B[ Medtymry 8| hin
Periad of Performance Fnd Date Status
| WUy E|-| Mty = Awarued
Fepuanrt
Project Tt Feclphent Contact Ferfonance Start eertormames End Dt Teta Federal Award acions
Mammu (R Armeranl
Southwest 5ol Croate K t Rl
MHIENRCSCEMIGIOE  Awarncd FLETAESl 2 Wark Davls AT 57317 ghapnn | OO AERETIANT L
Conscmeatian Inbiat we | ¢
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Creating a Repayment Request

Filling out a Repayment Request

= On the Create Repayment Request screen there are several fields that are prepopulated and uneditable.
The data in these fields are pulled from the agreement that the repayment request is for and include
Federal Agency Name, Federal Award Identifying Number (FAIN), Project Title, Total Federal Award
Amount, Total Disbursed Amount, and the Recipient Organization fields.

= Several fields are required to be filled before the repayment request can be submitted. These fields are
indicated with an asterisk.
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Creating a Repayment Request e s

Click into the Total Repayment Amount field and enter the total amount that is being
requested for repayment. The amount in this field must be less than the total disbursed

amount. Hovering over this field will provide you with a short explanation of the amount
limitation on the field.

[Create Repayment Request RPY-135 Brint | | Save | | Cancel ] m

L

Repayment Reguest

) Federal Agency Name: Total Federal Award Amount: Federal Award Identifying Number: Total Disbursed Amount;
MRCS $650.00 MNR18MRCSCENTE002 115000
Date Created: Project Tite: = Total Repayment Amount: = Associated Claim ID{s):
DR20/2015

The MRLS, an agency under the USDA, & annaunong
availabificy of CIGS [0 stmula arrent and
adogtion of MNowatve conservation agproaches and
echnologes. Praposats will be accepted fro
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Creating a Repayment Request e s

Click into the Associated Claim ID(s) field and enter the Grantor Claim IDs of all of the
claims associated with this request. You must enter at least one Claim ID to identify the
source of the funds to be repaid. To locate the Grantor Claim IDs, the user can check the
Claim Overview section of the Agreement Details Screen for this particular agreement.

Create Repayment Request RPY-135 [_prine ] [ save ][ concel ]m

F
| 1. Repayment Request| 2. Signature 3. Attachments

Repayment Request

Federal Agency Name: Total Federal Award Amount: Federal Award Identifying Mumber: Total Disbursed Amount:

MHCS 05000 METENRCSCEMTO02 215000

Date Created: Project Title: + Total Repayment Amount: + Assodiated Claim ID(s)

(8/25/207 5 The MRCS, an agency under the LISDA, is announding | |

availatiliy of CIGs 1o stimulate the development and
:'I:J"_'ll.'l.l'.! Aal innavalve conservation a Dpro=cnies and
lechrologies. Propassls will be sccepted fro
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Creating a Repayment Request AT

Click the Calendar icon by the FROM and TO field in the Period Covered by This Request
section and, from the pop out calendar, select the date that corresponds with the beginning
of the claim period that is being repaid. The date can also be typed manually into this field
using the format MM/DD/YYYY.

Create Repayment Request RPY-135 I Brint I [ Save ] [ Cancel I m
Pariod Covered by This Reguest .

From: (month, day, year)
3| * To: (month, day, year)

| To: fmanth, day, year] =

Feriod Covered by This Reguest From Date:

bog o | 213

£ 5 8 7 B . . . : . .
+ circumstances that led to this repayment and attach copies of supporting documents, if applicable:
11 12 14 15 16 7
8 18 20 M 2 23 4
26 28 30 31
Taday % Clase
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Creating a Repayment Request B

On the Create Repayment Request screen, click the Reason for Repayment Request
field and select an option from the dropdown to indicate the reason that the claim is being
repaid. If your explanation is included in an attachment (which you will upload later in this
process), please enter “See attachment” or a similar comment.

Create Repayment Request RPY-135 [_erint ] [_save ][ cancel
FECMTIC |FIAONLE, O3y, Year)
EI| * Tan {menth, day, year) =
Period Covered by This Request From Date: To: (menth, day, year) ]

Reason for Repayment Reguest
(If Other, Please describe)

= Provide a detailed explanation of the crcumstances that led to this repayment and attach copies of supporting documents, if applicable:

17 www.ocfo.usda.gov/ezFedGrants



Transforming Financials

Creating a Repayment Request AT

Create Repayment Request RPY-135 Erint ] [ Save ] [ Cancel ]

FEQITE (IO, ady, year)

g *To:(month, day, year) =

Pericd Cowered by This Reguest From Date: To: imanth, day, year) .

Reason for Repayment Reguest
(If Dther, Please describe)

Repayment of unused advance

* Pravide a detailed explanation of the circumstances that led to this repayment and attach copies of suppaorting documents, if applicable:

On the Create Repayment Request screen, enter an explanation of the repayment into the
appropriate free text box. This explanation should be as detailed as possible, including any
clarifications of the Reason for Repayment Request. Comments are required for all
reasons but are especially important if you selected Other in the previous step.
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Create Repayment Reguest RPY-135

FTINTL MO, O3y, year)
| m * o (monch, day, year)

Perad Corered By Tis Ranouasr Fram (ane LC ek, Uy, ear ] =i

Reason for Bepayment Request
(IF Other, Please describe)

Repayirient ol urnsed sdvancs

= Prowide a detailed explanation of the circumstances chat ked ta this repayment and attach copies of supparting decumenss, if applicable:

This a dernarielration ol a repayment reguest

Certification

| pertify that to the hest of my knowledge and belief that this repayrment is due and canstitutes the tatal due to the government at this time.

Signature af Astharized Certifying Official
14 [N

Date Reguest Submitted

Telephone (Area Code, Number, Extension)
10

Typed or Printed Mame ar

Title

Once all required fields have
been filled out, click Next in the
top right corner of the screen.

The fields in the Certification
section on the first breadcrumb
are populated when the
Certifying Official signs the
Actionable Item for the
repayment request during
workflow. Before this stage, they
remain blank.

19
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Creating a Repayment Request i

Click the Primary Certifying Official field and begin typing the name of the individual you would
like to assign as the primary certifying official for this request. Any individual in your organization
with ezFedGrants access may be assigned as a Certifying Official, including yourself. Repeat this
step if you would like to assign an alternate Certifying Official in the Secondary Certifying
Official field.

Create Repayment Request RPY-135 [_rint ] [ save ][ cancel ] [ <<Pprevious ]

\/ERepayment Requestl 2.Signature 3. Attachments

Signature

Select a Certifying Official by typing their name into the appropriate field. As you type, a list of matching names will appear below the field (you may need to press the down arrow on your keyboard to display the list).
Click the appropriate Certifying Official's name when it appears on the list of matches. Please note that the user must be registered in ezFedGrants. You can select yourself as the Certifying Official.

A Primary Certifying Official must be selected. The Secondary Certifying Official is optional. Notifications and work items will be sent to each Certifying Official selected here.
-

* Primary Certifying Official Secondary Certifying Official

« (o) 2 (oo )
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Creating a Repayment Request i

Once a Primary Certifying Official, and any secondary certifying officials have been selected,
navigate to the next step in the process by clicking Next in the top right corner of the screen.

Create Repayment Request RPY-143

I] Repayment I-Lu:|..u:\L| 2. Signature

Signature

select yourself as the Certifying Official.

+ Primary Certifying Official

3. Attachmenis

Select a Certifying Official by typing their name into the appropriate field. As you type, a list of matching names will appear below the field (you may need to press the down arrow on your
keyboard to display the list). Click the appropriate Certifying Official’s name when it appears on the list of matches. Flease note that the user must be registered in ezFedGrants. You can

A& Primary Certifying Official must be selected. The Secondary Certifying Official is optional. Motifications and work items will be sent to each Certifying Official selected here.

Print I Save Cancel <% Previous ! ml

Secondary Certifying Official

2 (o= )
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Transforming Financials

Creating a Repayment Request AT

On the Attachments breadcrumb, the attachments required for upload are listed. To upload this
attachment, select the Click Here to Attach Files. This will trigger the Add Attachment popup
to display. For repayment requests, the creator will be required to upload a Justification
attachment before submission.

—
m Save Cancel << Previous

Create Repayment Request RPY-135

«+" 1, Repayment Request + 2. Signature I 3, Attachments I

Attachments

Ust of Attached Files:

Title File Operatar Cate/Time Delete?

s arLochiments

I Click Here to Attach Files I

Upload attachments by clicking on the Attach button below. [tems with a red asterisk and red Attach box are reguired prior to final submissions. Additional documents can be uploaded by clicking on the “Click Here to
Attach Additional Files™ hyperlink.
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Creating a Repayment Request B

On the Add Attachment Add Arcachment .
popup, click the Browse Title:

button to load a file from the Other

local hard drive. Once this Other Attachment Title:

is completed, the OK

button can be clicked to Please enter a valid value

attach the file to the Upload Document From Local Hard Disk: Browse. .

repayment request.
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Creating a Repayment Request B

Once all fields are filled and attachments are uploaded, the repayment
request will be able to be submitted. Click the Submit button in the top right
corner of the Create Repayment Request screen.

ﬁ
Create Repayment Request RPY-135 | Print | m I Sawe ] [ Cancel ] [ =< Previous ]

+" 1. Repayment Reguest " 2. Signature 3. Attachments

Attachments

List of Allached Files:

Title File Operator Date/Time Delete?
Justification Chllsersy \Documents ARS ARS-5T-GL-Admin 8/29/20191:23 PM i

Upload attachments by clicking on the Attach button below. Items with a red asterisk and red Attach box are required prior to final submissions. Additional documents can be uploaded by dlicking on the "Click Here to
Attach Additional Files™ hyperlink.

24 www.ocfo.usda.gov/ezFedGrants



Creating a Repayment Request B

Repayment Request (RPY-143) Print ] [ Close

Status:
Draft Pending S gnature

‘ | Repayment APY-143 has been submimed for approval and signature o your Certifying Official

Repayiment Request Signature ATtachiments

Repayment Request

ezFedGrants will check that your repayment request meets all minimum
requirements. Once the repayment request is successfully submitted, a confirmation
message will be displayed, and the status will change. The Certifying Official
indicated on the Signatures portion of the repayment request will receive an
Actionable Item, which starts the Repayment Request Workflow.

25 www.ocfo.usda.gov/ezFedGrants
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After completing this module, you will be able
to:

— Summarize ezFedGrants Repayment Request
Certification process

27 www.ocfo.usda.gov/ezFedGrants



Certifying a Repayment Request A

What is it?

= Once a Repayment Request has been created and submitted, it must be reviewed by the Certifying
Official(s) that were designated.

= Once the Certifying Official reviews the Repayment Request, it can then be submitted to the Awarding
Agency for review and processing.
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Transforming Financials
at the People’s Department

Hosmae

Opportunities

Applications b

Agreements

Amendments

Claims 2

Reports

Repayment
Requests

Wark ltem
Reassignment

Work and User
Reports

Manage
Permisshons

Contact USDA

Training/Guidance

Home

MNews and Notes

I Actionable ltems I

Start the procedure by accessing
the ezFedGrants External Portal
Homepage screen to locate the

|““=E°’? - repayment request you want to
review in the Actionable Items

Transaction ID Transaction SeCtiO n ] L-ast R
RPY-145 Repayment Request (Mg p:1a 1 imeme S preni: TSt PENOING DgTare /419
RPY-144 Repayment Request MR1BNRCSCENTGO0S Draft Pending Signature 944119
CLM-2558 Claim FX170200-10.C008 Draft 94019
CLM-2557 Clairm FX170200-10.6029 Drraft 944019
RPY-64 Repayment Request HR173A7S0001C018 Draft Wana
PE-Final-17 Performance Report Mot stamed 22718 94519
OA-GA-17-010.PE-Final-17 Performance Report OA-GA1T-010 Draft Pending Signature A42917 a9
-Fl-Final-17 Financial Repaort Mot started 22718 /4n9 |

29
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Certifying a Repayment Request e

Under the Actionable Items section, click the relevant Transaction ID
link to open the repayment request work item.

Note: If you have a lot of work items, use the Category dropdown menu
to filter the Actionable Items list.

Actionable Items
Category
A
Transaction ID —| Transaction —| FAIN — | status =
RPY-145 Repayment Request MNR18NRCSCENTGO0S Draft Pending Signature
RPY-144 Repayment Request MR18NRCSCENTGO0S Draft Pending Signature
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Certifying a Repayment Request S i,

If the Repayment Request is complete,
correct, and ready to submit to the
awarding agency, click the Sign and
Submit option on the Please select an
option dropdown menu to proceed with
digitally signing the Repayment Request
and submitting it to the awarding
agency.

Select Return to return the Repayment
Request to the Repayment Request
creator for editing. The Cancel option
will remove the Repayment Request
from the workflow.

Certifying Official Decision:

Please select an option

Repavme¢
Pay Return

Repaym Cancel

31 www.ocfo.usda.gov/ezFedGrants



Certifying a Repayment Request A

| cerify that to the best of my knowledge and belief the data in this form are correct and that all outlays were made in accordance with the grant conditions or other agreement and that payment is due and has not been previously requested.

Acceptance of the terms described below upon clicking "Legal Notice" is also reguired.

Legﬂl MNotice | —

Once you select the Sign and Submit option, you must review and agree to the legal
notice/terms and conditions before submitting the Repayment Request to the
awarding agency. To review and accept the terms and conditions, click the Legal
Notice button. This will open the Legal Notice popup window.
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Certifying a Repayment Request B e

Legal Notice X

If you have read and agreed to the Legal Notice, please check the I Agree checkbox located at the bottom of the screen.

1. Electronic Signature Agreement. By selecting the "Complete Signature™ button, you are signing this Agreement electronically. You agree your electronic signature is the legal equivalent of your manual signature on this Agreement. By selecting "Complete Signatur|

2. Consent to Electronic Delivery. You specifically agree to receive and/or obtain any and all NI

Review the Legal Notice terms and conditions. Once you
have reviewed the legal notice, scroll to the bottom of the

Legal Notice popup window and click the checkbox to the
left of the | agree with the listed Terms and Conditions

statement. Click the Submit button to confirm your

proesor IO compaible Pntum P ansing Windoms 200 acceptance of the legal notice and proceed with

Memory - 4ME RAM

DicSpce- S0 M3 Fon e Repayment Request submission. This will close the Legal

Monitor - 500 x 600 resolution

Browser- Microsoft Internet Explorer 6.0 or higher N Otl Ce po p u p Wl n d OW

Internet access - 28.8 modem or better

3. Paper version of Electronic Communications. You may request a paper version of an Electro

4. Revocation of electronic delivery. You have the right to withdraw your consent to receive/ob

5. USDA Level 2 e-Authentication enrollment. Your current enrollment in USDA level 2 e-Auth

6. Hardware, software and operating system. You are responsible for installation, mai

Jifi

7. Controlling Agreemen t. If this E Signature is for an A d to an Agr then the r ing A d ppl and/or the original Agreement and any previous amendments, as applicable by the terms and itions of the d To

To obtain electronic services and communications, indicate your consent to the terms and conditions of this Agreement by clicking on the "Complete Signature” button.

— =N
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Transforming Financials

Certifying a Repayment Request AT

Once you click the OK button, you will be returned to the Repayment Request screen. Click the
Complete Signature button to finalize your digital signature and submit the Repayment Request to
the awarding agency for review. If submission is successful, the system should display a
confirmation message. Otherwise, you can confirm the successful submission by checking that the

Repayment Request no longer appears on your worklist/actionable items list.

Certifying Official Decision:

| Please select an option |

Sign and Submit

| cerify that to the best of my knowledge and belief the data in this form are correct and that all outlays were made in accordance with the grant conditions or other agreement and that payment is due and has not been previously requested.

Acceptance of the terms described below upon clicking "Legal Notice" is also required.

I Legal Notice ]

Upon your acceptance, click the “Complete Signature” button below to finish the process.

L Complete Signature I

34 www.ocfo.usda.gov/ezFedGrants
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ourse Summary

= Today we learned about:

— How to Create a Repayment Request in ezFedGrants

— How to Certify and Submit a Repayment Request

36 www.ocfo.usda.gov/ezFedGrants
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= Monthly FAQ Session

= Your Agency Representative

= ezFedGrants Help Desk: ezFedGrants-cfo@usda.gov

37 www.ocfo.usda.gov/ezFedGrants
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=~ 1 Questions?

38 www.ocfo.usda.gov/ezFedGrants



	Repayment Requests
	Agenda
	Introduction
	Course Objectives
	Agenda
	Objectives
	Creating a Repayment Request
	Creating a Repayment Request
	Creating a Repayment Request
	Creating a Repayment Request
	Creating a Repayment Request
	Creating a Repayment Request
	Creating a Repayment Request
	Creating a Repayment Request
	Creating a Repayment Request
	Creating a Repayment Request
	Creating a Repayment Request
	Creating a Repayment Request
	Creating a Repayment Request
	Creating a Repayment Request
	Creating a Repayment Request
	Creating a Repayment Request
	Creating a Repayment Request
	Creating a Repayment Request
	Creating a Repayment Request
	Agenda
	Objectives
	Certifying a Repayment Request
	Certifying a Repayment Request
	Certifying a Repayment Request
	Certifying a Repayment Request
	Certifying a Repayment Request
	Certifying a Repayment Request
	Certifying a Repayment Request
	Agenda
	Course Summary
	Additional Training and Resources
	Questions?

