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Chapter 10 – Copy Forward and Copy Functions 

 
In this chapter:  

o How to Copy Forward 

o How to Modify a Copied Forward Report 

o How to Save as Draft or Initial Submission 

o How to Submit as Initial Submission 

o How to Copy a Report 

o How to Change the Business Key 

 

How to Link Reports—Returning Reporters 
If you are reporting on an award from one reporting cycle to another, it is imperative that you link the 

current cycle’s report to the previous reporting cycle’s report so all the information is tracked through 

the reporting cycles until the project is completed.  If a report on an award from one reporting cycle 

is not linked to a report on that same award in the current reporting cycle, the reports can appear as if 

they are duplicates when the data is displayed on Recovery.gov.   

 

Follow the steps outlined in this chapter to link reports online or using the Excel spreadsheet or by 

XML.  

 

The following conditions must exist to successfully copy forward:  

 You must be registered  

 You must be able to log on to FederalReporting.gov  

 You must have created a draft report or submitted a report to FederalReporting.gov  

 The reporting cycle must be Initial Submission 
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How to Copy Forward a Previously Submitted Report  

 Click “Prime Recipient” or “Sub Recipient” in the Quick Links in the left sidebar  

 At the My Reports View, enter the following search criteria and click  “Search”   

 Calendar Year = Select a Calendar Year   

 Calendar Quarter = Select a Previous Calendar Quarter  

  Report Status = Select Submitted 

 

 
 

 You will see all reports meeting the search criteria with the following information for each 

report:  

 Award Type  

 Prime Award #/Order # 

 Prime DUNS #  

 Status  

 Award Amount  

 Sub Recipient Count  

 

 

 

 

 

 

 

 

 

 

 

 

 

Select previous 

calendar year and 

quarter 
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 Choose the report you want to “copy forward” and click on the link in the Prime Award 

#/Order # field. 

 

 

 

 

 

 

 

Click the Award Number link to 

open the desired report.  
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 Click “Copy Forward” on the report.  

 

 You will see a confirmation box asking, “Are you sure you want to leave this report? (This 

means you will leave the report in the new quarter, NOT that you are navigating away from 

the report) You will lose any data that you have updated, including Sub Recipient and 

Vendor data.”  

 Click “OK” to continue to the Copy Report Forward page. 

NOTE: No data will be removed from the previous quarter report. 

 In the Copy From box, the Award #, Prime DUNS, Order #, Award Type, and Calendar 

Year/Quarter have been pre-populated.  

 

 

 

 

 

If you enter the Award number or the DUNS number 

incorrectly, you will create a new report.  

You will not link the reports.   

linking the reports. 

 

Click the “Copy Forward” 

button to start the Copy 

Forward process. 
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 In the Copy To box, enter the Award # and Prime DUNS exactly as it appears in the 

Copy From box.    

 

 

 Prime recipients have the option to copy forward the sub-recipients reports connected 

to the prime’s report being copied forward. To do so, select “Including Sub Recipient 

Report.”  

 Select the copy forward intention of this report. Recipient and sub-recipient has the 

option to continue the previous reporting cycle’s report or to copy information from 

the previous reporting cycle’s report. 

NOTE: For grant and loan awards, prime vendors will automatically be copied over. The 

prime does not have an option to exclude vendors. 

 Click “Confirm Copy” 

Key information is 

the same as the 

Copy From box. 

Indicate the copy 

forward intention. 
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 Review the pre-populated data and then update or modify the data fields that you are 

allowed to update or modify.  

 

 

 

How to Modify a Copied Forward Report   
If you are a prime recipient, you will see a report with three tabs: Prime Recipient, Sub 
Recipients, and Vendors. 
If you are a sub-recipient, you will see the Sub Recipients tab and a Vendors tab. 
 
Reports are modified or updated in the same way as you originally entered the data.  See 
Chapter 6 for additional details.  
 
 

How to Save a Copied Forward Report as Draft or Submit as Initial Submission  
When you have completed updating the copied forward report you have two options. You can save 

your report as a Draft or submit it as Initial Submission.  

 
 Saving as a Draft  

 Click “Save as Draft” on the Prime Recipient tab or on the Sub Recipient tab 

depending on your reporting type 

 

 You receive a message asking if you are sure you want to leave this form (meaning, 

leave the report as you have modified it) and save as draft. 

 Click “OK” to save the copied forward report as a new report in Draft for the current 

reporting quarter. 

You CAN NOT change the Award #, the DUNS number,  

or the Award Amount in the copied forward report. 

 

Click the “Save as Draft” to 

Save a Copied Forward 

Report as Draft.  
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 You will see confirmation that the report has been saved.  

NOTE: There is no requirement for you to save a report as a Draft. If you have all of the data you 

need for Initial Submission, you can bypass Draft and submit your report directly as Initial 

Submission at any time prior to the end of Day 10 of the reporting cycle. 

 

 

 

 

 

 Submitting as Initial Submission  
Reports must be submitted as Initial Submission no later than the end of the Initial 

Submission phase. 

 After updating the copied forward draft, click “Submit” if you do not wish to save the 

report as Draft.  

 If the report was previously saved as a Draft, click on Prime Recipient or Sub 

Recipient in the Quick Links box in the left sidebar to go to the Prime Recipient 

Reporting page.  

 If you are a sub-recipient, click on the Sub Recipient tab. 

 Click “Submit.” 

 
 

If there are any errors in your report, you will receive an error notification. Correct the errors and 

click “Submit” to go to the Confirm Initial Submission page. 

 Enter the 9-digit FRPIN for the DUNS number displayed. If you enter an invalid 

FRPIN, you will receive an error message.  

 Click “Submit. Click “Cancel” if you wish to cancel submitting the Initial 

Submission. You will be returned to your report entry screens. 

If you choose to report as a prime recipient or you are a prime 

submitting for yourself and sub-recipient(s), the “Save as Draft” button 

is located on the “Prime Recipient” tab. If you are a sub-recipient the 

“Save as Draft” button is located on the “Sub Recipients” tab. 

 



ARRA In-bound Recipient Reporting 

FederalReporting.gov 

User Guide 

 

Chapter 10 – Copy Forward and Copy Functions 

~ Page 10-8 ~ 

Depending upon the file size, it may take a few moments to process your Initial Submission. You are 

notified on the page that processing is taking place. When the submission is completed you will see 

the Report Submitted for Processing message.  

 

 

 

How to Copy a Report 

 Click “Prime Recipient” or “Sub Recipient” in the Quick Links in the left sidebar  

 At the My Reports View, enter the following search criteria and click  “Search”   

 Calendar Year = Select the current year 

 Calendar Quarter = Select the current quarter 

  Report Status = Select Submitted 

 

Only reports from the current quarter can be copied with the Copy function 

 

 Select the report to be copied and click “Copy.”  Click “OK” to go to the Copy Report page.  

 Change one of the following fields: 

o Award #  

o Prime DUNS number 

o  Order # (for federal contracts) 

o  Add Sub Recipient Reports.   

 Click “Confirm Copy” to go to a sub-recipient report or a prime recipient report with Sub 

Recipient and/or Vendor tabs.  

 Modify other information in the report.   

 To save the report, click “Save as Draft.”  

 To submit the report, click “Submit” to go to the “Confirm Initial Submission” page.  

 Enter the FRPIN and click “Submit.”  

 

 

 

 

 

 

 

 

 

 

The “Copy Forward” function is used only when copying a report 

from the previous reporting cycle. 

 

The “Copy” function is used only when copying a report 

 from the current reporting month. 
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How to Change the Business Key -- Online   
If you submitted a report in one reporting cycle and found an error in the Prime DUNS number, 

Prime Award ID, Order #, or Sub Award I fields (Business Key) after the Continuous Quality 

Assurance (QA)  period, you can correct the report in next reporting cycle and still create a link to 

the previous report.   

 

FOR EXAMPLE: When reporting in January 2010, you entered the Award # as 1234. After the close 

of the Continuous QA period, you find that the Award # is actually 123. You can make the correction 

in April 2010 and link the updated April report to the one from January 2010 by following the steps 

below: 

 Click “Prime Recipient” or “Sub Recipient” in the Quick Links located in the left sidebar. 

 At My Reports View, you will enter the following search  criteria and click “Search”: 

o Calendar Year = Select Current Reporting Calendar Year (such as 2009)  

o Calendar Quarter = Select Current Reporting Quarter (such as 3)  

o Report Status = Select either Submitted or Draft 

 
 

 

 

 

Select current 

calendar year 

and quarter 
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 You will see all the reports that meet the search criteria entered. 

 Click on the link in the Prime Award#/Order# to go to the Prime Recipient Reporting page 

where the following is displayed:  

o Award Type  

o  Prime Award#/Order#  

o Prime DUNS #  

o Status  

o Award Amount  

o Sub Recipient Count  

 Click “Change Key.”  You will see a confirmation box asking “Are you sure you want to 

leave this report? (This refers to leaving the report information, not that you will navigate 

away from the report) You will lose any data that you have updated, including Sub Recipient 

and Vendor data” – Click “OK” button to go to the Change Business Key page. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

Click the “Change Key” 

button to start the Change 

Key process.  
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 The Change From portion displays the data for the award you selected 

 In the Change To portion, you can change the Award #, Prime DUNS number and Order #.  

 Review that the Change From and Change To Calendar Year/Quarter are correct. Click 

“Confirm Change Key to go to the “Confirm Deactivation” page.   

 

 
 

 

 

 

 

 

 

 

 

 

 

 

After changing the business key, you must deactivate the previous report. 

Click “Confirm Change Key”   

to then deactivate your report. 
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When the business key is changed, the previous report must be deactivated. 

 On the Confirm Deactivation page, you will see data from the previous report. Verify that 

this is the correct report. Enter the FRPIN and click “Deactivate.”  Sub-recipients and 

vendors associated with the deactivated prime recipient report and sub-recipient vendors will 

also be deactivated. 

 You will now see the report with the new changed data. 

 Enter the FRPIN for the DUNS number for which you are reporting. If you enter an invalid 

FRPIN you will receive an error message. 

 Click “Submit” to submit your report as Initial Submission status. Click “Cancel” if you wish 

to cancel the action of submitting the Initial Submission. You will be returned to your report 

entry screens.  

 

 
 

Depending upon the file size, it may take a few moments to process your Initial Submission. You are 

notified on the page that processing is taking place. Once the submission process has been 

completed, you will receive confirmation that the report has been submitted.  

 

 

 

 

 

 

Click the “Deactivate” button to 

confirm deactivation. 
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How to Change the Business Key in Excel or XML and Batch 
If you submitted a report in one reporting cycle and find an error in the Prime DUNS number, Prime 

Award ID, Order #, or Sub Award ID fields after the Continuous QA phase, you can correct the 

report in the current reporting cycle and create a link to the previous report. 

Follow these steps: 

 Click “Prime Recipient” or “Sub Recipient” in the Quick Links in the left sidebar  

 At the My Reports View, enter the following search criteria and click  “Search”   

 Calendar Year = Select a Calendar Year (such as 2009)  

 Calendar Quarter = Select a Previous Calendar Quarter  

  Report Status = Select Submitted 

 

 
 

 You will see all reports meeting the search criteria with the following information for each 

report:  

 Award Type  

 Prime Award #/Order #  

 Prime DUNS #  

 Status  

 Award Amount  

 Sub Recipient Count  

 

Click the Award Number link to 

open the desired report.  
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 Choose the report you want to “copy forward” and click on the link in the Prime Award 

#/Order # field. 

 Click “Copy Forward” on the report. Make the necessary change(s).  

 Submit your file or batch of reports  

 

Click the “Copy Forward” 

button to start the Copy 

Forward process. 


