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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. 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.

6.

Have your airport director or other airport official, such as the chief financial officer, send the FAA’s
Regional PFC Program Manager in your FAA Region a letter or email requesting that you be granted
access to the PFC Reporting System.

For FAA’s Southern Region, send the request to:

Troy Butler

Regional Program Manager (AIP and PFC)
FAA Southern Region

Airports Division, ASO-610

P.O. Box 20636

Atlanta, GA 30320-0631
troy.butler@faa.gov

phone (404) 305-6727

fax  (404) 305-6730

In the letter or email message, include the following information for the person(s) seeking access:

Full Name

Email address
Mailing address
Phone & Fax numbers

FAA’s Regional PFC Program Manager will load the proposed user’s data into the PFC Reporting System.
The system will generate an initial email to the new user(s) to verify it has the correct email address(es).

Once the user responds to the initial email, the system will generate additional emails, providing the
user with their initial user name and password to access the system.

At initial logon, the user should change their password to one of their choosing.
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Logging on

1. Open your web browser (Internet Explorer or other) and go to https://soar.airports.faa.gov

a.

The warning screen displays (figure below).

Federal Aviation
Administration

** WARNING WARNING WARNING **

This 15 a Federal Aviation Admenistration (FAA) protected computer system. All FAA systems, mcludng afl related
equipment, networks, and network devices (e.g., induding Internet access) are provided for the processing of official
United States (U.S.) Government mformation

Intentionally accessing a protected Government computer without authonzaton of in excess of authonty and as a resul
causing damage, reckdessly or otherwise, will constitute a wiolation 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
Investpation and prosecution. Wolations of the CFAA can lead to both ol and ciminal habilky, indhuding seeking
monetary relief for econcemc damage.

The FAA will monor usage for wolations of pubbic laws, national information securty pobaes, and agency policy. The FAA
will mtercept, record, audk, read, copy, and disdose by and to authonzed personnel for offical purposes, mdudng
admirsstrative, ovil, and/or cnminal investigations.

Access or use of thes computer system by any person, whether authonzed or unauthornzed, constitutes consent and

monitonng to these terms foe wolation of Federal laws, natonal secunty pokcy, and agency computer policy. If you are
not an authornzed user of this system of do not consent to monitorng, exit thes system now.

** WARNING WARNING WARNING **

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

The PFC Reporting System main screen displays (figure below).

v £ ASOFAVs £2 ASO SharePomnt

@. Federal Aviation
\ Administration

Public Agencies can now enter their PFC collections data as a single kimp sum entry as was the prior practice
The pre-existing cobections information entered per air camer wil be totaled and entered on the Publkc Agency
Revenoe s coiections column foe each morth Please confirm thal the reverue informaton is comect, Ay
made by dicking on the edit button for that morth

Request
A Carmiers can now enter e quartery repert rformabon o a separate database

Air Carriers and Public Agencies can now obtan PFC quarteny (eporns through a series of reports. This will
enable each party to gather needead infarmation and allow for the resokion of problems when needed

If you have questions o need further information please contact your Regional PFC poirt of contact
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2. On the main screen, you will see three menu buttons in the upper left of the screen.
Select the one that says “Logon”. The logon screen then displays (figure below).

. Federal Aviation
g Administration

User Name :

Password :

(Submit ]

3. Enter your User Name and Password in the fields provided, and then select the “Submit” button.

a. The first time you logon to the PFC Reporting System, clicking “Submit” will take you to the
“Select Default” screen where you can select the default page you will see each time you logon
to the system. Most users will want to select the “PFC Details” option.

b. Each time you logon to the PFC Reporting System after the first time, the system will take you
to your chosen default screen. We'll assume you have selected the “PFC Details” option, so
after you select “Submit” on the logon page, you will be taken to the “PFC Details” page for
your airport.

Expired or forgotten password
1. Go to the PFC Reporting System logon screen as described above under “How do | logon...?”

User Hame :
Password :

Submit

Forgot User Name and Password?

2. Select the “Forgot User Name and Password?” link, which is under the “Submit” button (See figure
above). An email address screen then appears.

3. Enter your email address, and then select “Submit”.

4. The system then sends a message to your email address with a new password to use to logon to the
system.
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Entering quarterly PFC financial data, project dates

1. Logon to the PFC Reporting System as described above under “How do | logon...?” Assuming you initially
selected “PFC Details” as your default screen, you will be taken to your “PFC Details” screen. If PFC
Details is not your default screen, select PFC Details in the left border of your screen.

2. 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:

'.:"‘-='-"_v s | e
: Plexse Sebect the Alrport) T7S — MoGhee Tyson - ;:_:iu
S0 MEM P {5} apalitan wille A b Rutharity

m Revenve - Public Agency Alrport
Approved for Collection 18, 7T 820
Interast G80,36F
Total Revense 0,210,291
Uncollscted Ralance 57,953,630
Disburssments 45, 682,502
PFC Account Balamce 533,789
Lagal Expiration Date 09001/ 2023
ol S E WLk L
i

Tolecticns Trteraat e i fr—]
0.00 0.00 0.00

0.0 0.00 0.00

c. Make sure the correct calendar year is displayed in the “Pick CY to Display:” field (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 of CY 2011, you may sum the October, November and
December data and enter it for December 2011.
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2) Enter the PFC revenue you received from the airlines during the quarter in the

“Collections” column, and any interest you earned on PFC revenue during the quarter in
the “Interest” column.

3. To enter your quarterly PFC disbursements and update project dates:
a. Select the “Disbursements” 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

| Disbursement Revenue
Please Select the Alrport: TYS — McGhee Tyson - Go

elp

SQ0H0:

IMPORTANT: If you see a warning 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.

ilm m.m- L FResorts ]

|

| Disburssmants

| Picase Seinct tho Alrport:. SHM — Bmngram-ShulSesein inlematona * G0

] nir
R 7 AN L)

rth Entern, Wirmingham, AL
Birmingham Alport Asthority

There is one of more Estimaled Dabe(s) that i pasi due.

AL R
Atrbare t B Title ¥ Py HEart

o=
¥ ¥ Fhy Comp DU ¥
s guare Mo Land 0500/ 155 A [IaILEo1N | E

Gl Wndom Prnd

—

{1
B
i

If these dates are not updated, SOAR will not save any disbursement data entered during this session. You can edit this information en the next
page.

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

[rizhursamsnts
Plaass Select thia Airport:: T3 — WeGhes Tyaon - |Go
TS FicGhas Tyson Knsayille, TH
50/ HEM P (5] Matropolitan Knowville Asport Authomty
Drisharssments - Bublc Agency Sirps
¥ Quartsr End O
PRSI B T Imsplementation Comphetion Previously | o s
Fhysical Fimamcial Huparted
- D1k ""'"“". ; OB/ITIII98 A iZI0/Z00Z A 36, 142 254 94 g.00
Eardtruction rahabilitatisa

o7-001 Edi it nak] 0Rf0M/2003 A O7/OLIZ0Z8: E 68,620.00 .00

Cavalapmert

or-0032 Eki Teminal Improvemeents Program  O7/0L/ZI003 A QLD Z0ZE E L, S0y, 00D Q.00

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.

IMPORTANT: 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-Proi { Action PA Title

02-0@ Edit Study, Design and Constr
e’ Runway Pavement 8-26

02-002 Edt Expand Passenger Termin

02-003 Edit Rehabilitate Apron Slabs
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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 com:

07-001 PFC Administ
Shwe 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

[T Next Page >> |

Amg

‘ent Quarter Cumulative Total Proj Cost Appr

PFC Application status

1. Logon to the PFC Reporting System as described above under “How do | logon...?”. Assuming you
initially selected “PFC Details” as your default screen, you will be taken to your “PFC Details” screen. If
PFC Details is not your default screen, select “PFC Details” on the left border of your screen.

2. Select the “Application” button at the top of the PFC Details screen, then click on “Go”. This displays
the Application screen.

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

A ainie Application
Please Select the Airport: 775 — McGhee Tyson @
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3. Onthe Application screen you will find basic data concerning the status of your approved PFC
applications, total PFC revenue approved, total PFC revenue collected and disbursed, etc. A sample

Application screen is below.

o e
S0/vnm | P is)

-

200E-0T-C
1998-06-C
L99T-05-C
ST 1997-03-C
1996-02-C

1993-01-C

FAM Praj Kb Abbes

Running PFC reports

1. Logon to the PFC Reporting System as described above under “How do | logon...?”. Assuming you

Applicatsn
Please Select the Alnport; TVE — UoGhes Tysan =[Gl

L
Matrapeiitan Knzxwille Arpert Authenty
Dats Displey i reflactive of FAA Dats sa of COO: 0618,/ 2010

| C | | Projected Agproved Finnascial
Statom Effactive Expratiom Imposs Usa Dnbursed

ap 0T/ 20EY fOLY G 30D 4 E81.637 &£,851, 637 1, 8658.620.00
ap 05011999 1oLa0ET 51.108.707 1,108,707 FE. 142294, 94
(=1 0501 L PR LAGT. 73T LAST, 73T LA, 73700
=1 o 99,833 699,622.00
e DS/01/ L 88T 1287 BE4 1,497 884 LA, BE4.00
CcL 0RO LILSST 552931 552,931 552.931.00
cL Q1701 4433035 3753400 2733.400.00

Last Daia as of 127382041 Approved Tor Collection 103,771,421

Last P& Updats 10426/ 2011 Collabaming. 45,535,928

Lasit Updated By g Inieresi 68, 363

Bt Update D 0332012 Tolal Hevenus Af, 216,201

Last Auwdii Beport Received by FAR Uncolecied Balascn 57,555,630

Wik Audit Report Dua ko FAA BLT L TET T TE] Diabursamments 45,683,502

DA Facsl Yaas Manth Ead PFC AL oust Balhsis 533,780

Legol Expiration Dale 0911 /10323

Projetad Progeem Expeaten Dats oAf01/ 1029

Projecied Monihs to Collect 0

Fast Duns Frajects
P& (prai) Whe PR Tithe Phy Skart B Phy Coamp TH

initially selected “PFC Details” as your default screen, you will be taken to your “PFC Details” screen.

2. Select “Reports” on the left side menu (figure below). The “PFC Reports” menu screen displays.

I Report: I

ﬁ!“
\\\
GO"

PFC Reports

Active vs. Inactive PFC Applications
Distribution of Projects Report

Enplanements by Air Carrier for Calendar Year
Y Excluded Class of Carriers

;70T 4 Revenue Summary Report

i

3. 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. Just click on “Display Report” to run a report.

P IS LI

Ajr Carriar Reports

IS rdpram Action Raport

T avrcarmier Quartarly Raport by AW Carmiarn
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Changing your defaults, password, or user profile

1. While logged in to the PFC Reporting System, select the “User Mgmt” button on the left side menu (see
figure below).

2. This will take you to the User Management screen.
Select a button at the top to take one of the below actions.
e Select your “default” screen
e Change your password
e  Edit your user profile

Default ~hange Password Edit User Profile

Select Your Default Page

Tt e e

PFC Details |

c il
8z

Produced by Troy Butler
Planning & Development Branch, Airports Division, FAA Southern Region
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