
Instructions for ARP Recipients 

Submitting the Quarterly Federal Financial Report (FFR) Federal Cash Transaction Report 
(FCTR) for  

Reporting Period Sept 1, 2021 - September 30, 2021 
 
As a new ANA recipient, you will need to submit a report of any monies that were drawn down from the 
Payment Management System (PMS)  between September 1 - September 30, 2021.  If you did not draw 
any funds down during this period, then you are still required to submit a report with a zero dollar 
amount. If you did draw down funds between Sept. 1- 30, you will report the amount of the funds that 
were withdrawn. 

In order to complete the quarterly FFR Federal Cash Transaction Report (FCTR) you will need to 
complete the set up of your PMS Account.  Instructions for setting up your PMS accout are part of your 
Notice of Award or NGA, which can be found in your Grantsolutions account. 

The FFR Federal Cash Transaction Report must be filed within 30 days of the end of each of the following 
quarter period end dates:  

• December 31 (1st Quarter of fiscal year)  

• March 31 (2nd Quarter of fiscal year)  

• June 30 (3rd Quarter of fiscal year) 

• September 30 (4th Quarter of fiscal year) – This is the quarter you will be reporting on as a new 
recipient, even if $0 or no draw down was made between September 1 and 30. 

 

This means the current report is due on October 30th 

**** If the FCTR is not filed before or on the due date, funds will be frozen until the report has been 
submitted. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 

Step-by-Step Instructions 
 

You will first need to log in to the Payment Management System (PMS) with a User ID and password and 
go to the home page (house icon on the top right of the screen) 

You should then see the Federal Cash Transaction Search screen: 

 

Next: 

1. Select the PMS menu heading entitled “Disbursement" (in the left side menu)" 
2. A drop down menu will appear. Select the sub-heading entitled: "FFR Cash Transaction Report" 
3. On the main screen, enter your PMS Account Number in the box labeled “Payee Account 

Number” 
4. Select the Reporting Period "All" 
5. For Report Quarter End Date, choose 9/30/2021 from the pull down list 
6. Select the Continue button at the bottom of the page 

 



 

 

 

You should now be on the Federal Cash Transaction Report All Report Screen: 

 
 

 

Under the Action column, from the drop down “I want to”...menu select “Prepare/Certify” 

 

 

 

 

 

 

 



 

 

 

 

 

Now you should be on the Federal Cash Transaction Report screen: 

 

 

• PMS will automatically populate Agency, Grantee Information, DUNS, EIN as stated in the 
database. 

• Box 6, Box 7, & Box 9 are defaulted automatically by the system. 
• To report disbursements on the grant, select "Report Disbursements" from the buttons at the top 

of the page.   

 

 

 



 

 

 

 

This will take you to the Federal Financial Report Attachment screen: 

 

• In box 5, look for your ANA grant number and select the button to the left of your ANA grant 
number (Some may have more than one grant in this system).   

• Type in your PMS account number into the “Rec Acct Num” column 
• Make sure $0.00 is entered under the “Cum Fed Cash Disb” column (0.00 should also show up as 

the total) 
• Go to the bottom of the screen and click “Save” and then “Continue” 

 

 

 



 

 

 

 

 

This will take you back to the Federal Cash Transaction Report screen: 

 

• Box 10a,b and c should all show as $0.00 
• Go to the bottom (or top) of the page and click “Certify” 

 

 

 

 

 

 

 



 

 

 

 

 

 

This screen will pop up: 

 

• In box 12, fill in the bottom half if not already pre-filled (i.e., Prepared by, Phone No., Email 
Address) 

• Enter Certifying Officer’s name in Box 13b. 
• Scroll to the top or bottom of the page and select "Certify" to attest to the accuracy and 

completeness of the report. 

 

 



 

 

 

 

 

 

This screen will pop up.  Read the message in the window and click “OK” at the bottom of the page if you 
agree. 

 

 
 
 
 
 



 
 
 
 
 
 
 

 
 
 

 

A check box will appear under 13b: 

 

• Check the box outlined in red 
• Go to the bottom of the page and click the “Save” button, then click the “Submit” button 

A message saying “Certify Transaction Complete” should appear: 



 

Congratulations!  This means you have sucessfully submitted your quarterly financial report.  Now log out 
of the system and you are done. 


