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Overview 

•	 Upcoming reporting deadline 
•	 Reminder to submit any reports to SPR, not eGMS Reach, for the 

LSTA Grants to States program 
•	 Update on additional fiscal contact fields in the State Info form 
•	 Entering Interim FFR data for both the FY 2020 CARES Act and 

LSTA funds 
•	 Reminder to report CARES Act projects in next year’s SPR 
•	 Refresher and general best practices for the SPR 



 

  
   

   
    

 

Upcoming reporting deadline*
 

December 30, 2020 for: 
•	 2019 financial and narrative reports (FSR, SPR) 
•	 2020 interim federal financial report (FFR) including 

FY 2020 award and CARES Act award 
*unless you have an extension 

Presenter
Presentation Notes
Reminder: if a state is unable to meet their reporting deadline, they need to contact IMLS before their deadline for a reporting extension.



   REMINDER: submit reports through the SPR, not
 
eGMS Reach, for the LSTA Grants to States program
 

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

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


 

 

 

eGMS Reach 

Use eGMS Reach to: 
• Manage awards 
• Request payments 
• Send official grant 

communications 
• Access reporting

schedules and 
previous payment
requests 

Presenter
Presentation Notes
Just over a year ago we implemented our eGMS Reach system, which is our electronic grants management system for IMLS.  Significantly, eGMS Reach is the new place for you to manage payment requests and send official grant communications. 
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Contacting IMLS: using eGMS or not? 

eGMS Reach (record-level activity) Email, etc. (anything else) 

• Equipment requests 
($5,000 or over for one item) 

• Submission of certifications 
• MOE waiver requests 
• Payment requests 
• Any other official requests that 

require IMLS approval 

• Allowable cost questions 
• SPR contact changes - notify your 

program officer via email 
• SPR issues 
• General feedback or questions for 

your program officer 
• Quarterly grant accrual reports still 

go to LSTA-QRTAccrual@imls.gov 
• G2S reports still go through SPR 

Presenter
Presentation Notes
We've shared this slide before, and for the purposes of this presentation, we wanted to highlight that when it comes to reports for the Grants to States program, you should still submit them in the State Program Report (SPR).  Once reports are approved, IMLS will do some record-keeping on the back end to reflect their approved status in eGMS Reach.

mailto:LSTA-QRTAccrual@imls.gov


 

 
  

 

 
  

 

Forms tab and Change 
requests tab 

•	 LSTA awards will 
NOT use tabs for: 

•	 Forms & Reports 
(SPR instead) 

•	 Change Requests 
(SPR “State Info” 
for contact 
updates instead) 

Presenter
Presentation Notes
Here’s another slide we've shared before with your view of eGMS Reach.  Again, due to the nature of LSTA allotment awards, we will generally not use the tab for Forms and Reports. It will display your report schedule, but you should continue to submit your reports in the SPR.

As a reminder, we're not using the Change Requests tab for LSTA AWARDS either. We're about to look at where you'll manage contact changes, which is also within the SPR. 





  
 

Update on additional fiscal contact fields in 

the SPR State Info form
 



Horne 

Projects 

User Reports 

Account Management 

Manage Subrecipients 

User Info 

Help 

State Information 
Last Modified Date: 10/14/2020 

A9fil!.£Y. Information 

Name of SLAA ' 

Address • 

City ' 

State 

Zip • 

DUNS 

EIN 

Parent Organization • 

Chief Officer 

Name • 

Tii ie • 

Phone 0 ' 

Fax * 

Email ' 

Pretend Slate library 

123 Main 

z 

ZT 

99999 

123456780 

456789012 

Ztest Official Name 

ZTChief 

ChiefZ 

1112223333 

1112224444 

zt@ztorg 

NEW!
 

Presenter
Presentation Notes
Madison
The SPR includes a form for updating your SLAA contacts, called State Info.  Some of this information flows into the certification of your report, but it also includes other contacts, such as your LSTA Coordinator and Fiscal Officer.  We made a few changes to this form in October, including a last modified date stamp. 



   
 

 
 

• Primarily for access to 
eGMS Reach (payment 
requests) 

• Can also provide them 
SPR access, if requested 

NEW!
 

Presenter
Presentation Notes
Since you’re already required to keep this SPR form updated, we also use it to maintain contacts in eGMS Reach.  With the system launch last year, we learned that many states needed multiple fiscal contacts in order to process drawdown requests.  

The SPR State Info form now includes two “other fiscal officer” fields.  If you enter new contacts there and then alert your program officer, we can add these fiscal contacts to eGMS Reach (we recognize that some may be in eGMS Reach already).  If you specifically request it, we can also send them SPR credentials.  We are working on push notifications that would alert us when this form is updated, but for now, please continue to email your program officer when you make changes to this SPR form.



 
   

 
    

  
  

Other SPR Updates in 2020 

• Cloud migration 
• Attachments (“Additional Materials”) stabilization 
• Data stabilization in the event of a network outage 
• Improved data exports for IMLS 
• FSR and Interim FFR updates for CARES Act awards 
• REMINDER: ongoing Wednesday maintenance window 

after 6pm Eastern (potential to lose data if working then) 

Presenter
Presentation Notes
Madison
We’ve been working throughout the year on infrastructure updates to the SPR, but we hope to turn to more of the user enhancements in the coming months. As a reminder, we’re still using the Wednesday evening maintenance window to push new updates. 

Pass to Teri





    
  

Entering Interim FFR data for both the FY 2020
 
CARES Act and LSTA funds
 



  

     

 

 

 

 

 

CARES Act and G2S: period of performance 

April 21,
 
Oct. 1 2018 Oct. 1, 2019 2020 Oct. 1, 2020 Oct. 1, 2021 Oct. 1, 2022
 

FY 2019 2-year award 
2019 
SPR 

FY 2020 2-year award 
2020 
SPR 

CARES Act award SPR 

FY 2021 2-year award 2021 
SPR 

Presenter
Presentation Notes
As a reminder, the CARES Act award is running parallel with your FY2020 award and won’t end until September 30 of next year (2021).  So this year, you should only submit financial data about it on the interim federal financial report in the SPR. 



   

    

 

CARES Act: FY 2020 interim FFR reporting 

• Add two grant numbers (FY 2020 and CARES Act) in the 
“identifying number” field 

• Number comes from award document (available in eGMS)
 

Presenter
Presentation Notes
To accommodate reporting the financials for both awards, begin by entering the two log numbers for your FY2020 and CARES Act awards in the Interim FFR form.  You can find these numbers on the award document, known as the “Notice of Action” in eGMS. 



 
   

    
  

    

       

 
  

 

CARES Act: interim FFR financial fields 
•	 “Total Federal funds authorized” auto-calculates total of both awards 

•	 Report on combined funds for FY 2020 and CARES Act in “Federal share of 
expenditures” and related fields 

•	 “Total recipient share required” field only reflects FY 2020 match 

•	 Tip: Hit “Save” for the correct auto-calculated figures to populate (not there initially) 

Auto-calculated: allotment + CARES Act
 
Report on combined allotment + CARES
 

Auto-calculated (no Match for CARES) 

Presenter
Presentation Notes
We have adjusted the Interim FFR in the SPR to appropriately reflect the FY2020 and CARES Act fields, but you need to initially “save” the form for the correct figures to populate.



  
 

REMINDER: you won’t enter CARES Act projects 

until next year’s SPR
 

Presenter
Presentation Notes
Teri 



Questions?
 



   Refresher and general best practices for the SPR
 

Presenter
Presentation Notes
This is the portion of the webinar that shifts from the new information related to CARES Act funds reporting, and into a refresher and general best practices for the SPR. I’m going to kick off this section by going over some first steps as a new user, as well as some suggested approaches for preparing your SPR report.



   

  
   

    
  

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 -
issues tend to occur 

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. 
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




 

First-Time Users 

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

Presenter
Presentation Notes
One of the first things you should do when logging into the SPR for the first time is updating/verifying your own information, as well as the info about your state library.
All three of these options are in the Account Management menu.
If your state library grants subawards, don’t forget to maintain the Subaward Info section of the SPR. This section is separate from the Projects section of the SPR, and provides information about subawards beyond just the ones that were funded.



 

 
  

 
 

       

General Narrative 

•	 Think about the entire project report as a whole. 

•	 Use plain language (avoid acronyms and jargon)
 
•	 Write in the past tense 
•	 Use position titles, not staff names 
•	 For continuing projects, tell us what you did this 

year 

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.



   

  

 

Abstracts 

• Between 90-160 words 
• What did you do this year? Not just a general 

program description 
• Should reflect the budget & activities 
• No bullets 
• Pay attention to formatting and copy/paste 

Presenter
Presentation Notes
Again, we don’t need just a program history or general description.  Think about: What did you do this year? 
Should reflect the budget & activities – you can take this information and put it in a brief paragraph
No bullets listing - keep it in paragraph form
Pay attention to formatting when you copy/paste*
Reminder to use the format-stripping workaround to accommodate the SPR system’s issue
No Colored ink






We tend to find this an issue with ongoing project that goes on from year to year, which is fine. But please be mindful of what is happening this year.
No bullets. Or weird looking text. Be sure to pull out the formatting before pasting in. 
If you have submawardees or project directors filling these out in the SPR, these are are important points to relay to them



   
    

 

  
   

  

Statewide Projects 

•	 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 

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 

•	 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. 

Presenter
Presentation Notes
Three criteria must 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.  



 

 

 

  

  

 

 

  

Intents (14) and Focal Areas (6) 

•	 Improve users’ formal education (Lifelong Learning)
•	 Improve users’ general knowledge and skills (Lifelong Learning) 

•	 Improve users’ ability to discover information resources. (Information Access)
•	 Improve users’ ability to obtain and/or use information resources. (Information Access) 

•	 Improve the library workforce (Institutional Capacity)
•	 Improve the library’s physical and technological infrastructure (Institutional Capacity)
•	 Improve library operations (Institutional Capacity) 

•	 Improve users’ ability to use resources and apply information for employment support (Employment & Economic 
Development)

•	 Improve users’ ability to use and apply business resources (Employment & Economic Development) 

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

•	 Improve users’ ability to apply information that furthers their personal or family health & wellness (Human Services)
•	 Improve users’ ability to apply information that furthers their parenting and family skills (Human Services) 

•	 Improve users’ ability to participate in their community (Civic Engagement)
•	 Improve users’ ability to participate in community conversations around topics of concern (Civic Engagement) 

Presenter
Presentation Notes
Projects should have one intent.
There are 14 intents with the six focal areas in parentheses.
Intents are critical to knowing how to report and define your projects.
Intents are related to the crosswalk your state library submitted in their five-year plan, which can be found on the state profile pages section of the IMLS site.
State goals correspond to focal areas; projects correspond to intents.



 

  

  

  

Intents and Subjects 

• Improve library's physical and
technology infrastructure. 
 Science, Technology, Engineering, & Math

(STEM) 

• Improve users' general knowledge 
and skills. 
 Digital Literacy 
 Science, Technology, Engineering, & Math

(STEM) 

• Select only one 
intent 

• Select up to 
two subjects 

Presenter
Presentation Notes
Here is an example of two intents with similar subjects for a project. You should be able to refer to the crosswalk developed as part of your Five-Year Plan to see what intent was identified for that project.  If it’s a new project that you didn’t have as part of your plan, then make sure it just has one intent.  This is important because when your outside consultant attempts to do the Five-Year Evaluation they are going to take each project and describe how it met a particular goal and intent from your Five-Year Plan.  It will be a lot easier for them if there’s only one intent.



  
   

 
     

   
 

Activities 

• An activity accounts for at least 10% of the
total amount of resources committed to the 
project. 

• Keep under 10 activities per project 
• The activity title and description should be

different, and it should not be identical to the 
project title and description 

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. To consider something an Activity, it should account for at least 10% of the total budget.



  

  

   
 

Activity Types (4) and their Modes 

• Instruction (Program, Consultation, Other, etc.) 
• Content (Acquisition, Creation, Lending, etc.) 
• Planning & Evaluation (Retrospective, Prospective)
 
• Procurement (no mode applicable) 

Presenter
Presentation Notes
The selection of Activity Type should generally follow the spending and thrust of the project.  
You can report on multiple modes within a single activity- they can be bundled together.  If you have staff attending conferences, use the Instruction – Other activity/mode.



Activity Abstracts 

Presenter
Presentation Notes
Here’s an example of an activity abstract that briefly outlines what happened. It is succinct, clear, and provides only the necessary info.

You can see the Activity and mode selections underneath Instruction – Consultation.  

Activities also prompt you to enter quantities, such as how long a program lasted in minutes, how many consultations (this example), or how many books were purchased, and a somewhat common issue we see is leaving that section blank with only zeros.  Please be sure to fill something in. 




 
 

 

 

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 

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 by the SPR system.




Activity Outcomes 

Presenter
Presentation Notes
As a reminder, we have outcomes reporting built into the SPR now, both at the activity and project level.  An outcome is the effect of programs and services, something that changes an individuals’ life or the community.  It’s a change in their knowledge, attitudes, skills, behavior, or condition.  We are trying to document what changed for participants due to their use of a service or program.

As this chart shows, there are four times when you will be prompted to include activity outcome information: three of them involve surveying the library workforce and the other is surveying the general public.  For example, if you are having instruction for library workforce and it is in the mode of a program, then you should survey the participants.  If you are having instruction for the general public and the mode is a program, then you should include outcome information in the project report. Samples of the outcome forms are available on the IMLS website in the Grants to States Manual under Financial and Performance Reporting.  

Note that IMLS doesn’t expect you to survey children.  So activities that involve children don’t have to have outcome figures.  That said, you still may want to include in the overall Project Outcomes section some information on how many children participated and some of the things you observed.  Now let’s look at where outcomes occur in the SPR.




  
 

 
  

 

Budget Reminders 

• Conference registrations: Services, not Travel
 
• Apps/Software/Licenses: Services, not 

Supplies 
• Avoid vague/misleading terms in descriptions 

(“Other related costs,” “Miscellaneous”) 

Presenter
Presentation Notes
We won’t touch extensively on the budget area of the report, but wanted to mention a few tips:
Conference registrations: Services, not Travel box
Apps/Software/Licenses: Services, not Supplies box
Avoid vague/misleading terms in descriptions (“Other related costs,” “Miscellaneous” )






 
 

Budget Examples: Salaries/wages/benefits 
• Provide position titles and FTE equivalents 
• Differentiate LSTA and Match funds (narrative)
 

Presenter
Presentation Notes
Now I want to touch on providing enough information in the budget for the salaries and wages category. When filling out information for salaries and wages, please provide the position titles and FTE equivalents. These two examples provide good examples of budget descriptions. The first shows the differentiation between LSTA and State funds. The second shows how a single staff member’s salary is allocated across multiple projects.
Remember that we do not need names! We just want the position title.



  
Other Operational Expenses S40,977.88 $0.00 $0.00 $40 ,977.88 

Description Database subscriptions for State library's collection available to public. 

Other Operational Expenses S57.51 S0.00 

Domain renewal and postage used to promote the site 

Other Operational Expenses $665.00 $0.00 $0.00 

Description Merrimack College used these funds as indirect cost to 

manage the project. 

$0.00 S57.51 

$665.00 

Budget Examples: Other operational expenses
 

Presenter
Presentation Notes
The Other operational expenses area is only for indirect costs and should only be used for a subrecipient.  If a SLAA has indirect costs, they should be represented in the Admin Project. 
Here are some examples:
The two descriptions at the top of this slide were returned because the charges described are not considered “other;” as they directly relate to the project. However, You can certainly see how these types of charges could be misperceived as “other” charges or a charge that doesn’t necessarily fit within any other budget box. For the purpose of the SPR, however, this category is solely reserved for indirect costs. For both these instances, these would go better in the “Services” box.

The example at the bottom of the slide shows an example of how this category should be used: to capture indirect costs of subrecipients. What could have made this a “gold star” description is the addition of one more element: the specific indirect cost rate percentage that was charged to the subrecipient’s grant.  Again, if you have a project that combines multiple subgrants to several recipients, it would be ideal to itemize the costs in the budget box.



 

  

 
 

 

  

Additional Materials 

• Consider all types of relevant 
materials 
• Press releases 
• Social media activity 
• Toolkits or Reports 

• Provide examples of administrative material
 

Presenter
Presentation Notes
Remember to upload Additional Materials if you have them. We have stabilized this part of the system from prior years, so they should consistently stick. We love photos! Attaching outreach materials or curricula help tell the story. Web site links are good. Sign-up forms or marketing materials are also useful.




  
   
  

Project Tags 

• To help with national-level analysis, consider 
adding project tags, such as Broadband, 
Making, Summer meals, and Veterans 

Presenter
Presentation Notes
Tags are also of interest to IMLS for national-level analysis, and could be helpful to you, too.  This is an open text field in the SPR, and you should separate any terms with commas. 



Match-Only Projects 

• Entered as regular project 
• Assign “Intent” 
• Report at least one “Activity”
 

• Include “Match-Only” in title
 

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.



  

   
 

Project Status for Projects 

•	 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 



 

 
 

     
   

  

Project Status for Admin/FSR 

•	 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 



    Certify the SPR (certification 1 of 2) 

Presenter
Presentation Notes
The SLAA Chief needs to certify the SPR (The LSTA Coordinator can use the same sequence to “validate” to head off any error messages).
The first “round” of certification is for the 2019 projects, FSR, and Admin project
Select the “Certify Reports” option in the menu, then the chief will be prompted to reenter their password
You can ensure the certification went through by checking the project status under List Projects (“certified”) or by looking at the certification fields in the FSR, which, once certified, should contain the name of the chief and a date stamp.



  Certify the Interim FFR (certification 2 of 2) 

Presenter
Presentation Notes
There’s a separate process for the certification of the Interim FFR – this often falls through the cracks and we have to follow up.
The SLAA Chief again needs to certify. 
You can ensure the certification went through by looking at the certification fields in the Interim FFR, which, once certified, should contain the name of the chief and a date stamp.
.



  

  
   

     
  

Reminders 

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

Reporting deadline for 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 

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 

mailto:tdevoe@imls.gov
mailto:mbolls@imls.gov
mailto:mfarrell@imls.gov
mailto:towens@imls.gov


Final Questions?
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