
Treasury Portal Guidance 

ACCESS THE PORTAL 

All users planning to access Treasury’s ARP Reporting and Compliance portal will first need a login.gov 
account. Using your login.gov credentials, you will be able to access the portal at the following link: 
https://portal.treasury.gov/compliance. Treasury has recommended using Google Chrome for this site. The 
following page will appear. Enter in your login.gov email address and password to continue:  

 

Once you log in, you will be greeted with the portal home page: 

 

 

 

If you receive a “No matching contact” error message upon logging in to the portal, please scroll to the bottom 
of this document for troubleshooting. 

  

http://login.gov/
https://portal.treasury.gov/compliance


DESIGNATE ROLES 

On the home page, there is a blue bar at the top of the screen. Click on the three-line icon in the left corner of 
the blue bar. A drop-down menu will appear, choose Account. You will then click on your township name. 

 

From here, you can read the Introduction and work your way down the left panel options, starting with 
Certification. On the Certification screen, review, type in your name, and click Submit. 

 

The Designation Form is the final option on the panel. This is where you will be adding contacts and adjusting 
roles. The screen will display a list at the bottom with names and contact information of any individuals who 
have previously been designated for any of the three roles.   

 

As explained in the introduction section, the roles are as follows: 

 The Account Administrator is responsible for adding contacts and assigning roles.  
 The Point of Contact is responsible for completing the reports. 
 The Authorized Representative for Reporting is responsible for certifying and submitting the reports. 



The Account Administrator can hold all three roles. If this is the case (and you are the Account Administrator), 
click Edit my current role. Select a role in the Program Roles box and then click on the small arrow to the 
right of the role. This will move the role to the box on the right, designating that role to the current user. Once 
you are done selecting roles, click Complete. 

If adding new points of contact and designating roles to this new contact, enter the designee's information and 
follow the same procedure as above: highlight the role, click the arrow, and click complete. 

If you see contact information for individuals not associated with your township in this section or do not have 
any roles to choose from in the program roles box, please scroll to the bottom of this document for 
troubleshooting. 

UPLOAD REQUIRED DOCUMENTS 

From the portal home page, click on the Go to Your Report button, this will take you to the SLFRF 
Compliance Reports page. You should see your NEU number under Report Name followed by NEU 
Agreements and Supporting Docs. Click the blue pencil to get started. 

 

First, you will be directed to the recipient information page, where you will verify your township’s information 
and input any additional information that Treasury did not auto-populate. Once you finish this section, click 
Save. 

 

After saving, scroll down and click Next. This will take you to the NEU Agreements and Supporting documents 
screen. You will be uploading the three documents that your township submitted to DCED when requesting the 
funds. 

1) Signed Award Terms and Conditions Agreement 
2) Signed Assurances of Compliance with Title VI of the Civil Rights Act of 1964  
3) Actual Budget Documents (this will be your actual 2020 township budget that was adopted in 2019) 



 

Click Upload Files to open your computer’s file explorer. Find the corresponding document in your folder and 
click Open to upload. If you make a mistake and upload the wrong document, you can select the file and delete 
before trying again. 

If you do not have all three documents readily available, Treasury has added the ability to upload the ones you 
do have and continue with your reporting process. Under the question at the top of the screen: “Are the 
following three documents available for upload?” click “No” in the dropdown menu. You will then provide an 
explanation in the text box regarding the documents you do not currently have. Treasury will be reaching out to 
follow up on these documents. 

 

  



Troubleshooting Tips 

NO MATCHING CONTACT ERROR  

If you head to Treasury’s portal and receive an error message, “No matching contact record was found. Please 
contact your Account Administrator to create a Contact Record for you in the system,” then someone else at 
your township has been designated as the temporary Account Administrator by Treasury.   

The easiest way to determine who this might be is find out if anyone at your township has recently received an 
email from Treasury to log in to the portal and choose Points of Contact. That individual has been designated by 
Treasury as the temporary Account Administrator and they are the only person who can make changes to the 
roles, including giving you access to the portal.   

If you believe no one received communications from Treasury or if you believe the person who requested the 
funds is no longer with your township, Treasury will need to manually designate you. Send an email to Treasury 
at COVIDReliefITSupport@treasury.gov with your information (Township, County, State, NEU#, your name, 
your email) notifying them that you need to be designated as the Account Administrator. 

OTHER MUNICIPALITY INFORMATION IN PORTAL   

If you find any of the following: 

 Different township name listed under the Accounts page 
 Different NEU number listed under the Compliance Reports page 
 Names of individuals who do now belong to your township under the Designation Form page  

Please reach out to Treasury at COVIDReliefITSupport@treasury.gov and CC Katie Lizza (klizza@psats.org) 
as you likely have a merged account with another municipality.  

Please note that removing the names of individuals not associated with your township will not solve the 
problem. This is an issue with Treasury's database. Even if you delete a name that does not belong to your 
township, that other municipality will log in and access the same portal account.   

In your email to Treasury, please take a screenshot and give them as much information as you can; remember, 
they are a federal organization handling accounts from across the country. List your Township, County, State, 
NEU# and make it as clear as possible which information is not correct for your township. 

 

There are several ways to take a screenshot depending on your device: 

 If you have a Windows desktop keyboard, look for the “Print Sc” button next to the F# keys. This will 
snap your currently open window and copy the screenshot to the clipboard. You'll need to open the shot 
in another program like MS Paint or MS Word to save it. 

 If you have a “Snip & Sketch” application, open the program and click “New.” There, you can drag the 
area of your screen you would like to screenshot. Again, this will be copied to your clipboard. 

 If you have a Mac computer, press and hold these three keys together: Shift, Command, and 3. By 
default, your screenshot will save to your desktop. 
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