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Welcome to the Department of Health and Human Services Payment Management System (PMS).
This PowerPoint presentation is to introduce our office, the Payment Management Services to you.

Payment Management Services (previously known as the Division of Payment Management) has
almost 40 years’ experience providing grant and grant-like payments, cash management, and grant
accounting support services to Federal Agencies. Payment Management Services uses a custom-
developed Payment Management System (PMS) that provides awarding Agencies and Grant
recipients the tools to manage grant payment requests, and disbursement reporting activities. The
PMS has been selected by the Chief Financial Officers Council - by authority of OMB - as one of
the two non-DOD grants payment systems for use by the entire Federal Government. PMS
leverages efficient business processes, state-of-the-art information technology, E-Government
Initiatives, and business expertise to build a critical link in the operation of Federal Financial
assistance programs. PMS is a full service centralized grants payment and cash management
system. The system is fully automated to receive payment requests, edit them for accuracy and
content, transmit the payment to either the Federal Reserve Bank or the U.S. Treasury for deposit
into the grantee's bank account, and record the payment transactions and corresponding
disbursements to the appropriate account(s).

This PowerPoint presentation also provides you guidelines on how you may withdraw funds from
your grants through the PMS and how to process required reporting electronically.
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Agenda Items

 PMS access fundamentals;

* Learn how to perform account inquiries;

 Learn how to complete a payment request;

« Learn how to correctly complete the Federal Financial Report (FFR)

e General Information
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PMS Access
Fundamentals
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All individuals who need access to the Payment

— e\»‘“‘""’--.\ DEPARTMENT OF HEALTH AND HUMAN SERVICES
- Program Support Center
{C Payment Management System Access Request
o, - “**Must be competed correctly and in its entirety in order to be processed™™
Please print or type

Management System must complete this form.

Action|s) Requested (Select only one)

I:‘ Establish Mew User Access D Update Existing User Contact Information: Current PMS Usemame

I:‘ Change Existing User Access: Cument PMS Username

D Deactivate User Access: Curent PMS Usemame if not known, print or type first and last name of person to be deactivated and
complete sections 1, 2 and 5 below

Form should be sent separately via Fax to our form
system to one of the following numbers:

* 301-492-5096

1. Mame of Institution/Organization

* 301-492-4511

]

. Payee ldentification Mumber(s) (PIN) if not known, list EIN:

|= the action requested for all accounts associated with this PIN(s) or EIN?

[[] Yes [ Me

* 301-492-4571
* 301-492-4581

3. Request to Establish/Change Access or Update Contact Informaticn for:
Mame (Please Print) Title Telephone #
E-Mail Address Mailing Address

Individuals will be notified once form has been

'y

. Type of access requesied for user (Please complete either Section A OR Section B):
5 P ) S
[] Payment Requests

|:| Federal Financial Report (FFR): Federal Cash Transaction Report (FCTR) Access
] Federal Financial Report (FFR): Financial Status Report (FSR) - Preparer Access
|:| Federal Financial Report (FFR): Financial Status Report (FSR) - Cerifier Access

E. Please check if account should be read ONLY

|:| Read Only Access

processed.
All sections must be completed in its entirety.

Note: Section 4 (only select items in A or B)

Supernvisor's Approval of requested action (recipient organization authorized representative)

If you are the highest ranking person in your organization, please sign your own form.

Supervisor Name (Please Print) Supervisor's Title Supervisor's Telephone Humber

Supervisor's Signature

Incomplete forms will not be accepted

All other versions will no longer be acceptable
(effective 12.01.14)

IF THIS IS A NEW ACCOUNT, PLEASE SEND THIS FORM ALONG WITH YOUR SF-1133A DIRECT DEFOSIT FORM. YOU MAY

FAX THE FORMS TO 301-492-509€ or 301-492-4581. PLEASE FAX ONE FORM AT A TIME.
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Payment Management Access Request Instructions

You can only request access for one individual per form. You will need to submit an individual form for each individual that needs access for your organization.

Select the action requested

 Establish New User Access: This is for an individual that has never had access to the PMS or their access has been deactivated.

» Change Existing User Access: This is for an individual that is adding/removing a PMS Account Number(s) to an existing username.)

» Update Existing User Contact Information: This is for an individual that is changing their current profile information (Email, phone, etc.).
* Deactivate User Access: This is for an individual that should no longer have PMS Access.

Sections 1-3
This is the name and contact information for the individual that access is being requested for.

Section 4 - Type of access requested for user

» Payment Requests: Access to request funds. This access includes access to view inquires.

» Federal Financial Report (FFR) Federal Cash Transaction Report (FCTR): Access to prepare and certify the quarterly FCTR in which recipients report cumulative
federal cash disbursements. This report is used by Payment Management Services to manage recipient accounts. This access includes access to view inquires. This
report is required for all G and P type accounts.

 *Federal Financial Report (FFR) Financial Status Report (FSR) Preparer: Access to prepare the expenditure report formerly known as the Financial Status Report
(FSR). This access includes access to view inquires.

* *Federal Financial Report (FFR) Financial Status Report (FSR) Certifier: Access to certify the expenditure report formerly known as the Financial Status Report
(FSR). This access includes access to view inquires.

*The FFR report is submitted electronically to the federal awarding agency for review and approval/disapproval. Please check the PMS website at (insert URL) to see if
you are required to submit this report in the Payment Management System.

* Read Only Access — This access is Inquiry Only access. This should only be selected if you have not selected any other access. This access automatically comes
with all other accesses.

Section 5 — Supervisor’'s Approval
Supervisor's Approval of requested action (recipient organization authorized representative)

If you are the highest ranking person in your organization, please sign your own form. We accept electronic signatures (this does not include signatures created in word
processing software).
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Payment Management Access Form
“Notes”

1. Form can be obtained from our home page, under the section Grant Recipients

2. If multiple accounts, only one form should be submitted.

3. Ifall PMS Accounts are not able to be listed under Section 2, a separate sheet can be
submitted with the access form listing all PMS Accounts

4. Process may take up to 10 business days.

5. Notification will be sent via Email once completed

6. Form must be submitted for updates, changes, and to delete an individual.
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Accessing Payment Management System

Health and Human Services CONTACT US
Program Support Center

Login to PMS »

Payment Management System

ABOUTUS ~ AWARDING AGENCIES GRANT RECIPIENTS RESOURCES & TRAINING

SYSTEM INFORMATION

WELCOME!

Payment Management System (PMS) i a one-stop shop for grant payments.
PSC is committed to improving the quality of our solutions to befter serve our
customers. Please note, our Web address has changed to
https://pms.psc.gov.

1012017 Go to: htt // MS.PSC.g0

~ Veterans Day Reminder - The offices of the Program Support
M Center will be closed on Friday November 10, 2017, for
Veterans Day. Our holiday closure information page has

e et Click on “Login to PMS”
f«* BUSINESS INFORMATION
o

i '“ | 101172017
. ~ REPORT: Fourth Cuarter FCTR Now Available - The Federal

= A Financial Report is available for the fourth quarter of fiscal year
2017 (July 1, 2017 - September 30, 2017). The FFR- Federal

Cash Transaction Report for the quarter ending September 30,

2017 s due by Cctober 30, 2017.
HOWDOTI... ! '
121972015

Reset my Password | FFR normaon || e Funs ACF Change in FFR Submission - ACF is conducting a pilot project R eV I eW m e S S ag eS

using the SF-425 Federal Financial Report, which provides a tool to
report expenditures and cash disbursements via one site, the

Grant Reuplents Payment Management System. For detailed information on the O n t h I S a e
pilot, please see our Administration for Children and Families page

To obtain accass to the Payment Management System (PMS), Grantees must complete the below forms under Grant Recipients

+ Domestic Bank Account Instructions and SF-1199A Form

+ International Bank Account Instructions and SF-1199A Form 10/119/2015
* PMS System Access Form User Self Certification - Payment Management Services has
. o ) ) _ developed a process for users fo annually self-certify that they are
Submit completed forms to the designated PSC Account Liaison. Visit the PMS Access Procedures page for further information. authorized to use the PMS. Additional information is available for

* Federal Awarding Agencies visit the Awarding Agencies - PMS Access Procedures page for further information. bath grant recipients and awarding agencies.
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¢ Department of Health and Human Services CONTACT US
Program Support Center

- Login to PMS »
Payment Management System

ABOUTUS - AWARDING AGENCIES

GRANT RECIPIENTS RESOURCES & TRAINING

HOME = Waming
¥ WARNING **

* You are accessing a U.5. Government information system, which includes (1) this computer, {2) this computer network, (3) all computers connected to this networlk,
and (4) all devices and storage media attached to this network or to a computer on this network. This information system is provided for U.S. Government-authorized
use only.

+ Unauthorized or improper use of this system may result in disciplinary action, as well as civil and criminal penalties.

+ By using this information system, you understand and consent to the following:

You have no reasonable expectation of privacy regarding any communications or data transiting or stored on this information system. At any time, and for any
lawful Government purpose, the government may monitor, intercept, and search and seize any communication or data transiting or stored on this information
system.

= Any communication or data transiting or stored on this information system may be disclosed or used for any lawful Government purpose.

Yes, | Agree

You are required to accept the terms and conditions for using the Payment Management

System. That consent is given by selecting the red "Yes, | agree" button at the bottom of
the Warning page.
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{( Department of Health and Human Services CONTACT US

Program Support Center
Login to PMS »

Payment Management System

ABOUTUS ~ AWARDING AGENCIES GRANT RECIPIENTS RESOURCES & TRAINING

HOME = Login Page

» Password Reset PMS LOGIN PAGE

» Hours of Operation

» Contact Us Please select your desired service:

The Payment Management System is Unavailable.

Payment Management System hours are Monday through Friday, 5 a.m. to 11 p.m., and
Saturday and Sunday, 9 a.m. to 9 p.m, Eastern Time.

PMS Training Information

PSC offers training sessions for both grant recipient organizations and awarding agencies that issue awards to those recipient/grantee organizations. Register for
training today!
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f Department of Health and Human Services CONTACT US

Program Support Center
Login to PMS »

Payment Management System

ABOUT US - AWARDING AGENCIES GRANT RECIPIENTS RESOURCES & TRAINING

HOME = Login Page

» Password Reset PMS LOGIN PAGE

» Hours of Operation

» Contact Us Please select your desired service:

Login to the Payment Management System

Payment Management System hours are Monday through Friday, 5 am.to 11 p.m_, and
Saturday and Sunday, 9 a.m. to 9 p.m, Eastern Time.

Password Reset

All users will be required to answer security questions before they can reset their password. Visit our Password Reset page to view insfructions on how to update your
security questions or reset your password.

If your password expired before you set up your Security Questions, please contact the Help Desk to resef your password.

PMS Training Information

PSC offers training sessions for both grant recipient organizations and awarding agencies that issue awards to those recipient/grantee organizations. Register for
training today!

On the PMS Login Page, select the "Login to the Payment Management System" link
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User name: Established by DPM
(case sensitive)

Password: set by the users. Must
be at least 8 alpha-numeric characters

(e.g., #Granteel)

| User name *For first time
users, the initial
password is
provided by DPM.

| Password

[T] Remember my credentials

Please do not check the box to Remember my credentials
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f Department of Health and Human Services
Program Support Center

Payment Management System

Click Here for Access to the Payment Management System

‘ Enter Payment Management System |

Your password is temporary you must change it

After entering PMS by clicking on the bar above,
Use My User Info at the bottom of the menu to Change Password.

e If your password is “temporary”, you must change it under the “My User Info Link”
e Click “Enter Payment Management System” to change password
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My User Info

My User Info

A4

Select one of the TABS

I Change Password Personal Info Security Questions

PMS User ID:

Old or Temporary Password:| escsssee l

NewPassword:|ouuuuuu || Restrictions |

Re-enter New Password:|ououounu |

"l certify that | am authorized by my organization to use the Payment Management
System. | further certify that my name, phone number and email address are correct.
| am aware that any false, fictitious, or fraudulent information may subject me to
criminal, civil, or administrative penalties. (U.S. Code, Title 218, Section 1001)."

M Check box to Certify

After changing the password you will be logged out.
Log in again using your new password.

| Change | Cancel |

Once you have completed the password section, check the box to certify
Click “Change”
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Inquiry ~ Sereen Heln

et My User Info )

My User Info > Return To Menu
Select one of the TABS

PMS User ID:
Last Name:[PMS |
First Name: Traning |
Middle Initial:|
Formal Title:| Accounting Officer |

Phone: ) Domestic ® Foreign
Code: Number: Ext.:
Office Phone:|011 [[1234567 |[89 |

Email Address: |PMS_Training@psc hhs.gov
Confirm Email Address:|PMS_Training@psc hhs.gov

Last Certification Date: 26-OCT-2016
Next Certification Date: 26-OCT-2017

Cancel

You “must” update the information under Office Phone:
Select Phone: “DOMESTIC”

Box 1 (Code): 1%t 3 digits of your phone number

Box 2 (Number): Next 7 digits of your phone number

Box 3 (Ext): Remaining digits of your phone number
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My User Info 0 2

My User Info > Return To Menu

Select one of the TABS

[What was your first car? v|
28
EEEXXEEEAE
[Minimum § characters long, alphanumeric without space, dash, *, and underscore.}
[What was your first job? M
Ermm | 2
[In what city was your father born? vl
P — |
3

The answers do not have to be factual or truthful, but easily memorizable.
The answers are case sensitive. You won't see them after saving.

“Security Questions” then select
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My User Info

Message from webpage | P _|1

Password Changed Successfully.
. . Please log back in again with your new password.

Click “OK” and log back in to PMS with your
NEW Password
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Learning How To Perform Account
Inquires
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Use this process for creating, running, and storing Grantee

Inquiries in the Payment Management System

» Account Balance Data
Authorized grant award information, payments made and funds
available

» Authorization Transactions
Award amount, budget period and date posted in PMS

» Payment Data
Payment History including payments deposited and rejected

» Summary Grant Data

Grant expenditures reported on the most recent FFR 425 Federal
Cash Transaction Report (FCTR)
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Adheoc Grantee Ingui

Stored Grantee

Payment
Disbursement

A s

@ == PMS Adhoc Grantee Inquiry

[T R T Account Balance Data
Authorization Transactons
. . Payment Data ‘ .
_Continue | Summary Grant Data Concel

1) Click on “Inquiry”
2) Click on “Adhoc Grantee Inquiry”
3) Select desired Inquiry Type from the dropdown menu

5) Click on “Continue”

We accomplish PASS I O N We inspire each
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Account
Balance Data

PMS Adhoc Grantee Inquiry

Inquiry Type:Account Balance Data

Save Query: ® np () Yes

Entering an Inquiry

. Inquiry Name:
Name Is not necessary. y | |
Only use if you wish to
save your query for a PIN or Payee Acct SubAcct
later date.
Enter the assigned
PMS “Payee Account
Number (PAN)” Note:
You may also enter the
PMS sub-account
number, if desired.
Click the “Run Inquiry”
Button Mote: You may use *(asterizk) for performing partial search on SubAcct and Document Num
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SUBACCOUNT

1413CAMTRE

1413CANSIT

1413CATECGE

1413CATENS

1414CAMTRE

Authorized grant award information, payments made and funds available

kkkkdE ATMTHORIZED® &k ddk Hkdk k% DRYMENTS**&&k&&% *¥*kFONDS AVATLABLE#®*%%

$1,910.00 $1,000.00 £910.
£910.

£30,729.00 £30,729.00 g,
£37,210.00 £37,210.00 g
$203,310.00 $203,310.00 g
$1,910.00 £.00 $1,910.
51,910.

00
00

00

.00

.00

00
00

AVATLABLE AMT » 90 DAYS5 (EXPIRED)

AVATLABLE AMT » 90 DAYS5 (EXPIRED)

PMS must obtain approval from Awarding Agency if grantee request funds from an “expired” grant. An “expired”
grant is one that is more than 90 days past the Budget End Date.

Payments requests will be rejected if approval is not received within three (3) business days of notification from
DPM Liaison Staff.
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Authorization
Transactions

¥ LN

PMS Adhoc Grantee Inquiry

Inquiry Type:Authorization Transactions

Entering an Inquiry Save Query: @ No () Yes
Name is not necessary. Inquiry Name |
Only use if you wish to

save your query for a

later date. PIN or Payee Acct  Document Num  from Post Date to Post Date

Enter the assigned PMS
“Payee Account
Number (PAN)” Note:
You may also enter the
PMS sub-account
number, if desired.

Click the “Run Inquiry”
Button

Mote: You may use *(asterisk) for performing partial search on SubAcct and Document Num
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Award amount, budget period and date posted in PMS

INQUIRY: AUTHC-G DATE: 11/27/2017 TIME: 07:37:26 PM
PIN: ACC: DOC:H1D4IHS01398 AGY:FHHIJ94 OLD AGY:J94 AUTH TC's Follow --
T/C* ****k*AFCONRAkhkhk I Ak ATNC-AUTH***** POST DATE START DATE END DATE ISSUE DATE
050 2017-J9407JC-4145 243,007.00 11/22/2016 01/01/2017 12/31/2017 01/01/2017
050 2016-J9407JC-4145 243,007.00 03/29/2016 04/01/2016 12/31/2016 04/01/2016
NET IC: 486,014.00
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Payment Data

Entering an Inquiry
Name is not
necessary. Only use
if you wish to save
your query for a later
date.

Enter the assigned
PMS “Payee

Account Number
(PAN)” Note: You
may also enter the
PMS sub-account
number, if desired.

Click the “Run
Inquiry” Button

PSC CU R I OS ITY We continually

VALUES question.

PMS Adhoc Grantee Inquiry

Inquiry Type:Payment Data

Save Query: ® pp O Yes
Inquiry Name:| |

PIN or Payee Acct SubAcct from Pay Date to Pay Date Confirm No.

Mote: You may use *(asterisk) for performing partial search on SubAcct and Document Num
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INQUIRY: PAY-G DATE: 11/27/2017 TIME: 07:40:48 PM

et = 1 - e GRS o o o o L e S e o el i s i a5

T/CH *WADNERIT¥* *APOSTED** **WANMAAMOUNTNM*N*N¥ NDATE**SCHED* **CONFIRM*

[ 927 11/24/2017 $220,948.00 171124 113784 4336993656]

1714CAT6ENS $33,004.00 FAMVIOLI1® $50,631.00
BH16IHS00108 $53,546.00 1714CAT6CG $4,345.00
1614CAMTRB $2,080.00 1713CAT6CG $4,079.00
1713CAT6NS $43,6594.00 BH15IHS0021B $29,569.00

927 06/08/2017 06/07/2017 §90,485.00 170607 63376 4036689581
1514CAMTIRB $193.00 1513CAMIRB $807.00
120331374A $89,485.00

227 06/05/2017 $360,246.00
IHS-SDPI §$33,463.00 FAMVIOL16 $14,165.00
FAMVIOL14 $16,003.00 BH16IHS0010B $47,940.00
1Z20331374A £109,833.00 1414CATENS $20,830.00
1413CAT6NS $49,140.00 BH15IHS0021B $68,872.00

Payn]ent HiStOl‘y T/C (Transaction Codes

908 = Return of Funds
911 = Return of Interest
deposited and l”ejeCted 916 = Fed Wire “Same” Day Payments
927 = ACH “Next” Day Payments
727 = Payment was rejected
PNT = Banking Updated

including payments
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Summary
Grant Data

Entering an Inquiry

Name is not necessary.

Only use if you wish to
save your query for a
later date.

Enter the assigned
PMS “Payee Account
Number (PAN)” Note:
You may also enter the
PMS sub-account
number, if desired.

Click the “Run Inquiry”
Button

PSC CURIOSITY We continually

question.

=TT . . i A . ;.

PMS Adhoc Grantee Inquiry

Inquiry Type:Summary Grant Data

Save Query: @ pg () Yes
Inquiry Name:| |

Run Inguiry

FIN or Payee Acct  Document Num DS
NC

Cancel

DS (Document Status)
C = Closed

O = Opened

A = Active Grants
[ = Inactive Grants

P = Closing Transaction Begun

NC = Not Closed

Mote: You may use *(asterisk) for performing partial search on SubAcct and Document Num

PARTNERSHIP Weaebundo g\ p) [CTY — Ceansouons  \qpa o We accompish

our customers maximize value.
and each other. amounts of

We inspire each

amazing PASS I O N other with our thirst

for excellence in
important work. public service.
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e e FCTR Quarter
SRS A1 ount Reported Disbursements
RSP on the FCTR were last reported
Grant e}{pend]tures AGY t**t**tGmItw*it**t *t**itAU':HOR:ZED*t** *ii*tD:SBURSED*t*t* tRP’:‘ D:SB* DS
2  1413CAMTRB $1,910.00 $.00 03/31/2016 ©
reported on the 2  1413CANSIT $30,729.00 $30,729.00 12/31/2016 O©
most recent FFR 2  1413CAT6CG $37,210.00 §37,210.00 12/31/2016 ©
425 Federal Cash 2  1413CAT6NS $203,310.00 $203,310.00 03/31/2017 O
) 2  1414CAMTRB $1,910.00 $.00 03/31/2016 O
Transaction Report 2  1414CANSIT $25,510.00 $25,510.00 12/31/2016 O
(FCTR) 2  1414CAT6CG $37,210.00 $37,210.00 12/31/2016 ©
2  1414CAT6NS $203,310.00 $203,310.00 03/31/2017 ©
G  14RMCAFVPS $131,096.00 $131,096.00 12/31/2015 ©
2  1513CAMTRB $1,870.00 $1,870.00 12/31/2016 O
2  1514CAMTRB $1,870.00 $1,189.00 03/31/2017 ©
G  1S5RMCAFVPS $130,848.00 $120,700.00 03/31/2017 ©
2  1614CAMTRSB $2,080.00 $2,080.00 06/30/2017 O©
G  16RMCAFVPS $123,844.00 $123,844.00 09/30/2017 ©
2  1713CAMTRB $1,760.00 $.00 09/30/2017 O©
2 1713CANSIT $13,615.00 $.00 09/30/2017 ©
Agency (AGY) 2 1713CAT6CG $13,820.00 $8,420.00 09/30/2017 O
J = HIS Grant 2 1713CAT6NS $73,990.00 $73,990.00 09/30/2017 O
2  1714CAMTRB $1,760.00 $.00 09/30/2017 ©
2  1714CANSIT $12,388.00 $.00 09/30/2017 O
2  1714CAT6CG $13,820.00 $8,846.00 09/30/2017 ©
2  1714CATéNS $73,990.00 $73,990.00 09/30/2017 O©
G  17RMCAFVPS $122,178.00 $.00 09/30/2017 ©
5 1203313742 $230,196.00 $250,544.00 06/30/2017 P
J BH15IHS0021B $375,000.00 $168,665.00 09/30/2017 O
J BH16IHS0010B $386,000.00 $182,208.00 09/30/2017 ©
J H1D1IHS0006B $648,342.00 $175,309.00 03/31/2016 O
ttt*t*AUTHOR:ZEDtttQ tttr*D:SBURSED*t*tQ
TOTAL: $2,899,566.00 $1,860,030.00

PSC CU R I OS ITY We continually PA RTNERSHIP We are bound to SIMPLICITY Clean solutions l M PA CT We accomplish PASS | ON \é\l/ﬁeirrwjv;i)ti;leoeu?ctzirst

maximize value.

VA L U ES question. our customers amazing
and each other. amounts of for excellence in

important work. public service.
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OPDIV “Agency” Codes

OPDIV COE HHS OPDIVS
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Office of the Secretary (0S)

Administration for Communnity Living (ACL); formerly Administration on Aging (AQA)
Health Resources and Services Administration (HRSA)

Social Security Administration (SSA)

Centers for Medicare & Medicaid Services (CMS5), legacy HCFA

Food and Drug Administration (FDA)

National Institutes of Health (NIH)

Centers for Disease Control and Prevention (CDC)

OASH (Office of the Assistant Secretary of Health)

Substance Abuse and Mental Health Services Administration (SAMHSA)
Administration for Children and Families (ACF)

Indian Health Service (IHS)

Agency for Healthcare Research and Quality (AHRQ)

Department of Homeland Security (DHS)

Small Business Administration (SBA)

Department of Veterans Affairs (VA)

Department of the Treasury (Treas.)

Executive Office of the President (EOP)

Department of State (DOS)

National Aeronautics and Space Administration (NASA)
Department of Labor (DOL})

Corporation for National & Community Service (CNCS)
DOl (Department of Interior)

Department of Agriculture (USDA)

United States Agency for International Development (USAID)

We continually
question.

PARTNERSHIP YWeaeboundo QIMPLICITY — Sean soutons IMPACT

our customers maximize val