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The Upload Federal Financial Report feature uses a specific file format which can be obtained from the
Federal Financial Report - Search screen.

¢ Summary of all steps (additional details provided below for each step with screen preview)

1. Proceed to the Federal Financial Report - Search screen.
a. Enter Payee Account Number or Federal Grant ID and select the Search button.

b. Identify the report documents in the Search Results and select one or more desired report
document(s) via the selection box to the left side of each report document.

c. With report document(s) selected; select the Download option within the Group Actions on
the top, right side of the Search Results display.

d. Save the file (csv file type/format) to the desired folder on your computer. The default file
name will be FFR.csv, but you can alter the file name as desired. (i.e. name the file with
the current date, payee account number, or other helpful identifying details.)

2. Outside of the Payment Management System application.
a. Edit the downloaded FFR csv file with a spreadsheet or file editing application.

b. Update the desired information in the applicable places and save the file. The file type
should remain as csv type/format and the file is ready for upload processing. Refrain from
inserting additional commas or fields in the file which might alter the format expected in
the upload process.

3. Back to the Payment Management System application.
Proceed to the Upload Federal Financial Report screen.

a. Using Option A, select the FFR.csv file that was just updated and saved on your computer.
Revise the File Name field if desired, but not necessary if pre-populated. Select File Type
of CSV and select Upload button to process.

b. Payment Management System application will provide confirmation of a successful upload
of the Federal Financial Report information provided. The uploaded files list will include
the successfully uploaded file details.

c. The Grant document FFRs from the uploaded file will be displayed within the Eligible FFR
Reports and Ineligible FFR Reports lists. For the Ineligible FFR Reports, a status message
is available for each Grant document by hovering your mouse over the status icon in the
list.

d. To proceed, select one or more desired report document(s) via the selection box to the left
side of each report document in the Eligible FFR Reports list. Select Prepare option at the
bottom of the displayed page.

e. Select Enforce Warnings on the displayed message.

e A Success message will be displayed if no errors were encountered. Select Ok to
proceed and select Done on the FFR File Upload page to complete the transaction.

e An Error message will be displayed if errors are encountered. Select Show/Hide
details... and review the error message(s) for corrective actions necessary to proceed.
If the errors can be corrected within the uploaded file (ffr.csv), a new download may
not be necessary. On the FFR File Upload page, remove the currently uploaded file
(ffr.csv) by selecting Remove action option to the far right of the Uploaded Files list.
Open the file (ffr.csv) and make the additional changes, then redo the steps to upload
the modified file.

csv file type/format - comma separated values file type
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Proceed to the Federal Financial Report - Search screen.

B8 Payment Management System X 4

<« C {} & pmssectrdpm.pscgov:8443/pms/app/fir/search

&
X
¥
)

r.dpm.psc.

Enter Payee Account Number or Federal Grant ID and select the Search button.
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Federal Financial Report - Search

To search for a Federal Financial Report for a specific PAN or Federal Grant 1D, enter the specific value. Both fields can be searched for partial matches by using an asterisk (*). Select other optional
fields to refine your search

gy E o m g m oo m g m o m e ey m ooy
Payee Account Number (PAN): ;H ------- k?ﬁ}gﬂ:&ﬁw Federal Grant ID: o
Reporting Period:  All Periods M Report Status: Al Reporl Siatuses
Delinquent Reports:  Show All Reporis v Agency ID: Al GrantAgencies v

@ Search Results (3) & GroupActions  ~

O | Payee Federal Grant ID. Agency Report Type Reporting Period End | Reporing Period DUe | popq supmit Date | Report Status Deifaue | actions

[ ASSETEH RIApARYewew, DHHSICOC Annual 2014-08-31 2014-12-31 2014-11-29 Awarding Agency Approval &

11 phalRi! LRtataRBARLRAL  DHHSICDC Final 2021-09-29 2021-12-28 Report Available to be completed o &

[ wRfeded PeNQELEIEE  oivscoc Annual 20200929 2020-12-30 2021-05-12 E;gfﬂ'\‘{;emﬁ"d"’e"“i"g Ageney za
Page| 1 |of1 Records per page: 10 || | || Displaying 110 3 of 3 ftems

For more information or assistance pleas
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Identify the report documents in the Search Results and select one or more desired report
document(s) via the selection box to the left side of each report document.

With report document(s) selected; select the Download option within the Group Actions on the top,
right side of the Search Results display.
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Federal Financial Report - Search

To search for a Federal Financial Report for a specific PAN or Federal Grant 1D, enter the specific value. Both fields can be searched for partial matches by using an asterisk (*). Select other optional
fields to refine your search.

-
Payee Account Number (PAN): g!ﬁﬁmﬁmmm. Federal Grant ID: [i]

Reporting Period: Al Periods v Report Status: Al Re

Delinquent Reports:  Show All Reports v Agency [D:  All GrantAgencies

© Search Results (3) & GroupActions -

B | Payee Federal Grant ID Agency Report Type Reporting Period End | Reporting Period DU | poport supmit Date | Report Status #* Cerii
Date Date
O WeAERN PEISHIEEENI; DhHSICDC Annual 2014-08-31 2014-12-31 2014-11-29 Awarding Agency Approval 2 File Upload
ABUCUS, WOASERRRWLS, DHHSICDC Final 2021-09-29 2021-12-28 Report Available to be completed
R SR f ; Print
O Regidados FAKECFEPIHNEA  DHHSICDC Annual 2020-09-29 2020-12-30 2021-05-14 P AR DA 8

& Download

Page 1 |of1 Records perpage: 10 v | | < | Displaying 110 3 of 3 items.

For more information or assistance please contact us at 1-877-614-5533 or PMSSupport@psc.hns.gov. Security Measures
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Save the file (csv

file type/format) to the desired folder on your computer.
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Federal Financial Report - Search
To search for a Federal Financial Report for a specific PAN or Federal Grant ID, enter the specific value. Both fields can be searched for partial matches by using an asterisk (*). Select other optional
fields to refine your search
€ Savens X
« v 4 [ » ThisPC > Downloads > Downloads v 0 Search Downloads
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Organize v New folder = @
A Name ” Date modified Type Size
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[Z Documents
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The default file name will be FFR.csv, but you can alter the file name as desired. (i.e. name the file
with the current date, payee account number, or other helpful identifying details.)
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Federal Financial Report - Search

To search for a Federal Financi

ial Report for a specific PAN or Federal Grant ID, enter the specific value. Both fields can be searched for partial matches by using an asterisk (*). Select other optional
fields to refine your search.
€ Savehs x
1+ > ThisPC » Downloads > Downloads v O Search Downloads
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=] Pictures
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O Seogatm FRRRMmGF ~ HideFoldes _ . File Upload
PRECTRE RUYBAREQERI DHASICOC Final 20210929 20211228

Report Availzble o be completed
) ) . Report CertifisciPending Agency & Print
O SACREREs, TRONSALABNEM  oDhuscoc Annual 2020-09-29 2020-12-30 2021-05-14 Approval
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The next steps are outside the Payment Management System application.

e Edit the downloaded FFR csv file with a spreadsheet or file editing application.

e Update the desired information in the applicable places and save the file.

e The file type should remain as csv type/format and ready for upload processing. Refrain from
inserting additional commas or fields in the file which might alter the format expected in the
upload process.
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Back to the Payment Management System application.

Proceed to the Upload Federal Financial Report screen.

Two FFR File Upload Options exist:
Option A - Upload a csv type/format file from the computer.
Option B - View files previously uploaded and not yet fully processed.
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Using Option A, select the FFR.csv file that was just updated and saved on your computer.
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FFR File Upload

OPTION A: Browse My Computer OPTION B: Browse Saved Files

“File: Choaose File | No file chosen

®

“File Type: Select File Type. v

Upload

UPLOADED FILES

File Uploaded File Name File Type File Upload Date Action
No files.

Page 0 |of0 Records per page: 10 +| @&

@ ELIGIBLE FFR REPORTS (0)

Payee Federal Grant ID Reporting Period End Date Reporting Period Due Date Report Status Report Type Recipient 1D Basis of Acco.. | 10(a) - Cz
N rows to display
[T il ] =
Page 0 |of0 Records perpage: 5 v ||| &

© INELIGIBLE FFR REPORTS (0)

Status Fayee Federal Grant ID Reporting Period End Date Reporting Period Due Date Report Status Report Type Recipient ID Basis of Acco. 10

No rows to display
[T i ] =

Page| 0 |of0 Records perpage: 5 v ||| &

LEGEND:
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FFR File Upload
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| @ Open X

| =| & v » ThisPC > Downloads » Downloads v | B Search Downloads

Organize *  New folder

“File Ng & Pictures ~  Mame

Recordings ) fresv

“File T| @ 1his Pc £33 FrR_SARI 2021-09-29.c5v
[ Deskiop

2| Documents

4 Downloads

D Music

Date modified Trpe Size

022 1:04 PM Microsoft Excel C. 2KB
217PM Microsoft Excel C. 3KB

UPLOADED FILES

&= Pictures

{

| File Uploaded & Videos
Windows (C:)
=R Library (WPKLNF

foad Date Action

[ —— h

@ ELIGIBLE FFR REPORT| Fie name: [t | [AFies ¢ v

0 Cancel
Payee Federal Grant ID ance nt ID Basis of Acco._. | 10(a) - G

o rowrs To display
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Page 0 |of0 Records perpage 5 v | @&
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Revise the File Name field if desired, but not necessary if pre-populated.

Select File Type of CSV and select Upload button to process.

v - o x
Payment Managemer x 4
& C Y @ pmssecirdpm.psc.gov:8443/pms/app/fir/datafile B & W &
FFR File Upload
OPTION A: Browse My Computer OPTION B: Browse Saved Files
“File: Choose File |fr.csv
“File Name: PMS_FFR_PMSUSER_20221713810.csv @ View Saved Files
“File Type: CSV File (*.csv) -
Upload
UPLOADED FILES
File Uploaded File Name File Type File Upload Date Action
No files.
Page| 0 |of0 Records per page: (10 v | &
@ ELIGIBLE FFR REPORTS (0)
Payee Federal Grant ID Reporting Period End Date Reporting Period Due Date Report Status Report Type Recipient ID Basis o Acco... | 10(a) - G2
No rows to display
[T I ] [
Page 0 |of0 Recordsperpage: 5 v | &
@ INELIGIBLE FFR REPORTS (0)
Status | Payes Federal Grant D Reporting Period End Date Reporting Period Due Date Report Status Report Type Recipient ID Basis of Acco... | 1C
No rows to display
[T I ] =
Page| 0 |of0 Records perpage: §  v| | &
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Payment Management System application will provide confirmation of a successful upload of the
Federal Financial Report information provided.
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FFR File Upload
OPTION A: Browse My Computer OPTION B: Browse Saved Files
“File: No file chosen

“File Name: @ View Saved Files

“File Type: Select File Type v
X
Success
UPLOADED FILES
File has been successfully uploaded.
File Uploaded 2 Type File Upload Date Action
1| fircsy m VFile (* csv) 2022-01-12 04:46:53 PM Remove
rage| 1 jort KECOTOS Per pagE: (10 v || 5t || Iy 110 w1
© ELIGIBLE FFR REPORTS (1)
O Payee Federal Grant ID Reporting Period End Date Reporting Period Due Date Report Status Report Type Recipient ID Basis of Acco_.. | 10(a) - Cash
Ve PRARRBWEARARNE 20210929 2021-12-28 Report Available to be completed Final PEARRBYE Cash §4246553.2
[ [
Page| 1 |of1 Records perpage: 5 v ||| || Displaying 1 to 1of 1 items
© INELIGIBLE FFR REPORTS (0}
Status | Payee Federal Grant ID Reporting Period End Date Reporting Period Due Date Report Status Report Type Recipient ID Basis of Acco... | 10(a)
No rows to display
[« il ] [

Page| 0 |of0 Records per page: 5 v |||

LEGEND:
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The Grant document FFRs from the uploaded file will be displayed within the Eligible FFR Reports and
Ineligible FFR Reports lists. For the Ineligible FFR Reports, a status message is available for each Grant
document by hovering your mouse over the status icon in the list.

To proceed, select one or more desired report document(s) via the selection box to the left side of each
report document in the Eligible FFR Reports list. Select Prepare option at the bottom of the displayed

page.

v - o X
B3 Peyment Management System X+
< C {} & pmssecdev.dpm.psc.gov:8444/pms/app/fir/datafile/ B 4 W a
“File Name: @ View Saved Files
“File Type: Select File Type
UPLOADED FILES
File Uploaded File Name File Type File Upload Date Action
1| firesv PMS_FFR_PMSUSER_20221713810.csv CSV File (* csv) 2022-071-12 04:4653 PM Remove
Page 1 |of1 Records per page: 10 v || | Displaying 110 1 of 1 items
Q ELIGIBLE FFR REPORTS (1)
Payee Federal Grant ID Reporting Period End Date Reperting Period Due Dale Report Status Report Type Recipient ID Basis of Acco... | 10(a)- Cash
Rl CEASK Rl AR 2021-09-29 2001-12-28 Report Available to be completed Final AR Cash §4246553.
[« i ] I
Page| 1 |of1 Records perpage: 5 v || < || Displaying 110 1 of 1 items
Q INELIGIBLE FFR REPORTS (0)
Status | Payee Federal Grant ID Reperting Period End Date Reporting Period Due Date Report Status Report Type Regipient ID Basis of Acco_.. | 10(@)
No rows to display
[« [ ] ®
Page 0 of0 Records perpage: 5 «| &
LEGEND:
Success
Waming. Hover for message.
Information. Hover for message.
© Error. Hover for message.
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Select Enforce Warnings on the displayed message.
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“File Name: @
“File Type: Select File Type v
UPLOADED FILES
File Uploaded File Name File Type File Upload Date Action
1 |fresv PMS_FFR_PMSUSER_20221713810.csv CSV File (*.csv) 2022-07-12 04:4653 PM Remove
Page| 1 |of1 Records per page: 10 v ||| || Displaying 1 to 1 of 1 items
© ELIGIBLE FFR REPORTS (1)
Payee Federal Grant ID Reporting Period E Warning Report Type Recipient ID Basis of Acco... | 10(a)- Cash
L2 2021-08-29 Reports that result only in warnings can be prepared if warnings are ignored Final 4,245,553
D)

[T i

m cancel E

@ INELIGIBLE FFR REPORTS (0}

Status Payee Federal Grant ID Reperting Period End Date Reporting Period Due Date Report Status Report Type Recipient ID Basis of Acco 10a)

No rows to display

D

[« il

Page| 0 |of0 Records perpage: 5 v ||| &
LEGEND:

Success.

Warning. Hover for message.
1@ Information. Hover for message.
© Error. Hover for message.

e Success: If no errors were encountered, a success message will be displayed.
Select Ok to proceed and select Done on the FFR File Upload page to complete the transaction.

~ = (m) X
B8 Payment Management X+
& @ 1} & pmssecdev.dpm.psc.gov:B4ad,/pms/app/fir/datafilet/ ®E % * &
“File Name: @
“File Type: Select File Type v
UPLOADED FILES
File Uploaded File Name File Type File Upload Date Action
1| firesy PMS_FFR_PMSUSER_20221713810.csv CSV File (*.csv) 2022-07-12 04:46:53 PM Remove
Page 1 |of1 Records per page: 10 v || | & || Displaying 110 1 of 1 items.
©Q ELIGIBLE FFR REPORTS (1) Success x
|
Status  Payee Federal Grant ID R) Action completed successfully. Report Type Recipient ID Basis of Acco
YRRE WSRRIBrARIRING, 2 snovvice oetails Final HERGIEH, oo
L] il »
= ! INFO- All selected FFR reports have been successfully prepared =
@ INELIGIBLE FFR REPORTS (0}
Status Payee Federal Grant ID Reperting Period End Date Reporting Period Due Date Report Status Report Type Recipient ID Basis of Acco...  10(a)
No rows to display
[T il ] )
Page| 0 |of0 Records perpage: 5 v || &
LEGEND:
Success.
Warning. Hover for message.
© Information. Hover for message.
© Error. Hover for message
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e Error: If errors are encountered, an error message will be displayed. Select Show/Hide details...
and review the error message(s) for corrective actions necessary to proceed. If the errors can be
corrected within the uploaded file (ffr.csv), a new download may not be necessary.

On the FFR File Upload page, remove the currently uploaded file (ffr.csv) by selecting Remove action
option to the far right of the Uploaded Files list. Open the file (ffr.csv) and make the additional
changes, then redo the steps to upload the modified file.

~ = (m) X
Payment Management System X 4
& @ 1} & pmssecdev.dpm.psc.gov:B44d/pms/app/fir/datafiles/ ® A * &
“File Name: @ es
“File Type: Select File Type v
UPLOADED FILES
File Uploaded File Name File Type File Upload Date Action
1 fircsv PMS_FFR_PMSUSER_20221713810.csv CSVFile (*.csv) 2022-01-12 04:46:53 PM Remove
Page| 1 |of1 Records per page: 10 v || | < || Displaying 1o 1 of 1 ftems
x
© ELIGIBLE FFR REPORTS (1) Error
Status  Payee Federal Grant ID R{  action execution encountered emors. Report Type Recipient ID Basis of Acco
° soama AR R B 2t Final YaARNESE Casn
FROBA! VAN SPEak AR Show/Hide details. bl Rl
[« il | D)
© INELIGIBLE FFR REPORTS (0}
Status | Payee Federal Grant ID Reporting Period End Date Reporting Period Due Date Report Status Report Type Recipient ID Basis of Acco... | 10(a)
No rows to display
[T il ] )
Page| 0 |of0 Records perpage: 5 v ||
LEGEND:
Success.
Warning. Hover for message.
O information. Hover for message.
© Error. Hover for message
v = o x
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& C Y & pmssecdev.dpm.psc.gov:8444,/pms/app/fir/datafiles/ B & ® a
“File Name: @
“File Type: Select File Type v
X
Error
UPLOADED FILES Action execution encountered efrors.
"
File Uploaded Show/Hide defalls +Type File Upload Date Action
1 |ficsv 1D [359911] V File (*.csv) 2022-01-12 04:46:53 PM Remove
ERROR: 10a: You are reporting that you have drawn down (Line 10a) or disbursed
(Line 10b) more Federal funds than you have expended (Line 10e). A final expenditure
report may not be submitted until your PMS draws and disbursements match your
reported expenditures. Please contact your PMS Representative to determine the best
© ELIGIBLE FFR REPORTS (1) method 1o return the excess funds. Correct and submit this report once this situation
has been remedied
Status Payee Federal Grant ID R ERROR: 10b: You are reporting that you have drawn down (Line 10a) or disbursed Report Type Recipient ID Basis of Acco
T TR DT T T I Iy (Line 10b) fewer Federal funds than you have expended (Line 10e). Afinal Rt
L] Welota! YRARNSPIMRERYRS 20 cxpenditure report may not be submitted until your PMS draws and disbursements Final VRARUGNEY Cach
[«1 ] match your reported expenditures. Please submit this report once this situation has (Y
been remedied
ERROR: 10¢: You must enter an explanation under remark section on line item 12
when you have excess cash on hand on line item 10c.
ERROR: 10e You are unable to submit your project final report because Line ftem
@ INELIGIBLE FFR REPORTS (0) 10a. Cash Receipts, line item 10b. Cash disbursements and ling item 10e. Federal
share of expenditures do not reconcile. In order to submit the final report, you must
Status | Payee Federal Grant ID Reporiit  ensure that your final reports submitted for each budget period are fully reconciled. If Report Type Recipient ID Basis of Acco... | 10(3)
not, then revise the FFR reports 1o ensure that Cash receipts (line item 10a.), Cash
e ] Disbursements (line item 10b.) and Federal Share of expenditure (line item 10e.) are |
A reconciled for each budget period. Once reconciled, you may submit your project final
report.
LEGEND:
Success. “
Warning. Hover for message.
@ information. Hover for message.
© Error. Hover for message




