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HHS/PMS Closeout Instructions

Once the ADO has determined that an agreement can be closed in HHS/PMS the ADO will provide a
copy of the closeout amendment (REE-451) from ARIS/AIMS to the appropriate Area employee
responsible for maintaining the HHS/PMS.

The ADO or the responsible person for HHS/PMS should check the accounting system to ensure that the
agreement information matches the closeout information and prints the screen for the official file.

Closing an agreement in HHS/PMS is a 2-step On-Line Authorization process. A user can have both on-
line authorization capability and approve on-line authorization capability; however, the user who enters
an on-line authorization cannot approve the same on-line authorization.

User #1:

Logs onto HHS/PMS

Prints FCO/E Report

Click on Authorization menu option

Click on On-Line Authorization

Fills in the blanks on the On-Line Authorization form
Clicks Submit

User #2:

Logs onto HHS/PMS

Click on Authorization menu option

Click on On-Line Authorization Approval

Click button to the left of the authorization transaction to approve
Click Select

Review on-line authorization for correctness

Click on Approve or Disapprove

The following 4 sections outline the agreements closeout procedures in HHS/PMS.

A, HOW 0 Logon t0 HHS......ce e s 3
B. HOW t0 Print FCOE/REPOI......c.oi ittt sttt sttt s sre et ne s 6
C. How to Enter On-Line AUNOMIZATIONS. ........ccooiiiiiiieisie et 10
D. How to Approve Online AUthOFIZatioNS...........covviiiiiiiniieree e 16



Section A
How to Logon to HHS

Go to the HHS Division of Payment Management Web site: http://www.dpm.psc.gov/
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e Click on the “Payment Management System” link at the top, center of the page.
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e Enter your Username and Password into space provided in the Login Box.
e Click “OK.”
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e Click on the “Click Here for Access to the Payment Management System” access bar.

You are now logged on to HHS/PMS.



Section B
How to Print FCOE/Report
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Click the “Inquiry” link on the side bar, and an expanded list of inquiries will appear beneath the
link.
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Click on “Adhoc Inquiry” to be prompted to this screen.
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e Scroll down on the “Inquiry Type” list and select “(FCO-E) - Document Data w/ FCO Segments
Extended,” then click “Continue.”
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e The FCO-E Inquiry search screen will appear.
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Scroll down to the 4" section. In the “or Grant Award” box, enter the grant/agreement ID number

(without hyphens) i.e., 5853485760.

Click “Run
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table for the specified grant/agreement will appear.

Change the print layout to “Landscape” and print the FCO-E report for the file and to refer back

to during the closeout process.



Sample FCO-E Report
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Section C
How to Enter On-Line Authorizations

Closing an agreement in HHS is done on the same screen that is used to open or amend a
grant/agreement. To close a grant/agreement you must close it using the On-Line Authorization.
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2 hitps Hfpmssecure. dpm. psc.gov/plsipmsprodipms_start.pms_frame_set - Microsoft Internet Explorer
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e Click on “On-Line Authorization.” The system redirects to the On-Line Authorization screen.
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o Complete the following information on the “On-Line Authorization” form using the information
on the Document Data w/FCO Segments Report printed previously. (See sample Document Data
w/FCO Report on Page 53 of these instructions.)

o Issue Date: Date you are doing the close-out. (See #1)
o Award Number: Grant/Agreement number with no dashes. (See #2)

o Document Reference: Will always be “ARS”

o Fiscal Year: Most current fiscal year (if multiple). Closing only one FY will close the
whole grant (See #8)

o Awarding Agency ID: “FAGAXA?” with the (?) representing the unique alpha letter for
your Area, i.e. “FAGAXAW”

o Old Agency Code: Leave blank

o CAN: 4digit alphanumeric funding code or source (appropriation) assigned by ARS the
awarding agency; Common Accounting Number; also referred to as Internal Org Code.
(See #5)

o Object Class: 4 digit alphanumeric Object Classification code assigned by the ARS
awarding agency; it is a further breakdown of funding under a CAN. (See #4)

o Transaction Code: "050" for initial, amendment or follow-on transactions "059" to close
a grant/agreement, ARS does not use 055 or 056. To close an agreement, the code is
always “059.”

o Reverse Code: Usually “1- Normal,” but if the authority of the grant is being reduced at
the same time it is being closed, use “2- Reverse.”

o Modifier Code: "3" for initial obligation "5" for follow-on transactions or amendments.
Always use “5” when closing.

o Budget Start Date: Date that appears on the FY you are closing

o Budget End Date: Last date the agreement was extended to. (See #6)

o EIN: Must be exactly as it appears on the FCO-E print-out {12 digits}. (See #3)

o DUNS: Leave blank.

o Incremental Amount: Leave blank if the authority of the grant is not being reduced.
o Special Report Code: No

o Federal Government: No
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Print the screen before clicking “Submit.” All of the information entered to this point will be

saved.

e Click Submit.
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e Ifall information was entered correctly, a screen verifying the completion will appear.
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e If there are problems with the data entered, you will receive a list of error messages that you can
scroll down to read. At this point you may:
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e Correct the problems and click “Correct” until all of the problems have been corrected and the
transaction is accepted. The verification screen will then appear.

e Click “Cancel” to exit the transaction temporarily. As long as you have clicked “Submit” at least
once before cancelling, your information will be saved and can be retrieved later to complete the
transaction using the Correct Exception menu option.

If the transaction was completed the Authorization is awaiting approval. Approving an on-line
authorization is accomplished using the On-Line Authorization Approval function of the PMS.

Once the on-line transaction is completed, to totally complete closing out the grant/agreement, the
approving official must approve the transaction on-line.
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Section D
How to Approve Online Authorizations

To approve authorizations entered into the system through the On-Line Authorization feature of the
HHS/PMS, you must do the following:

Go to the HHS Division of Payment Management Web site: http://www.dpm.psc.gov/
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The Division of Paymenl Management is within the
Financial Management Service of the
Program Support Center of the
U. 8. Department of Health and Human Services

Click “On-Line Authorization Approval” on the left-hand sidebar. Selecting this option will
present a list of authorizations to approve.
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e Click the agreement you want to approve.
e Click the select button.

o The On-Line Authorization, as entered in its entirety, will display. Review the

authorization transaction. The Approver cannot change any data; all the fields are
protected. If the transaction can be processed then Approve the transaction.

17



D hatps;Hipmssecure. dpen. psc_govlplslpmsprodipms_start.pms _frame sat - Microseft Internet fxploror
Fia £de  Vew Fooetes  Tock  tek r

O - O W A P Frrmoes @ 23-5 @ L

£ https ipressecors .dom psc gov okipresprodipas_start pre_frame_set 7 v Yo yhe ™
CGoogle G~ Yo B> O acwsy Biitedes TR e » - o sendto~ o e s
Frocesees oo
sSiae On-Line Auth Approval
B S 0ssbis COb Hame ne orization Approv.

P ;‘::;ﬁnn Onpivams WL TKLH - KM L HICKS
Usor: WFLIKT e (301) 504-1141
WED 09032008
2o o 0A0AZONS " =e5853584540 TlARS
Colapzs Al
» Expand All o &
'=2006 spnaFAGAXAW OR  asmorXAW
| 4 Iy - Cede-
P Reports can PEOT Ctas21
¥_Rogisuatien
Authodizaton
Basch Balancing 'ﬂ-'-;?;'ogg fisres1-Normal SR

OnLime Amherizosion

Comrect Exceptisns Badgel Stat Sate CVOOI004 Futoet 6od St ONIV200T

On-Line Awthorization Approvad e 1SAE001TSEES DUNS
Autherizadon Batch 00
My User luia iishad At

Speas Bipar Ceon NG Fadaml hevernmen YOS

Flegect Cancal

D ® rtecet

Vi start T3 Comocdirstionsons

e Review the information associated with the authorization. At this point you may:

o Click “Approve” to approve the authorization. You will be presented with a screen
confirming the transaction is complete.
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e To perform the same transaction click on the “Repeat Same Transaction Type,” otherwise choose
a new transaction from the system menu.
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o Click “Reject” to reject the authorization. You will be presented with a screen
confirming the rejection which will permanently delete the authorization record, or click
Cancel Delete.” To perform the same transaction “click” on “Repeat Same Transaction
Type,” or choose a new transaction from the system menu.

* TO REJECT THE AUTHORIZATION TRANSACTION:
= The On-Line Authorization, as entered in its entirety, will display. Review the

authorization transaction. The Approver cannot change any data; all the fields

are protected. If the transaction cannot be processed then “Reject” the
transaction.

= |f the transaction is deleted and it needs to be corrected and processed, then
it must be reentered using the On-Line Authorization screen.

o Click “Cancel” to take you back to the preset list of approvals.
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You may now either logout of HHS/PMS or you may perform another transaction.
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