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Introduction

The PFC Reporting System is a database containing PFC revenue and disbursement
data reported by Public Agencies approved to collect PFC revenues, and by the airlines
collecting those revenues. It is accessed through the Federal Aviation Administration’s
(FAA’s) Airports External Portal (AEP).

This document is a basic guide for use by authorized public agency personnel tasked
with adding and maintaining the public agency’s PFC revenue and disbursement data
into the system. It is also intended for use by authorized public agency personnel having
an interest in viewing the public agency’s PFC revenue and disbursement data as well
as the PFC collections data reported by the airlines.

PFC Reporting System features:

. Lets you do the FAR Part 158 required quarterly reporting of PFC data to the FAA
and airlines online.

« Removes the public agency’s need to send hard-copy PFC Quarterly Reports to
the FAA and airlines.

« Lets the public agency run varied reports summarizing their PFC approvals,
collections and disbursements.

. Lets the public agency run reports summarizing PFC collections data that the
airlines report to the FAA for their airport(s).

Requesting access
1. Access the PFC Reporting System through the FAA's Airports External Portal
(AEP). Open your web browser (Internet Explorer or other) and go to
https://aep.airports.faa.gov.
2. The AEP warning screen now displays (figure below).

Federal Aviation Administration

AIRPORTS EXTERNAL PORTAL

* WARNING WARNING WARNING **

This is a Federal Aviation Administration [FAA) protected computer system. &ll FAA systems,
including all related equipment, networks, and network devices (&.g., including Internet access) are
provided for the processing of official United States (U.5.) Government information.

Intentionally accessing a protected Government computer without autherization or in excess of
authority and as a result causing damage, recklessly or otherwise, will constitute a violation of Title
18, United States Code, Section 1030, Computer Fraud and Abuse Act (CFAA), and may be referred
to the Federal Bureau of Investigation {FBI} for investigation and prosecution. Viclations of the CFAA
can lead to bath civil and criminal liability, including se=king monetary relief for economic damage.

The FAA will monitar usage for vialations ofé:lublic laws, national information security policies, and
agency policy. The FAA will intercept, record, audit, read, copy, and disclose by and to authorized
personnel for official purposes, including administrative, civil, and/or criminal investigations.

Access or use of this computer system by any person, whether authorized or unautherized,
constitutes consent and menitering to these terms for viclation of Federal laws, national security
policy, and agency computer palicy. If you are not an authorized user of this system or do not consent
to menitering, exit this system now,

* WARNING WARNING WARNING *

h\* Agres :f-iru:ael

3. Read the warning screen, and then select the “Agree” button at the bottom of the
screen (figure above).
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4. The AEP login screen displays.
In the “LOGIN” box in the upper right of the screen, select “New User”, which is
below the “Password” field (see figure below).

Federal Aviation Administration

AIRPORTS EXTERNAL PORTAL

If you are an existing PFC or ARRA user, please use your Username and Password to login,

LOGIN

!
‘ New User ' Forgot lesemane.r

Passworl

AlP- PFC- ARRA-

The FAA Airport Improvement Reporti tem is 3 The Passenger Facility Cha Raporti tem The FAA ARRA Data Collector allows ARRA grant
e s ma’smlhlir\ IEEC %= ;‘awkkmg i "‘gsr‘ﬁf e T e e

5. The AEP New User Request Account screen displays (figure below).

Federal Aviation Administration

AIRPORTS EXTERNAL PORTAL

HOME

New User Request Account

Personal Information

“i" Please complete all items marked with an asterisk. It is important to be accurate.
) FAA Employee or Contractor @ Non-FAA User

Name*: fjrgt <MI> <last>
Title: <Title>
Email*:
Country®: US - United States -
Phone*: ext:
Address*:

City*:
State®: ------------—-- Select one -----------——- hd
Zip Code*:

6. Enter the information requested in the fields provided, then select “Next.”

7. Continue entering the requested information on each screen and selecting “Next”
until you complete all of the requested information. Then, on the final screen (screen
6), select “Finish”.

8. If FAA personnel approve your request for access to AEP and the PFC Reporting
System, the system will generate an initial email to you, providing you with your initial
username and password to access the system.

9. Atinitial logon, you should change your password to one of your choosing.
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Logging on
1. Open your web browser (Internet Explorer or other) and go to
https://aep.airports.faa.gov

a. The AEP warning screen displays (figure below).

Federal Aviation Administration

AIRPORTS EXTERNAL PORTAL

= WARNING WARNING WARNIMG **

This is a Federal Awviation Administration [FAA) protected computer system. All FA& systems,
including all related equipment, networks, and network devices [e.g., including Internet access) are
provided fer the processing of official United States (U.S.) Government informatian,

Intenticnally accessing a protected Government computer without autherization or in excess of
authority and as a result causing damage, recklessly or otherwise, will constitute a violation of Title
18, United States Code, Section 1030, Computer Fraud and Abuse Act (CFAA), and may be referred
to the Federal Bureau of Investigation [FBI} for investigation and prosecution. Violations of the CFAA
can lead to beth civil and criminal liability, including seeking monetary relief for economic damage,

The F&A will menitor usage for wiclations of public laws, national infermation security pelicies, and
agency policy. The F&A will intercept, record, audit, read, copy, and disclose by and to authaorized
persannel for official purposes, including administrative, civil, and/or criminal inwestigations.

Access or use of this computer system by any person, whether authorized or unautherized,
coenstitutes consent and menitoring to these terms for wiclation of Federal laws, national security
palicy, and agency cemputer policy. If you are not an autherized user of this system or do not consent
to menitoring, exit this system now.

= WARNING WARNING WARNING =

b. Read what it says, then select the “Agree” button at the bottom of the
screen (figure above).

2. The AEP login screen displays (figure below).

Federal Aviation Administration

AIRPORTS EXTERNAL PORTAL

If you are an existing PFC or ARRA u

ser, please use your Username and Password to login.

..............

g —
LOGIN
MNew User Forgot Use
Password
AlP- PFC- ARRA-
The FAA Airport |mprovement Reporti tem is 3 The Passenger Facility Cha Reporti tem The FAA ARRA Data Collector sllows ARRA grant
weh-hassd .:Frfl,wlir_atfm that mmhm?anrmusgdsmlhlh" {PFC anrfr’iem‘; i= aﬂznhharﬁannﬁ:m[zln 1 recinients o comohy with the renarting =

a. On the login screen, you will see a “LOGIN” box in the upper right of the
screen. Enter your username and password in those, and then select
“LOGIN?” (figure above).
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3. The AEP main screen displays (figure below).

Welcome tbutlert
Federal Aviation Administration

' AIRPORTS EXTERNAL PORTAL

B Zystem Massages | b My Notioss

@ To fully access the website, please make sure the popup blocker is turned off.
o You currently have no messages.

...............

a. Inthe upper left of the screen, select “PFC” (figure above).

4. The PFC Reporting System will open to the “Reports” screen in a new web page
(figure below).

52 - & Airports External Portal IQPFC Reporting System x| ﬁ * B - g&; * Page~

PFC Details PFC Reports

N:tive wvs. Inactive PFC Applications
Distribution of Projects Report
Enplanemeniﬁ by Air Carrier for Calendar Year
Ex:cluded Class of Carriers
Revenue Summary Report

:
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Expired or forgotten password
1. Go to the AEP login screen as described above under “Logging on” (figure below).

Federal Aviation Administration

' AIRPORTS EXTERNAL PORTAL

If you are an existing PFC or ARRA user, please use your Username and Password to login,

...............

EG|N
|
New User Forgot Username /

| Password

a. Select the “Forgot Username/Password” link, which is under the “LOGIN”
button (See figure above).

2. A Forgot Password/Forgot Username screen then appears (figure below).

Federal Aviation Administration

AIRPORTS EXTERNAL PORTAL

¥ Forgot Password

Practice User

Uszr Name™: «tpér  Enter the code shown:

Legar 2 B L
Re-enter User Name™: Practice User ID-% HaDac]
Select Secuwrity Question™: Wihat =chool did you attend for Sth grade? - E e % e ik
Security Answer™: Hoeme Scheoled

» Forgot Username

a. If you have forgotten your password, enter your username, select a security
question and then provide the answer in the fields provided. Also, enter the code
shown in the upper right of the screen in the field provided. Then select “Submit”
(see figure above).

b. If you have forgotten your username, click on “Forgot Username”, then enter
your E-mail address, select a security question and then provide the answer in
the fields provided. Also, enter the code shown in the upper right of the screen in
the field provided. Then select “Submit” (see figure above).

3. The system then sends you an email message with your new password or existing
username, depending on which one you requested, to use to logon to the system.

PFC Reporting System Updated on 1/14/2015 Page 7 of 16
Airports Division, FAA Southern Region



Entering quarterly PFC financial data, project dates
1. Logon to the PFC Reporting System as described above under “logging on”.

2. Select “PFC Details” on the left hand side (see figure below).

PFC Reports

il

| PFC Details |)

[T EEE I Active ws. Inactive PFC Applications

[ EE ST Distribution of Projects Report

IR Enplanements by Air Carrier for Calendar Year
[ PN Excluded Class of Carriers

[T BN Ravenue Summary Report

3. The PFC Details screen will display (figure below).

Application = Forecast

Application
Please Select the Airport: T7S — McGhee Tyson -

-
i

my
W

Reports

Logoff
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4. To enter your quarterly PFC collections:

a. Select the “Revenue” button at the top of your “PFC Details” screen,
and then select the “Go” button to the right of your airport name. (See figure
below).

Note: if you have more than one airport where you are collecting PFCs, you will
also need to select the airport name in the drop box to the right of “Please Select
the Airport”.

Application
Pleagh Select the Airport: TYS — McGhee Tyson  +

b. You will now see the Revenue screen for your airport. Here’s an example:

T [P
Please Sebect the Alrports 705 — MoGhes Tyson = |30
Reports
II!:I!I:::I:’I TYS McGhae Tyson Hasoraille, TH
S MM P s} Metiopolitan Kesawille Aingart Autharity
= =
Approved for Collection 103, 771,921
Interask GE0, 36T
Tokal Revense 40,218,201
tncollarted Aalance 57,955,600
ol Dsburssments 45,682,503
Flas

PFC Account Balamce 533,789
Lagad Expirabicn Date 000/ 2023
2 o401/ 2029
il

Foar Hanth Callections Intpreat T Comn

2011 1z 0.0a 0.00 0.00

c. Make sure that the “Pick CY to Display:” field shows the correct calendar year
(see figure above), and then click on the “Edit” button for the month in which you
want to enter data.

1) You may enter data for each month, or if you prefer, you may
combine the data for all three months of a calendar quarter and enter
it for the final month of the quarter. For example, for the fourth quarter
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of CY 2011, you may sum the October, November and December
data and enter it for December 2011.

2) Enter the PFC revenue you received from the airlines during the
guarter in the “Collections” column, and any interest you earned on
PFC revenue during the quarter in the “Interest” column.

5. To enter your quarterly PFC disbursements and update project dates:

a. Select the “Dishursements” button at the top of your “PFC Details” screen,
and then select the “Go” button to the right of your airport name. (See figure
below)

Note: if you have more than one airport where you are collecting PFCs, you will
also need to select the airport name in the drop box to the right of “Please Select
the Airport:”

[R— Revenue
Please Select the Alrport: TYS — MoGhee Tyson - Go

Help

S0

IMPORTANT: If you see awarning screen like the one below when you first open the
Disbursements screen, you MUST update the project implementation and/or physical
completion dates for those projects listed on the screen before SOAR will save any of the
disbursement data you enter during the current session.

If you do not update the dates for the project(s) before ending your session, your data will be
lost and you will have to reenter it.

Disbursements
Ploase Seloct tha Alrport: BHI — Eamangram-ShusSeswonn nbematona = lGo
Luu ir rth Internaticnal | Rirmingham, AL
Sk JAN P (5] Birmingham Alport Amthority

There iz one of more Estimated Date(s) that i past due.

v o AL bRl bt L
Praj ! PA Titke L Py SEart 19 ¥ ¥
rl.'.-? 61 B i@ M Linfsd JOS/GE 1S | A | FETRTTE T

o~

e VWindom Pred

If these dates are not updated, S0AR will not save any disbursement data entered during this session. You can edit this information on the next
page.
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Proceed to the Disbursements screen by clicking on the “Proceed” button, but you must
update the dates for the projects listed on this screen once you get to the Disbursement
screen or your disbursement data will not be saved.

You will now see the Disbursements screen for your airport. Here’s an example:

MHshwrsements

Plaass Seleck the Airport:: T3 — Welhes Trasn - |Ga

™S | BicGhas Tysnn
50,/ MEM P 5]

App-froj  Action / PA Tithe

o m wrrninal oRF1TIE "
i -H-'\-i!IIu.'!ILr"--'i'll-'Jllll.l':lI.'-’l ik ol e

PFC Admiinistration and

YT- 00 Edd
& 1 Cevelopment

GF-003 =) Terminal Improvam-ents Program O7F0L/2003 A

Kezawille, TH
Matropoliten Knowville Aaport Authority

Inephementation

0&EfOL290T A

trsharsements - Fubbs Agency

Quartsr End Da

Coamplation Preriiety |
i i
= ol i | Rapo urrent usrtsr
12/10/2003 A 36,142, 2%4.94 0.00
oFfoLUZ0ZE E 68, 63000 .00
QLouL2Z028 E L300, 00000 a0

b. Make sure the correct calendar quarter is displayed in the “Quarter End Date”
field (see above), and then click on the “Edit” button for the project for which you

want to enter data.

1) Enter your disbursements for the project during the calendar quarter in the
column labeled “Current Quarter” (figure above).

IMPORTANT: if the project is funded from other sources besides PFC revenue, only enter
the amount of PFC revenue spent on the project during the quarter, NOT the total amount of

funds expended on the project.

2) If appropriate, update the project “Implementation” and/or “Physical
Completion” dates in the appropriate columns and select “A” (for actual) or
“E” (for estimated) in the drop-down box next to the date field.

IMPORTANT: DO NOT enter a date in the “Financial Completion” date field until the
project is financially complete, meaning you will not need to enter any other disbursements

for the project in the future.

Once you enter a date in this field, that project will no longer display on the Disbursement

screen.

If you have entered and saved a financial completion date in error, contact your FAA

Regional/ADO representative for help.
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IMPORTANT — UPDATE INDICATOR: if you see a small red asterisk (*) next to the “App-
Proj” (project number) on the Disbursements screen (see the figure below), you must update
the project implementation and/or physical completion dates for that project before SOAR
will save any of the disbursement data you enter during the current session.

If you do not update the dates for the project(s), your data will be lost and you will have to
reenter it.

App- Prn] :’nctian PA Title
UE-IJO Edit Study, Design and Constr
o Runway Pavement B-26
02-002 Edil Expand Passenger Termin,
02-003 Edt | Rehabilitate Apron Slabs
c. Once you have finished updating the disbursements and dates for the project,

select the “Save” button in the “Action” column to the left of the “PA Title” (project
title) (see figure below).

App-Proj Action

06-001 erminal con:

07-001 PFC Administ
Save 1
07-002 Terminal Imp

Cancel

d. Repeat the above steps for each project for which you need to enter
disbursement data and/or update project dates for the calendar quarter.

If you don’t see one or more of your projects on the Disbursement screen, you may have too
many projects to fit on a single screen. You can see the remainder of your projects by
clicking on the “Next Page” button just above the upper right portion of the project list (see
below):

Augusta, GA
City of Augusta

" Next Page >> |
Ami
‘ent Quarter Cumulative Total Proj Cost Appr
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PFC Application status
1. Logon to the PFC Reporting System as described above under “Logging on.”

2. Select “PFC Details” on the left hand side (see figure below).

' PFC Details r) PFC Reports
K =
Reports

W BT Active ws. Inactive PFC Applications

1130 SR TN Distribution of Projects Report

0 BRI Enplanements by Air Carrier for Calendar Year

WISV RN Execluded Class of Carriers
(P BV LT Revenue Summary Report

3. The PFC Details screen will display (figure below).

Application
Please Select the Airport: T7S — MciGhee Tyson
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4. Select the “Application” button at the top of the PFC Details screen, then click on “Go”
(see figure above). This displays the Application screen (see figure below).

Tip: If you have more than one airport at which you are collecting PFCs, select
the airport you want in the drop-down box to the right of “Please Select the
Airport:”

Application
Fleaee Select the Alrport; T¢5 - MpGhes Tyssn  # |G|

Usanr Mgt i MeChes Tysos | Kmawville, TH
S0MEH

|eis) Matrapslitan Knazville Arpart Aatharty
m Duta Chuplay s reflsctivs of FAA Data sa of CON: 0818/ 2010
Appbeation Legad Charge Dates Projected Approved
Logolt App Hbr Duciion 1 > xpiratio Impase C e
2008-07-C  09/16/2003 04/01/2029 4,681,627 £,691,627
1958-06-C  06/26/1538 10/01/2027 91.108.707 1,108,707
1957-05-C D9/ ERET LAGT.7IT LAST.T3T
1997040 G2 T o c Lo
@ 1947-03-C @k 7 & B8/01/ 1957 D&/01/ 1998 1497 B84 1,497 Bes
= 1956-02-C L 1S5 cL ORI 1557 0501 LT 5525 553981
1953-01-C in/oei93 cL DL 154 QROL EET 4.433.033 2.TIRADD
Last Dats us ol 127342011 Approved for Collsction 103,771,921
Lasi P& Update 10 26 20AE Collecisens 43,535,028
Last Updated By wmileng IAterest 680,362
i Upedlabe Dee DI R0ET Tetal Revenue Ad, k16,201
Last Awdit Report Redeived by FAR Uncolected Balass 57,555,630
Wewi Audit Report Due to FAS WLT /302042 Dishursemenis A5,083, 503
P& Fscal Yaar Month End PFC Accoust Balass 533,789

Lepal Expleation Daie 00 0
Projectad Progeam Expeation Date 0401/ 7029
Projecied Months to Collect 0
Fae? Due Brajects
FAA Proj Wbe Abbee Pa (pra) Mhr P Tiks Phy Start Ot Phy Coamp O

The Application screen contains basic data about the status of your approved PFC
applications, total PFC revenue approved, total PFC revenue collected and disbursed, etc.

Running PFC reports
1. Logon to the PFC Reporting System (as above, under “Logging on”).

The PFC Reporting System opens in a new web page to the “Reports” screen (figure
below).

PFC Details PFC Reports

L BT Active vs. Inactive PFC Applications

L BT Distribution of Projects Report

WIS BT Enplanements by Air Carrier for Calendar Year
LIS RIS Excluded Class of Carriers

LI B EN SN Revenue Summary Report
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2. The buttons at the top of the Report screen labeled “Public,” “Public Agency”, “Air
Carrier,” and “Reference” refer to different groups of reports that you can run.

Click on any one of these to see the reports in that group. For example, if you click on
the “Air Carrier” button, you will see the following Air Carrier reports that you can run.
Click on “Display Report” (image below) to run the related report.

pnie XK Public Agency

Air Carrier Reports

F ggram Action Report

F- 7 Carrier Quarterly Report by Air Carrier

Reference

PFC Details

Changing your defaults, password, or user profile
1. While logged in to the PFC Reporting System, select the “User Setting” button on the
left side menu (see figure below).

2. This will take you to the User Management screen (see below).
Select a button at the top of the screen to take one of the below actions.

e Select your “default” screen (the screen that initially appears when you log on)
¢ Change your password
o Edit your user profile

e Set alerts (e-mail notifications)

Daefault hange Password Edit User Profile

i Select Y Default P
PFC Details our Derauw age

m L Details 'Ii'--ll- Ia. li_- 5 'l. v '

ser Setting
|
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Logging Off
1. From anywhere in the PFC Reporting System, select the “Logoff” button on the left
hand side of the screen (see figure below).

Application

Revenue Forecast

Application

Disbursements

PFC Details

- Go

Please Select the Airport: TV'S — McGhee Tyson
Reports

)

2. The AEP Main screen displays (see below).

Welcome tbutler! =
Federal Aviation Administration

AIRPORTS EXTERNAL PORTAL

PFC

55 System Messages | My hetices

o To fully access the website, please make sure the popup blocker is turned off.
o You currently have no messages.

AlP-

The FAA Airport Improvement Reporti tem is 3
web-based ﬁlmgn that p-enni‘lswa E?bm public
entities to obtain cument financial information about
‘their grants, submit project requests, provide project
status information, enter and maintain contact
information, view slerts, and run reports. AIP will also
provide additional reports showing grant and project
status and performance information.

MORE INFO

ARRA-

The FAA ARRA Data Collector allows ARRA grant
recipients to comply with the reporting re?':iremems
imposed on them by section 1 I{ci) of the American
Recovery and Reinvestment Act of 2009 (ARRA).
Each month, the airport sponsors or their
reprasentatives up-ge the funding status and
Disadvantaged Business Enterprises (DBE)
Rarticipation for each ARRA-funded project, including
RRA contracts that are out for bid, awarded,

undenazy. and completed. MORE INFO

PFC-

The Passenger Facility Cha Reporti e

{FFC Hemr?iera} is an\:reb—ba;r’; appﬁi?::at[gn 1l

Een'n'ns approved public entities to report Facil'rrx
ha related information. Public Agencies. (FA)

are able to enter revenue col via PFC as well

a5 interest earmed. ‘Az are alzo sble to enter

disbursement and PFC project information as well as

wiew reports. Air Carriers are sble to enter their

monthly PFC collections as well as view reports.

MORE INFO
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3. Select the small arrow next to your name in the upper right hand corner of the screen,
and then select “Log Out” in the drop-down box that appears (see figure below).

Welcome tbutler1

PORTAL

¥ Syctem Hessages | W My Notioss

o To fully access the website, please make sure the popup blocker is turned of
& %You currently have ne messages.

Welcome tbutler1t =

My Account X
Log Out

4. The system logs you out of the PFC Reporting System and the AEP, and the AEP
warning screen displays.
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