
  

  
 
 

 
 

 

 
 
 

 
 
 

   
 

 
 

   
 

 
 

 

 
 

 
 
 

 
 

 
 

 
 

 

Verifying Posting 

Process to Verify Posting 

From the 
Disbursements 
Menu select the type 
of report to for 
which to search.  In 
the following 
example, the 
selected repot type is 
‘FFR Cash 
Transaction 
Report’ 1 . 

 

 

1 

Clicking on ‘FFR Cash Transaction Report’ will take the user to the search screen for the 
report type—in this 
case the Federal 
Cash Transaction 
Screen. To identify 
all available reports 
and their status, 
enter the Payee 
Account Number 
then click on the 
‘All Report 
Statuses’ radio 
button  2 

 

. Click on 
the ‘Continue’ 
button to view the 
status of all reports. 

2 

After clicking on 
‘Continue’ the 
following ‘Report 
History Screen’ is 
shown listing all 
reports and their 
status 3 . Both of 
the listed reports are 
completed and 
posted. You can 
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Verifying Posting 

also click on the drop down arrow and click on ‘See Workflow’ 4 . 

This brings up the workflow screen which displays (in color), the current position in the 
workflow.  In the following example, the ‘Workflow Screen’ shows the report has been 
posted  5 . 

5 

Overall there are five positions on the workflow screen: Report Available, Prepare, 
Certify, Posting and Posted. 

•	 Report Available:  the prior quarter’s report is available in PMS for completion.  
This generally occurs within 3 business days of the beginning of the new quarter. 

•	 Prepare:  the report is being prepared; i.e., someone with preparer privileges has 
accessed the report and has begun completing it. 

•	 Certify: the report is being certified; i.e., someone with certifier privileges has 
accessed the report. 

•	 Posting:  the report has been certified but has not yet posted in PMS.  Certified 
reports post on the next day following certification. 

•	 Posted:  the report has been posted—i.e., recorded—in PMS. 
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