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Presenter
Presentation Notes
The State Program Report (SPR) is required annually for Grant to States program grantees.
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Presenter
Presentation Notes
Here’s an overview of what we’ll cover in this slideshow.  The SPR Report will give us lots of data.  It tells us what type of library managed the project, what types of activities took place, what the reach of the project was by different types of libraries, what kinds of partners there were to carry out the project, and for some projects, what were the outcomes of this project.



Logging in & Account 
management

• Logging In
• User Types
• Permissions
• Subrecipients
• User Info
• Password Management
• State Info
• State Goals
• Subaward Info

(return to Table of Contents)

Presenter
Presentation Notes
These are some of the topics we will cover in this section on Logging In & Account Management.



Logging In: https://imls-spr.imls.gov/Login

NOTE: 
• Chrome and Firefox are 

recommended browsers
• Don’t open two browser 

windows or tabs for the 
SPR at the same time -
issue tend to occur 

Logging in & Account Management: Logging In (return to Table of Contents)

Presenter
Presentation Notes
Your IMLS Program Officer can set you up in the system by creating an account for you.  Your username is your email address and we will send you your password.  You can change your password by going into the Account Management section of the SPR after you’ve logged in.  Please note that Chrome and Firefox are recommended browsers for this system.  Issues with saving and editing can occur when you open two browser windows or tabs for the State Program Report (SPR) at the same time, so it’s best to avoid that. 



Logging in & Account Management: Logging In (return to Table of Contents)

Presenter
Presentation Notes
Before you use this system you have to accept the privacy and security rules related to the information being stored in this system. This is a federal government system and the official record of reporting for your Grants to States awards. All data entered into the system remains in the system. For example, deleting a project will remove it from your display, but the information is retained within the database.  After clicking “I Accept,” you will be taken to your State Library Dashboard screen.



Logging in & Account Management: Logging In (return to Table of Contents)

Presenter
Presentation Notes
This is the State Library Dashboard screen. This gives you a top-level view of the status of your SPR report, as well as any announcements or status updates (i.e., if a Program Officer has returned any projects back to you for revision). If the default fiscal year isn’t the year you are currently reporting on, be sure to select the appropriate fiscal year.



User accounts

Two Types of User Accounts:
• IMLS administered

• State Library Administrative Agency (SLAA) 
administered

Logging in & Account Management: User Types (return to Table of Contents)

Presenter
Presentation Notes
Before we explain how to add a project we want to briefly discuss the types of user accounts. There are two types of accounts: IMLS or SLAA administered. You update these accounts under the menu “Account Management.” Since it’s a government system, maintaining security is a consideration and access is controlled by user accounts.  The system should not be used for training or testing.  If you want to practice entering information in the SPR go to the sandbox site: http://imls-testspr.imls.gov. Now we’ll talk about the IMLS administered accounts.



SLAA users that IMLS adds to system

Four SLAA user roles:
• LSTA Coordinator
• SLAA Project Data Entry
• Financial Manager (optional)
• Authorized Certifying Official (ACO)*
*Typically the Chief Officer, but in states where the Chief Officer is 
not the ACO, the Chief will be assigned a coordinator-role account.

Logging in & Account Management: User Types (return to Table of Contents)

Presenter
Presentation Notes
IMLS adds all of these account types, which represent four SLAA user roles. Some of these users are established based on data provided in the “State Info” section of the SPR, found under the Account Management menu. This information lets us know who is responsible for managing the grant award and it is important that you keep this information current. There are differences in permissions among the different user roles, noted on the next slide.  



User Role Add/View/
Edit all 
projects

Add/View/Edit
Admin Project, 

Financial Status 
Report, Interim 

Federal Financial 
Report

Certify 
Report

Validate 
Report

Add 
Subrecipient 

User Accounts

ACO Yes Yes Yes Yes

Coordinator Yes Yes Yes Yes

SLAA Project 
Data Entry Yes

Financial
Manager

Yes Yes

Logging in & Account Management: Permissions (return to Table of Contents)

Presenter
Presentation Notes
The Authorized Certifying Official (ACO) role has permissions to add/view/edit projects for all projects in the state, including financial reports, add and manage subrecipient user accounts, and certify the report. The ACO can also add/view/edit the Admin Project and the financial reports. In most states this is the chief officer or state librarian, but there are a few states where the legally recognized authorized certifying official is a different person. The LSTA Coordinator role has permissions to do everything except certify reports, however they can validate reports to head off any error messages during certification. For those few states where the ACO is not the chief officer, we will set up an additional LSTA Coordinator user account for them. States may request up to two LSTA Coordinator roles for the purpose of working in the SPR system.The SLAA Project Data Entry role allows someone to add/view/edit all projects, except the Admin project and financial reports. They can’t validate/certify the report, change state goals, or add subrecipient accounts. This role may be useful for additional consultants at the state library, and there is no limit to the number of people who can have this role.  The Financial Manager role has the ability to add/view/edit all projects and financial reports for a state, but this user cannot validate the report or add subrecipients. States may choose to have their Program Officer set up the account for the fiscal officer that is designated in the State Info section of the SPR. In summary, your Program Officer can add, upon your request:Financial Manager 1 additional LSTA Coordinator in the systemSLAA Project Data EntryYour Program Officer can also reset passwords for these accounts. 



User accounts – SLAA administered

Logging in & Account Management: Subrecipients (return to Table of Contents)

Presenter
Presentation Notes
Now we’ll talk about the SLAA administered accounts. LSTA Coordinators or ACOs can click on “Subrecipient Access” under Account Management. Click the Add User button and fill in the details. A Subrecipient User may only view/add/edit projects for their assigned entity, i.e., if a Subrecipient User’s library is the West Dakota State Library, they will only have access to projects with “West Dakota State Library” as the grantee.  Lost/Forgotten passwords for subrecipients are managed by an LSTA Coordinator or the ACO.



Logging in & Account Management: Subrecipients (return to Table of Contents)

Presenter
Presentation Notes
At a minimum, to add a subrecipient user, the username, password, and subrecipient must be entered.  Whenever you see an “i” in a blue circle this means you can click on that icon and find out information about what should be going into that line.  For example, if you click on the “i” icon in the “Phone” field, it will tell you how to enter the phone number using the proper format.



Logging in & Account Management: Subrecipients (return to Table of Contents)

Presenter
Presentation Notes
The subrecipient user may reset their password. If a subrecipient can’t remember their password, then an LSTA Coordinator or ACO can reset lost/forgotten passwords for subrecipients.



Logging in & Account Management: User Info (return to Table of Contents)

Presenter
Presentation Notes
Any user of the system will see the same information under Account Management > User Info and be able to update their profile. 



Logging in & Account Management: Password Management (return to Table of Contents)

Presenter
Presentation Notes
This Account Management > User Info section is where you can change your password.



Logging in & Account Management: State Info (return to Table of Contents)

Presenter
Presentation Notes
Having updated and accurate state information in the SPR is required for certifying your report. Any time a change of state library contacts is made, you will need to update this information.  Once you have updated this Account Management > State Info section, send an email your Program Officer so they will know there is a new contact. Note that the items indicated by an asterisk are required to save the information. The DUNS and EIN are not required to save the data, but they are required to certify the report. NOTE: Parent Organization should match the name associated with your DUNS number. 



Logging in & Account Management: State Info (return to Table of Contents)

Presenter
Presentation Notes
In the State Info section, add or double check the information for the Authorized Certifying Official (ACO) to make sure it’s current before submitting the report.



Logging in & Account Management: State Info (return to Table of Contents)

Presenter
Presentation Notes
The State Info section also asks for information for the LSTA Coordinator, Head of Library Development, and the Fiscal Officer.



Logging in & Account Management: State Goals (return to Table of Contents)

Presenter
Presentation Notes
 The system will include a current list of your state goals, and you can update them as you a start reporting on a new Five-Year Plan. Each project is required to include the goal from your Five-Year Plan that it supports. 



Logging in & Account Management: State Goals (return to Table of Contents)

Presenter
Presentation Notes
The name of a state goal should be a brief statement for one of the goals you described in your Five-Year Plan.  This will be publicly viewable within projects so it needs to make sense to a general audience.  The Description field can include the full text of the goal.   The Fiscal Years should be the range covered by the Five-Year Plan, for example, 2018-2022.



Logging in & Account Management: Subaward Info (return to Table of Contents)

Presenter
Presentation Notes
Subaward Info should be entered with each reporting year.  Select “Subaward Info” under Account Management.



Logging in & Account Management: Subaward Info (return to Table of Contents)

Presenter
Presentation Notes
Within the Subaward Information, the system should default to the correct year, but it doesn’t self-populate these figures. The state library must figure out these totals and fill them in.  They will eventually appear in the Public View of the SPR once IMLS accepts the report.



Reporting Concepts

• Projects
• Focal Areas and Intents
• Activities
• Administrative Project

(return to Table of Contents)

Presenter
Presentation Notes
Before covering the system mechanics for how to add projects, we’ll cover the reporting concepts behind the system.



Reporting Concepts: Projects (return to Table of Contents)

Presenter
Presentation Notes
 The annual narrative report is organized around projects, and for each project there is an Intent and an Activity/Activities.  The slides below will further explain these concepts.



Projects

 Set of discrete and interdependent activities 
carried out to achieve an intended outcome

 Contains allocable resources - e.g., dollars 
spent, people responsible for accomplishing 
tasks, venue or service location(s), time spent

Reporting Concepts: Projects (return to Table of Contents)

Presenter
Presentation Notes
Projects are the vehicles for organizing activities that support a state library’s objective or intended outcome.  It is important to properly identify projects for consistency of reporting. This is key to collecting comparable data that show the impact of IMLS Grants to States funds. For reporting purposes, each project is assigned one “Intent” and each project includes at least one “Activity”. 



Focal areas and Intents

Focal Area Intent(s)
Lifelong Learning • Improve users’ formal education

• Improve users’ general knowledge and
skills

Information
Access

• Improve users’ ability to discover
information resources.

• Improve users’ ability to obtain
and/or use information resources.

Reporting Concepts: Focal Areas and Intents (return to Table of Contents)

Presenter
Presentation Notes
There are six Focal Areas and fourteen corresponding Intents. Each Project is assigned one Intent.An Intent is an objective or expected result in a project.The “Intents” show the “why” of a project. The Intents came out of work with the states in identifying and refining the six Focal Areas. The Intents are a means of categorizing projects, and choosing the appropriate intent will help us better make comparisons and also help us tell a more cohesive story about the all the good work that states are doing with LSTA funding.This slide includes the first two Focal Areas – Lifelong Learning and Information Access.  They each have two Intents. 



Focal areas and Intents

Focal Area Intent(s)
Institutional 
Capacity

• Improve the library workforce
• Improve the library’s physical and 

technological infrastructure
• Improve library operations

Employment & 
Economic 
Development

• Improve users’ ability to use resources and 
apply information for employment support

• Improve users’ ability to use and apply 
business resources

Reporting Concepts: Focal Areas and Intents (return to Table of Contents)

Presenter
Presentation Notes
The Institutional Capacity Focal Area has three Intents, and the Employment and Economic Development Focal Area has two Intents.



Focal areas and Intents

Focal Area Intent(s)
Human Services • Improve users’ ability to apply information that

furthers their personal, family, or household finances
• Improve users’ ability to apply information that furthers

their personal or family health & wellness
• Improve users’ ability to apply information that furthers

their parenting and family skills

Civic Engagement • Improve users’ ability to participate in their 
community

• Improve users’ ability to participate in community
conversations around topics of concern

Reporting Concepts: Focal Areas and Intents (return to Table of Contents)

Presenter
Presentation Notes
The Human Services Focal Area has three Intents, and the Civic Engagement Focal Area has two intents.  



Four types of activities 

Activities are action(s) through which the intent of a project is accomplished.

Activity Name Definition

Instruction
Involves an interaction for knowledge or skill 
transfer.

Content
Involves the acquisition, development, or transfer of 
information.

Planning/Evaluation
Involves design, development, or assessment of 
operations, services, or resources.

Procurement
Involves purchasing facilities, equipment/supplies, 
hardware/software, or other materials (not content)
that support general library infrastructure.

Reporting Concepts: Activities (return to Table of Contents)

Presenter
Presentation Notes
Activities are the “how” of a project. They are action(s) through which the intent of a project is accomplished.  There are four activity types that will be used to describe your projects. Each project will have one or more activities (but no more than 10 activities per project).  Note: the Procurement activity is used very sparingly and is only available for the “Institutional Capacity” Intents.



Project activity: Scenario 1

The library sought to increase job-seeking skills in their 
community which continues to struggle with high 
unemployment. Using LSTA funds from the State Library the 
public library:

 Purchased laptops for a mobile training lab

 Hired an instructor to teach six resume workshops and

 Purchased a collection of 50 books to assist job-seekers.
Reporting Concepts: Activities (return to Table of Contents)

Presenter
Presentation Notes
The following is a hypothetical scenario of a project coming from a state library. How should this be reported?  How many projects?  How many activities in each project?



How should this be reported?

A. 3 projects with 1 
activity each: 
Project A) Laptops 
(Procurement); Project 
B) Workshops 
(Instruction); and 
Project C) Collection 
Development (Content)

B. 1 project with 3 
activities: 
Activity A) Laptops 
(Procurement); Activity 
B) Workshops 
(Instruction); and 
Activity C) Collection 
Development (Content)

C. 1 project with 2 
activities: 
Activity A) Workshops 
& Laptops 
(Instruction); and
Activity B) Collection 
Development 
(Content)

Reporting Concepts: Activities (return to Table of Contents)

Presenter
Presentation Notes
The correct answer is “C” as 1 project with 2 activities. Why? There is a single intent: “Improve users’ ability to use resources and apply information for employment support.” The laptops support the instructional components of the project and don’t need to be logged as a separate activity.  



Project activity: Scenario 2

West Dakota (SLAA) sought to increase access to information for 
all residents in the state.

The SLAA:

• purchased electronic databases from three vendors; and

• provided online training for librarians across the state; and

• surveyed participants in online training sessions to evaluate the 
sessions.

Reporting Concepts: Activities (return to Table of Contents)

Presenter
Presentation Notes
How should this second example be reported?  How many activities for this project?



How should this be reported?

A. 1 activity: Activity A) Information Access for West Dakotans 
(Content – Acquisition)

B. 2 activities: Activity A) Databases (Content – Acquisition); 
Activity B) Training for Librarians (Instruction – Program)

C. 3 activities: Activity A) Databases (Content – Acquisition); 
Activity B) Training for Librarians (Instruction – Program); 
Activity C) Participant Surveys (Planning & Evaluation)

D. 5 activities: Activity A) Purchase of Databases (Content –
Acquisition); Activities B - E) Training for Librarians reported 
by session (Instruction – Program) Reporting Concepts: Activities (return to Table of Contents)

Presenter
Presentation Notes
The correct answer is “B” as two activities. Why? Surveys to evaluate a project are standard and do not rise to the level of a Planning & Evaluation activity.  You will note them in the outcomes section of the report.  A Five-Year Plan or Five-Year Evaluation would rise to the level of its own separate activity. 



Project Activity: Scenario 3

The Youth Services Consultant at the West Dakota State Library (SLAA) led efforts to 
increase participation in lifelong learning activities for children and teens in the state.

The SLAA:

• Provided training to library staff on designing summer reading programs;

• Purchased and distributed summer reading manuals to 45 libraries across 
the state;

• Offered Every Child Ready to Read training to library staff around the state; and

• Subscribed to an online homework help service

Reporting Concepts: Activities (return to Table of Contents)

Presenter
Presentation Notes
How should this third example be reported?  How many projects/activities? 



How should this be reported?

A. 1 project: Project A) Services to increase lifelong learning 
among children and teens

B. 4 projects: Project A) Summer Reading Materials; Project B) 
Summer Reading Workshops; Project C) Every Child Ready to 
Read; and Project D) Homework Help

C. 2 projects: Project A) Summer Reading and Every Child 
Ready to Read and Project B) Homework Help

D. 3 projects: Project A) Summer Reading Materials and 
Workshops; Project B) Every Child Ready to Read; and 
Project C) Homework Help

Reporting Concepts: Activities (return to Table of Contents)

Presenter
Presentation Notes
Answer is “D” as three separate projects. Why? Except for the Summer Reading training and manuals, which can be combined, they have different intents and beneficiaries.



Administrative Project

• Many states use the 4% allowed for 
administration 

• There is a separate box for this project
• If you don’t use any of the 4%, enter

$.00 in that project area

Reporting Concepts: Administrative Project (return to Table of Contents)

Presenter
Presentation Notes
In addition to standard projects, each state will report a single Administrative Project for the year, which has a separate placeholder project in the reporting system. Each state is allowed 4% of their federal funds allotment for administration, which could be used for indirect costs or overhead charges related to grants administration, such as rent or the LSTA Coordinator’s salary.  However, some states don’t use any of the 4% and they will enter $.00 in the budget box.  You should also log administrative charges here that are paid for with state dollars, and these are NOT subject to a 4% cap. 



Adding Projects

• New and Copied Projects
• Batch Upload
• List Projects
• Adding/Editing Project Info
• Budget Info
• Reminders
• Printing Projects

(return to Table of Contents)

Presenter
Presentation Notes
Now we turn to the system mechanics around adding projects.  



Adding Projects: New and Copied Projects (return to Table of Contents)

Presenter
Presentation Notes
The Projects > Add Project menu option is one way to add a new project.  The first option on the page, “Add a new project,” will create a project with all blank fields to be filled in.



Adding Projects: New and Copied Projects (return to Table of Contents)

Presenter
Presentation Notes
You can get to that same page by selecting “Add Project” on the List Projects page.



Adding Projects: New and Copied Projects (return to Table of Contents)

Presenter
Presentation Notes
To indicate a continuing project from a prior fiscal year with the same grantee and basic scope, you can also “continue a project from a prior fiscal year.”  This option has the benefit of prefilling some of the report information.



Adding Projects: New and Copied Projects (return to Table of Contents)

Presenter
Presentation Notes
You can “copy a project” from a prior fiscal year if the content is similar but perhaps going to a different grantee.



Adding Projects: Batch Upload (return to Table of Contents)

Presenter
Presentation Notes
The system also allows you to do a batch upload of your projects if you have an Excel spreadsheet of all your projects with specific formatting for the SPR. Under Projects tab select “Batch Upload Projects.”



Adding Projects: Batch Upload (return to Table of Contents)

Presenter
Presentation Notes
Choose from one of the two templates that will ensure the batch data will upload successfully, then choose a file to upload.



Adding Projects: Batch Upload (return to Table of Contents)

Presenter
Presentation Notes
The Excel template includes specific headers that must be used for the batch upload to be successful.  



Successful batch upload

Adding Projects: Batch Upload (return to Table of Contents)

Presenter
Presentation Notes
Please note: the Batch Upload Templates provide a method to create a “stub record” containing selected information about SPR projects. This template does not upload all SPR fields due to the relationships between fields, but will provide a jump-start on data entry. You may include as many projects as desired in this template, but mistakenly added projects must be deleted individually. 



Adding Projects: List Projects (return to Table of Contents)

Presenter
Presentation Notes
Once you start adding projects, you can view them through the Projects > List Projects menu option.  If desired, you can sort the list differently by clicking one of the gray column headers. 



Adding Projects: List Projects (return to Table of Contents)

Presenter
Presentation Notes
You also have the ability to filter a list through the search boxes under the column headers.  Here we see an example for “Fontana” under Grantee.  Then, to edit a project in the list, click the blue title field.  



Edit project

Adding Projects: Adding/Editing Project Info (return to Table of Contents)

Presenter
Presentation Notes
As you start adding and editing project information, the “Save and Continue” function allows you to save your project information but still remain on the data entry page. You can also navigate to different parts of the project using the table of contents.  The Save button will take you back to the List Projects page. 



Add or edit 
project info

Adding Projects: Adding/Editing Project Info (return to Table of Contents)

Presenter
Presentation Notes
As a minimum, complete all information designated with an asterisk before saving a project.  The project title and abstract should avoid jargon and acronyms.  The State Project Code is an area where you can put your own locally identifying number for a particular project.  The project dates are within the two year period of performance.  If the project didn’t take the entire two years, then the start and ending dates should reflect that fact.  If you repeat this project every year, you should be sure that the information reflects what was done during this grant period. The state goal will appear from a dropdown list. 



Adding Projects: Adding/Editing Project Info (return to Table of Contents)

Presenter
Presentation Notes
The report also includes information about the project director and the grantee. The list of grantees was initially populated from several data sources including the Public Libraries Survey, academic library survey, and common core database for schools – these sources make it possible to link to additional data.  You can also add other grantees through the Account Management > Manage Subrecipients menu option.  The Additional Materials box allows you to attach files or URLs related to the project.  For example, if you developed a health literacy brochure or a manual to teach early literacy, you can add it here.



Adding Projects: Budget Info (return to Table of Contents)

Presenter
Presentation Notes
Any section of the budget that reflects funds spent will need a corresponding description.  Use position titles instead of library staff names in salary descriptions.  For example, 1-FTE Interlibrary Loan Specialist.  If there are both LSTA and Match funds in a single budget area, they should be differentiated in the description.



Adding Projects: Budget Info (return to Table of Contents)

Presenter
Presentation Notes
“Other Operational Expenses” is the line where indirect costs would be added for any subawards that include indirect costs. This is not a catch-all budget category. If the project is being administered by the state library, it should not include Other Operational Expenses, but move any such indirect costs to the “Administrative Project”. If you are unsure where a budget item should go, call your Program Officer.  Please note that the individual line items and budget descriptions will not be available for in the Public View of the SPR, only the total project costs by fund type LSTA, State or Other Match.  



Reminders

• Save Often
• Unique Project Title 

Names
• Abstract Lengths

Adding Projects: Reminders (return to Table of Contents)

Presenter
Presentation Notes
As a reminder, save your information periodically. When writing the project title, remember to write for the general public – each project title should be unique and avoid jargon. Note that the Abstract should be about a paragraph long. 



Printing Projects

Adding Projects: Printing Projects (return to Table of Contents)

Presenter
Presentation Notes
Once you have a number of projects underway, you might want to review them in a single document.  “Print All Projects” will give you a PDF output of all the listed projects, as well as the Admin Project and the Financial Status Report.



Intents, Subjects, 
Activities, Outcomes, 

and Tags
• Intents
• Subjects
• Activities

• Mode and Format
• Quantity
• Partners
• Beneficiaries and Target Groups
• Locale and Institution Type

• Outcomes
• Exemplary and Tags
• Project Status

(return to Table of Contents)

Presenter
Presentation Notes
Now that we’ve covered some basic project information and system mechanics, we’ll address additional categories of information within an SPR project.  



Add/edit project intent

Intents, Subjects, Activities, Outcomes and Tags: Intents (return to Table of Contents)

Presenter
Presentation Notes
Below the budget area of a project is the Intent information – please note that only one intent should be provided for each project.



Intents, Subjects, Activities, Outcomes and Tags: Intents (return to Table of Contents)

Presenter
Presentation Notes
Clicking “Add Intent” will take you to a dropdown menu with all of the fourteen intents arranged by focal area.



Subjects

• Further describe the project’s “Intent”
• At least one and no more than two subjects are chosen

after selecting the “Intent”

Intents, Subjects, Activities, Outcomes and Tags: Subjects (return to Table of Contents)

Presenter
Presentation Notes
Subjects are controlled vocabulary terms aligned with Intents.  We recommend adding 1 to 2 subjects for the Intent, and there are examples on the next few slides.



Intents, Subjects, Activities, Outcomes and Tags: Subjects (return to Table of Contents)

Presenter
Presentation Notes
Once you select an Intent, you are presented with a list of Subjects and can choose up to two appropriate subjects. These are general subjects and help to further describe projects and improve search and comparison. 



Intents, Subjects, Activities, Outcomes and Tags: Subjects (return to Table of Contents)

Presenter
Presentation Notes
These are the remaining subject options. As a reminder you may choose up to two subjects.



Add an activity

Intents, Subjects, Activities, Outcomes and Tags: Activities (return to Table of Contents)

Presenter
Presentation Notes
Next is the Activity-level information. Once you have selected the Intent, you may add an activity.



Activity Information

Intents, Subjects, Activities, Outcomes and Tags: Activities (return to Table of Contents)

Presenter
Presentation Notes
For each activity, you’ll enter a title as well as an abstract. This information will be publicly available, so please keep in mind that you are writing for a general audience. It should NOT be identical to the overall project title and abstract.  You’ll also map the activity to the Intent you selected earlier.



Select an activity

Intents, Subjects, Activities, Outcomes and Tags: Activities (return to Table of Contents)

Presenter
Presentation Notes
Once you have entered the general information, you’ll select an activity type: Instruction, Content, Planning/Evaluation or (rarely) Procurement. Each activity is further described through a mode and a format.



Activity: Select a mode

Intents, Subjects, Activities, Outcomes and Tags: Activities- Mode and Format (return to Table of Contents)

Presenter
Presentation Notes
Since we chose “Content”, we are presented with the Modes for that activity: acquisition, creation, preservation, description, or lending. So if we are purchasing databases, we would select the “Acquisition” mode.



Activity: Select a format

Intents, Subjects, Activities, Outcomes and Tags: Activities- Mode and Format (return to Table of Contents)

Presenter
Presentation Notes
Next we choose the format: digital, physical, or a combination. For these e-resources, we would choose “Digital”.



Intents, Subjects, Activities, Outcomes and Tags: Activities- Quantity (return to Table of Contents)

Presenter
Presentation Notes
Now we are presented with questions about quantity. In this case, we enter the number of databases acquired.  The quantity information questions will differ based on the type of activity selected. 



Intents, Subjects, Activities, Outcomes and Tags: Activities- Partners (return to Table of Contents)

Presenter
Presentation Notes
Partner information should reflect formal partnerships that are solidified in writing, such as a Memorandum of Understanding. First you choose the areas in which your partner operates, then choose a legal type for the partner.  



Activity: Beneficiaries

Intents, Subjects, Activities, Outcomes and Tags: Activities- Beneficiaries and Target Groups (return to Table of Contents)

Presenter
Presentation Notes
The next section collects information on beneficiaries – the activity’s target audience. In a number of instances in this section, early responses will dictate subsequent questions. The first question is whether the activity targets the library workforce. We selected “No” here since this activity is to purchase databases for the public. If we had selected “Yes,” then the question about targeting a group or general population would not appear. Choice of age group only appears when “Targeted Group” has been selected.



Intents, Subjects, Activities, Outcomes and Tags: Activities- Beneficiaries and Target Groups (return to Table of Contents)

Presenter
Presentation Notes
Next are questions about the community and age of the targeted group. Who were the primary audiences for this project?



Intents, Subjects, Activities, Outcomes and Tags: Activities- Locale and Institution Type (return to Table of Contents)

Presenter
Presentation Notes
Next you indicate whether the activity is statewide. If yes, then you’ll be asked to enter the number of participating entities by type. Here, we’ve indicated public, academic, school, and SLAA as participants. If you choose “No” for whether the project is statewide, you are asked if you can identify the specific locations where the project was carried out.  If you can identify specific locations, there is a built-in list of library locations to choose from.  Alternatively, you can enter numbers of institutions as with the screen above.



Intents, Subjects, Activities, Outcomes and Tags: Activities- Locale and Institution Type (return to Table of Contents)

Presenter
Presentation Notes
Once you’ve completed the locale information, you can review, then save the activity and it will appear on the project page.



Add or edit activity outcomes

Intents, Subjects, Activities, Outcomes and Tags: Outcomes (return to Table of Contents)

Presenter
Presentation Notes
Once an activity is entered, the tag icon allows you to copy information.  The pencil icon allows you to edit.  The trash can allows you to delete an activity. In this slide the Outcomes button is gray and therefore doesn’t have to be completed.  If the outcomes button turns orange based on your activity type and audience, you should click on it and add the appropriate survey data you collected for the activity.  



Intents, Subjects, Activities, Outcomes and Tags: Outcomes (return to Table of Contents)

Presenter
Presentation Notes
The outcomes button corresponds to standard questions that depend on the activity type and its audience.  You can find these questions in the Grants to States Manual that correspond to Instructional Program for Library Workforce; Instructional Program for General Public; Library Workforce feedback about a Resource (Content); and Library Workforce feedback about Planning and Evaluation Activities.



Project 
outcomes

Intents, Subjects, Activities, Outcomes and Tags: Outcomes (return to Table of Contents)

Presenter
Presentation Notes
The questions about Project Outcomes follow the activity information and include some fields appropriate for narrative information. In addition to requesting information about findings or outcomes, we’re collecting information on methods used to determine those outcomes.



Exemplary Box and Project Tags

Intents, Subjects, Activities, Outcomes and Tags: Exemplary and Tags (return to Table of Contents)

Presenter
Presentation Notes
If you want to call out a great project that could serve as a model, then put a checkmark in the box on the right noting that it’s exemplary.  In the Project tags box you can add keywords that can be searched on the Public View of the SPR. For example, if you had a project funding materials for institutional libraries, you might want to add “prisons” as a project tag or “juvenile detention center” or both depending on your project. It is a free text field to further categorize projects. Remember to use unique terms.  You may enter up to three tags separated by commas. Tags of interest to IMLS include: Broadband, Early literacy, Gaming/STEM, Making, New Americans, Summer Meals, Veterans, Workforce Development and Promise Zones.  



Project Status

Intents, Subjects, Activities, Outcomes and Tags: Project Status (return to Table of Contents)

Presenter
Presentation Notes
Be sure to save your project after updating any of the information.  When you have finished editing a project, change the project status to “completed” and click save.  You can always change a project status back to “draft” if you find you have more edits.



Intents, Subjects, Activities, Outcomes and Tags: Project Status (return to Table of Contents)

Presenter
Presentation Notes
If you want to change the status of multiple projects at once, you can indicate them with the check boxes, then “Select a Status” and chose either “Draft” or “Completed,”



Intents, Subjects, Activities, Outcomes and Tags: Project Status (return to Table of Contents)

Presenter
Presentation Notes
Here’s an example of changing all the projects to a “Completed” status.



Reporting Tips
• General System Tips
• First-Time User Tips
• General Narrative Tips
• Abstract Tips
• Statewide Projects Tips
• Consolidating Subawards Tip
• Match-Only Project Tips
• Intent Tips
• Activity/Mode Tips
• Quantity Tips
• Tags Tips
• Project Status Tips
• FFATA Requirement Tips

(return to Table of Contents)

Presenter
Presentation Notes
Here are some tips to keep in mind during reporting.



General System Tips

• Chrome and Firefox are recommended browsers

• Don’t open two browser windows or tabs for the 
SPR at the same time.  

• This often occurs when users want to look back 
at the prior year’s report while completing the 
current year’s

• However, this often leads to editing and reporting 
bugs

Reporting Tips: General System Tips (return to Table of Contents)



First-Time User Tips

In the system update: 
• User Info
• State Info 
• Subaward Info

Reporting Tips: First-Time User Tips (return to Table of Contents)

Presenter
Presentation Notes
All three of these options are in the Account Management menu.



General Narrative Tips

• Use plain language (avoid acronyms and jargon)
• Write in the past tense
• Use position titles, not staff names

Reporting Tips: General Narrative Tips (return to Table of Contents)

Presenter
Presentation Notes
In addition to plain language, remember that the report is happening after the completion of activities and should be written in the past tense.  The one exception to using names in the report is with outside consultants, when it is acceptable to reference names.



Abstract Tips

A.
B.

C.

D.

E.

Reporting Tips: Abstract Tips (return to Table of Contents)

Presenter
Presentation Notes
The abstract should be between 90 and 160 characters.  Answer “C” is on the lower end of this range, at 90 words, and D is on the higher end at 160.  The other choices are either too short or too long.



Statewide Projects Tips

• A State Effort (or Statewide project):
• has the entire state’s population as potential 

beneficiaries rather than a specific, and smaller, 
target audience;

• is usually administered by the SLAA; AND
• if the state effort supports a single intent, it will 

generally be reported as one project
Reporting Tips: Statewide Projects Tips (return to Table of Contents)

Presenter
Presentation Notes
Sometimes a state effort should be split into multiple projects if they support multiple intents, for example: a state effort that supports a statewide literacy initiative that includes summer reading, adult conversation circles, and community read events). In this case, the efforts support different “Intents”, so they should be reported separately.



Consolidating Subawards Tip

• Individual subawards of $5,000 or less may be
combined together in a single project report if they:
• Support a single Intent;
• Cover the same subjects; AND
• Target similar beneficiaries.

Reporting Tips: Consolidating Subawards Tips (return to Table of Contents)

Presenter
Presentation Notes
Three criteria have to be met to combine a subaward into a single project.  For example, if you did a continuing education project that offered scholarships of $2,000 to individual libraries so that one person from a particular library could take a library course, then you could list them as one project with different locales (libraries). In cases like these, you could list a state library contact as the project director.  



Match-Only Project Tips

• Entered as regular project
• Assign “Intent”
• Report at least one “Activity”
• Include “Match-Only” in title

Reporting Tips: Match-Only Project Tips (return to Table of Contents)

Presenter
Presentation Notes
Some states may need to add a match-only project, where the budget would have zero dollars reported for LSTA funds, but there would be Match funds reported.  These will be reported as regular projects, with budget figures reported in appropriate categories, and you will need to identify an intent and report at least one activity.



Intent Tips

Procurement
• Only available for “Institutional Capacity” Intents:

• Improve the library workforce
• Improve the library’s physical and technological infrastructure
• Improve library operations

• Many purchases are not “Procurement” Activity
• Purchasing databases = “Content – Acquisition” Activity
• Purchasing laptops for learning lab = “Instruction” Activity
• Subscription to data collection service = “Content – Creation” Activity

Reporting Tips: Intent Tips (return to Table of Contents)

Presenter
Presentation Notes
The Procurement activity is used very sparingly and is only available for the “Institutional Capacity” Intents. Here you can see three examples of purchases that are not procurements as defined for the SPR system.



Activity/Mode Tips

• You should have no more than 10 activities 
per project

• Conference Attendance = “Instruction – Other” 
(Activity Type)

Reporting Tips: Activity/Mode Tips (return to Table of Contents)

Presenter
Presentation Notes
An overall principle of the SPR framework, is limiting activities to 10 per project.  A related principle is that more complex (or expensive) projects would likely have more activities. Activities within a project that have the same Activity Type, Mode, and Audience, can be bundled together.  If you have staff attending conferences, use the Instruction – Other activity/mode.



Quantity Tips

• Instruction – Program
• Total # of events = (# of Sessions) X (# of times

administered)
• Average # in attendance = Total participants

divided by total events

Reporting Tips: Quantity Tips (return to Table of Contents)

Presenter
Presentation Notes
Activity quantities can be tricky.  Here’s an example of how to figure out the total number of events and the average number in attendance.



Quantity Tips

An SLAA offered a series of 3 one-hour, hands-on workshops on customer
service (Intro, Intermediate, and Advanced). They presented all three sessions
in 4 different locations around the state. A total of 180 staff attended the
sessions.

• # sessions = 3
• # times administered = 4
• Total participants = 180
• Total # events = 3 x 4 = 12
• Average attendance = 180 / 12 = 15

Reporting Tips: Quantity Tips (return to Table of Contents)

Presenter
Presentation Notes
Here’s an example of how to fill out the quantity information for a project where the state library offered a number of workshops on customer service in a number of different locations.



Quantity Tips

Content – Creation
• Number of items digitized

• An item is a “work” e.g., a book, a
newspaper, a map, a score, or an album

Reporting Tips: Quantity Tips (return to Table of Contents)

Presenter
Presentation Notes
Many states digitize items and this definition should help you determine the number of items that were digitized



Tags Tips

 Broadband
 Early literacy
 Gaming/STEM
 Making
 New Americans

 Summer Meals
 Veterans
 Workforce 

development
 Promise Zones

https://www.hudexchange.info/pro
grams/promise-zones/

Reporting Tips: Tags Tips (return to Table of Contents)

Presenter
Presentation Notes
These are tags of interest to IMLS.  You can add additional tags too. 



Project Status Tips

• You need to change all projects from “Draft” status to “Completed” 
status before validation and certification

• Remember the shortcut in the List Projects option for changing 
project statuses in bulk

• You still have to open the Administrative project separately in order to 
change its status

• We recommend opening and saving the Financial Status Report at 
the very end of your reporting process to reflect the final 
information in the projects

Reporting Tips: Project Status Tips (return to Table of Contents)



FFATA Requirement Tips

• Federal Funding Accountability and 
Transparency Act (FFATA) 

• Must report subawards of $25,000 or more 
in fsrs.gov

Reporting Tips: FFATA Requirement Tips (return to Table of Contents)

Presenter
Presentation Notes
The Federal Funding Accountability and Transparency Act (FFATA) requires reporting subawards of $25,000 or more in the FFATA subaward reporting system (fsrs.gov).  This is a separate system from the SPR. 



Financial Reports
• Overview
• Final Financial Status Report (FSR)
• Interim Federal Financial Report (FFR)

(return to Table of Contents)

Presenter
Presentation Notes
It’s common for LSTA Coordinators to work with their finance offices to complete these financial portions of the SPR. This section provides an overview of the two financial reports.



Financial Reports

Financial Reports: Overview (return to Table of Contents)

Presenter
Presentation Notes
As part of your annual report you must complete two financial reports. The first, the Financial Status Report, will automatically incorporate budget figures from your projects.  It is listed under the menu heading “Projects.”



Working with Financial Reports 

Financial Reports: Overview (return to Table of Contents)

Presenter
Presentation Notes
The Financial Status Report page includes orange buttons for both reports. Please note that the Interim Federal Financial Report (FFR) and the Final Financial Status Report (FSR) are reported in the online system every year at the end of December.  So for example, if you are sending in the Final FSR for FFY 2017, then your Interim FFR will be for FFY 2018.  First we will look at the FSR.



Final Financial Status Report

Financial Reports: Final Financial Status Report (FSR) (return to Table of Contents)

Presenter
Presentation Notes
The two fields that must be entered before you can “update” the Financial Status Report are the Federal Grant Number and checking a “Report Basis.“ The Federal Grant number is available on the Award Notification you received from IMLS and usually has this format: LS-00-XX-00XX-XX



Financial Reports: Final Financial Status Report (FSR) (return to Table of Contents)

Presenter
Presentation Notes
Please note that before the report can be certified, you will have to manually enter the Maintenance of Effort (MOE) on the line: “Total SLAA funds expended to meet the purposes of LSTA, including the Five-Year Plan.”  However, the matching figures entered for each project will roll up from entered projects into the Final FSR.



Financial Reports: Final Financial Status Report (FSR) (return to Table of Contents)

Presenter
Presentation Notes
The certification fields will be blank until the report is “certified” by the authorized certifying official using their online credentials. This information will automatically populate from the “State Info” data when the certifying official clicks on the “Certify” box.



Interim Federal Financial Report

2 CFR §200.327 Financial reporting.
Unless otherwise approved by OMB, the Federal awarding agency 
may solicit only the standard, OMB-approved government-wide 
data elements for collection of financial information… This 
information must be collected with the frequency required by the 
terms and conditions of the Federal award, but no less frequently 
than annually nor more frequently than quarterly except in 
unusual circumstances… and preferably in coordination with 
performance reporting.

Financial Reports: Interim Federal Financial Report (FFR) (return to Table of Contents)

Presenter
Presentation Notes
Now lets look at the Interim Federal Financial Report.  The Interim Federal Financial Report is an annual requirement that comes from the Uniform Guidance at 2 CFR 200. 



Interim Federal Financial Report

Financial Reports: Interim Federal Financial Report (FFR) (return to Table of Contents)

Presenter
Presentation Notes
To work with the Interim Federal Financial Report in the SPR, use the Projects > Financial Status Report menu option.



Financial Reports: Interim Federal Financial Report (FFR) (return to Table of Contents)

Presenter
Presentation Notes
Before you can save this Report, you must enter the Federal Grant Number. The Recipient Organization, DUNS number and EIN will be populated from the “State Info” data you already submitted. As with the FSR, the the Federal Grant number is available on the Award Notification you received from IMLS and usually has this format: LS-00-XX-00XX-XX



Financial Reports: Interim Federal Financial Report (FFR) (return to Table of Contents)

Presenter
Presentation Notes
The recipient organization is system generated from the “Parent Organization” field on the State Info page.



Interim Federal Financial Report

Recipient Organization

• Populated from State Info: 
Parent Organization

• Should match name on 
Official Award Notification 
and name associated 
with DUNS

Financial Reports: Interim Federal Financial Report (FFR) (return to Table of Contents)

Presenter
Presentation Notes
This recipient organization should also match the name associated with the DUNS.



Financial Reports: Interim Federal Financial Report (FFR) (return to Table of Contents)

Presenter
Presentation Notes
EIN is also populated from the State Info page. The Report Type should default to Annual, which is the correct selection.



Interim FFR- Report Type

Financial Reports: Interim Federal Financial Report (FFR) (return to Table of Contents)

Presenter
Presentation Notes
We’ve used the system view thus far, but now turn to the “Print” view of the Interim FFR.  The report period end date defaults to September 30th – there should be no reason to change this date.



Interim FFR- Transactions

Financial Reports: Interim Federal Financial Report (FFR) (return to Table of Contents)

Presenter
Presentation Notes
The transactions section should reflect activity during the first year of the two-year award period. So for example, the FY 2018 award covers any transactions between October 1, 2017 and September 30, 2018.



Interim FFR- Cash Receipts

Financial Reports: Interim Federal Financial Report (FFR) (return to Table of Contents)

Presenter
Presentation Notes
Cash receipts are funds drawn down as of September 30th. Cash disbursements are any funds paid out that you will be charging to the federal award. Cash on hand is system-calculated and may be zero or a negative number. If it’s a significant amount, may require explanation.



Interim FFR- Disbursements/Expenditures

Financial Reports: Interim Federal Financial Report (FFR) (return to Table of Contents)

Presenter
Presentation Notes
The figures in the “Cash Disbursements” field and “Federal share of expenditures” field should match each other.



Interim Federal Financial Report

Financial Reports: Interim Federal Financial Report (FFR) (return to Table of Contents)

Presenter
Presentation Notes
The Recipient Share is the SLAA Match figure to date.Program Income typically will be zero. See the Grants to State Manual for guidance on Program Income.Indirect Expenses may be left blank.



Interim Federal Financial Report tip

• Reporting Period = Oct. 1st – Sept. 30th = first year 
of award period

• Transactions
• Reflect activity during first twelve months of award period
• No rounding, use exact figures
• “Cash Disbursements” should equal “Federal Share of 

Expenditures”

Financial Reports: Interim Federal Financial Report (FFR) (return to Table of Contents)



Interim Federal Financial Report tip

• Federal Grant Number is in format:
• LS-00-##-####-##

• Check DUNS hasn’t expired in SAM.gov 
• Recipient Organization name 
• EIN 

• Report Type = “Annual”
• System defaults to correct project and report dates

Financial Reports: Interim Federal Financial Report (FFR) (return to Table of Contents)



Financial Reports: Interim Federal Financial Report (FFR) (return to Table of Contents)

Presenter
Presentation Notes
As with the final Financial Status Report, the Interim FFR certification fields will be blank until the report is “certified” by the authorized certifying official. This information will populate from the “State Info” data.  Unlike the Final Financial Status Report that is certified with the report, the Interim is certified separately.



Validating and 
Certifying Reports

• Validating Reports
• Certifying Reports

(return to Table of Contents)

Presenter
Presentation Notes
The section covers the portion of the SPR process that involves the Chief and/or Authorized Certifying Official.



Validating Reports

Validating and Certifying Reports: Validating Reports (return to Table of Contents)

Presenter
Presentation Notes
The LSTA Coordinator should validate the report to identify any problem projects, before having the Authorized Certifying Official certify the report. When logged in as the LSTA Coordinator, you will select “Certify Reports” under the Projects Menu. 



Validating and Certifying Reports: Validating Reports (return to Table of Contents)

Validating Reports

Presenter
Presentation Notes
On the “Certify Financial and Project Reports” page you will click on “Validate Reports”. If there are any missing required data or if any projects have not been marked “completed”, then you will receive an error message that indicates what steps need to be taken to prepare the report for certification. 



Coordinator Validates Report

Validating and Certifying Reports: Validating Reports (return to Table of Contents)

Presenter
Presentation Notes
When you receive the message “This report successfully validates,“ your report is ready to be reviewed and certified by your Authorized Certifying Official. 



Certifying Reports (Chief/ACO)

Validating and Certifying Reports: Certifying Reports (return to Table of Contents)

Presenter
Presentation Notes
The Coordinator will want to check with the certifier ahead of time to see if they remember their password.  If they need a new one, please contact your Program Officer. The chief/Authorized Certifying Official will need to click on “Certify Reports” under the Projects Menu to get to this screen.



Chief Certifies Report

Validating and Certifying Reports: Certifying Reports (return to Table of Contents)

Presenter
Presentation Notes
They’ll be prompted to enter their password again. This is the same password they use to log in to the SPR.



Report is Certified

Validating and Certifying Reports: Certifying Reports (return to Table of Contents)

Presenter
Presentation Notes
Hooray!  The Final Annual Report has been successfully summited to IMLS. Now you need to submit your Interim Federal Financial Report.



Certifying the Interim Federal Financial Report

Validating and Certifying Reports: Certifying Reports (return to Table of Contents)

Presenter
Presentation Notes
You have to go back to the Projects Menu and select “Financial Status Report” in order to certify the Interim FFR.



Chief Certifies the Interim Federal 
Financial Report

Validating and Certifying Reports: Certifying Reports (return to Table of Contents)

Presenter
Presentation Notes
The Chief/ACO will need to certify the Interim Federal Financial Report using the “Certify” Button. Please make note of the fiscal year, and that it corresponds to the correct year for which you are submitting the Interim Federal Financial Report (typically one year later than the annual report package that includes projects and the FSR).



Reminders

 The SPR Sandbox is available for practicing and training: http://imls-
testspr.imls.gov

Reporting deadline for both reports is end of December
 Final Report includes all projects and the Final Financial Status Report
 Interim Federal Financial Report for the following fiscal year 
 Resources are available at: 

https://www.imls.gov/grants/grant-programs/grants-states/grants-states-
manual

(return to Table of Contents)

Presenter
Presentation Notes
If you use the SPR Sandbox, you need to set up separate accounts there – they won’t automatically carry over from the SPR.

http://imls-testspr.imls.gov/
https://www.imls.gov/grants/grant-programs/grants-states/grants-states-manual


Contact us 

• Teri DeVoe, Associate Deputy Director
tdevoe@imls.gov; 202-653-4778

• Madison Bolls, Senior Program Officer
mbolls@imls.gov; 202-653-4786

• Michele Farrell, Senior Program Officer
mfarrell@imls.gov; 202-653-4656

• Dennis Nangle, Senior Program Officer
dnangle@imls.gov; 202-653-4661

(return to Table of Contents)

Presenter
Presentation Notes
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