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1. Introduction
This document is a user manual for the PKA Vendor Portal. All of the features av&ilatie Vendor
user are described in this document.

2. Generallnformation

2.1. SystemRequirements
You can access the Vendor Portal website at the following URL
https://vendorportal.nycenet.edu/vendorportal/login.aspx

2.2.How to Register
You can view the instruains to register as a new user by clickingRegiste(Figure J).

% Login

Help/Feedback

Figure 1: Vendor Portal Login screen

If you forget your password, click ¢forgot your password@Rigure ). If you are still having trouble, select the

Contact Vendor Hotlidak.



Onceyou login successfullyselect the PKA link in the right menu b&idure 2).

Welcome, ADMINISTRATOR

The Vender Pertal (vPortal) is the Department of Education’s enline management tool for our vendors.

This tool is part of cur cngoing effort to improve your vendor experience. Here you willfind the tools to

do business with the Department of Education in an effective and efficient way. You can now add your

organization to our bid lists to receive notifications when we have a Request for Bids (RFB) or Request MTAC
for Proposals (RFP) and other solicitations. In addition, once registered, you will be able to download

solicitations of interest to you. You may alse update your vendor information, setup an e-mail addressto | P;\
‘ receive your orders via e-mail, view your orders, and check on delivery instructions, inveices and N
payment status. See the Portal News section below for continuing information about new vPortal
functions and improvements.
Figure 2: Vendor Portal screen after user logs in
If the PKA link does not appear, please contact your DCP representative or Operations Analyst.
2.3.How to Add/Edit usersand control access
An administrator (user name isdigit Federal Tax ID) can creahild Account(gp allow access to
the Vendor Portal for other employees.@hild Accounis a way to give an employee selective
access to functions within the applicati. The administrator can control the access level for a child
account.
A SelectAccount Administratioon the left side of the welcome pagé-jgure 2.
A SelectAdd/EditUsersanda list of existinguserswill display(Figure 3).
A SelectAdd Userg¢Figure 3a).
Account Administrator
A Home A Help A logoff
Account Administration
Vendar Infarmation Add or Edit Current Users:
(. AddfEdit Users) ——
Edit Your Profile
Contact Inform ation User Id First Name LastName Email Reset Password Delete
Figure 3a: Add Users tab screen
Add inChild Accourt O ET &I Of AOET 1 FEigureGEA AT 1T xET ¢ A&l Ol j

A User Info sectionEnter the appropriate information in each respective figddl Note that

_ thisUserIDis the user naméor the Child Accournto accesghe VendorPortal.

A BOE Vendor Access sectidPlace a check in the checkbbgfore proceeding to other

_sections(b).

A ApplicationSecuritysectiont Selectthe level ofaccesdor the user(c).

A User Module Access Settings List secti@electthe area(s) you want to provide th&hild
Accoun user access t@d):




0 Budgetz allows user to create and submit budgets for DECE review and approval
o Enrolimentz allows user to create and submit enrollment records for DECE review and
approval
o Invoicez allows user to create and submit invoices for DECE review and payment
o Attendancez allows user to record and certify attendance records for all enrolled
students
o Miscellaneoug allows user to submit student screening results, create class codes,
manage staff oster (including salary information), and access a library of vendor
i resources
A Commodity List sectionPlace a check in the checkbox for this secfien
A ClickSavewhenyouare done.

USERID: | FIRST NAME: | LAST NAME: |

— User Inf-:-(a)
User ID:

First Name: Last Name:

Email

— BOE Vendor Access D)

USER ID: BOE VENDOR NO: BOE VENDOR NAME:

— Application Security(c)
INFORMATION

¥ User Profile
SOLICITATIONS

#| Download Solicitations #| vour Solicitations #| subscription
OTHER

¥ MTAC PKA
HELP

¥ MTAC Tutorial

— User Module Access Settings List
User does not have any zpplication modules

(d)

— Commodity List(e)

SERVICES

UPK, CBO, AFTER-SCHOOL PROGRAMS & CHILDCARE

x Cancel(é;;;s

Figure 3b: Add Users form screen

After submitting the information, the system automatically generates an email to the new user informing the

user of his/her Vendor Portal username and password.



3. Vendor Managemern

TheVendor Managemenab is under theMiscellaneoumodule. Here you will segn overview of your programs
(Figure 4).

Student Attendance Invaoice Enrollment Budget Miscellaneous -

| en dor Manage rren [3)
Vendor Profile — 7977—}""””/
Student Screening

Vendor Id : 81 Vendor Resources

Address 1: 13 Student Roster

Shao JT il e

Figure4: Vendor Management under the Miscellaneousodule

3.1. Site Profile

InVendor ManagementlickGo To Site Profite get to theSite Profilescreen Figure 5. You will need to access this

featureto add staff members and class codes.

Vendor Profile <\Eo To Site Pr;fiT/a)
VendorId: Vendor Name :

Address 1: Address 2:

City /Town : State :

Zip : Phone :

Email Id : Website :

Fiscal Year : 2016 - 2017 ¥ o Add/View Comments
Vendor Type : Mon ACS A Allowed Invoice Certification : No Yes

Allowed Attendance Certification : No Yes Active : No Yes

Umbrella Organization : No Yes

Figure 5: Vendor Management details screen

UnderSite Profileall information should be automatically populated. You can edit &ite Contacby clicking the
[ icon, as well athe number ofOperating Seatby seat typeby clickingthe | B9t | then | Bl $ave | jcons
(Figure 6). Ifany infamation or the permitting type appearincorrect, reach out to your Operations Analyst for

assistance



Site ID: | QBHY v Fiscal Year: 2017 - 2018 ¥
Site Profile Staff Management
General Info
Doing Business As : Aim High Leadership Academy District : 27
Address : 131-44 134 Street Fiscal Year Status : Active
City : Queens State : Ny v
Enable Walkins : Yes No Seat Capacity : 12
Note: Select date from this range: 07/01/2017 - 06/30/ 2018
Site Contact
Contact Type Name Phonel Phone2 Fax
Site Contact Gloria Lindsay (917) 288-8290
Operations Analyst ErmineBergamino (718) 642-5850
Instructional Coach Mot Assigned
Social Worker Margery Rubin
Seats Info
Seat Types Proposed Seats Contracted Seats
ACS Seats o o
Half Day Seats o o
Full Day Seats o 12
5 Hour Seats o |0
((2edt)
Additional Info o
Permit Type : | -- Select -- ¥ | DOHMH ID :
NYS Type : -- Select -- ¥ |Health Safety DOB :

Contract/RFP Tracking

Back to Vendor Management

Class Management

Get Pravious Year Location

Borough : Queens
¥ | Start Date : 07/01/2017
Zip Code : 11420
Email Action

aimhighleadershipacademy@gmail.com @X

MRubin12@schools.nyc.gov

Operating Seats

Health Safety DOH :

Health Safety FDNY :

Figure 6: Site Profile screen

3.2. Staff Management

Prior to creating your budgetou will need to accesStaff Managemento add your staff names, titles and salary

information (Figure 7). Once a staff member is added &aff Managementhe/she will appear under one of three

categories:
A Administrative Staff
A Instructional Staff

A Per Dem Staff

Remember, PETS (Personnel Eligibility Tracking System) validation is required for all NYC DOE Instructional and Per

Diem staff members.

A If you completed a staff roster in the previous fiscal year, you can click ontHe fn® 0 OAOETfOO 9AAOG
Ol Ai PU OEA DPOAOGEI OO UAAOEO EIT & Oi AGETT ET O OEA AO
A If there is any change in the PETS status of a staff member from the previous year (Active to Inactive or
Eligible to Ineligible), the information will not be copied over to the curréstal year.
A r1Tu AEATCA ET ET &£ Oi AGETT O1 OEA AOOOAT 6 EEOAAIT UAA
A If you are a new vendor, clidddd New Staftb).



Site ID: | QBHY v Fiscal Year :

Site Profile

Administrative Staff

Instructional Staff

Contact Name Designation

Per Diem Staff

2017 - 2018 ¥

Staff Management

Teacher Type

Back to Vendor Management

Contract/RFP Tracking Class Management

(a) oGet Previous Year's Administrative Staff “ Add New Staff (b)

(a) nGet Previous Year's Instructional Staff “ 5 Add New Staff (C)

Salary Hours/week Action

(a) “@Get Previous Year’s Per Diem Staff “g Add New Staff (d)

Figure 7: Staff Management Screen

3.2.1. Add Administrative, Instructional, ard Per Diem Staff

Administrative Staff
To add administrative staff, seleétdd New StaffFigure 7(b)), this will result in thedAdd/Edit Administrative Staff

screen Figure 8. Complete all required fields and click tBavebutton to add the Administratie Staff person to

your roster.

Add /Edit Administrative Staff

Roles : [] Site Direclor 7] Pupil Accounting Manager O School Aide [] Murse [7] Vacancy- Admin O Other
First Name : I Last Name : I 55N : I - - I
UPK
Email : I Phone : | Hour s/ Week : I
UPK Salary : |

B £ a\;‘\)

Figure 8: Add/Edit Administrative Staff screen

Instructional Staff
Toadd Instructional StaffselectAdd New Staftinderinstructional Staffn Staff ManagemengFigure 7(c)).

This will result in théAdd/Edit Instruébnal Staffscreen(Figure 9a). If you are a charter school, skip thgpefield

and continue entering the remaining information for Instructional Staff members.



Add/Edit Instructional Staff =]

Type: stiecr Y
|ACS /
Roles : ON ACS
Teacher Type: W

First Name : Last Name : 55N :
Email : Date OFf Birth : PETs Status :
Phone : Certificate # :

UPK
UPK Salary : Hours/Week :

N
( B Save )
%\\7777/ S

Figure 9a: Add/Edit Instructional Staff screen

How to fill in Instructional Staff form:

A For ACS classrooms, select ACSype(Figure 9b(a)).

A For nonrACS classrooms, select n@CS inType(Figure 9¢(e)). NonACS should be selected for all
Instructional Staff in classrooms who receive DOE funding.

A Select aRoleusing the radio buttongb).

A SelectTeacher Typiom the drop down mentc).

A Manually enter in the rest of the fieldslote: The PETS lookup function must be used to select a staff

member that is active and eligible from PETS.

A SelectSave.

Add/Edit Instructional Staff |=|
Type: acs (@) v
* Teacher (Lead) Teacher (secondary) Para-professional Service Provider (SP/OT/PT) Vacancy (Lead Teacher)
Roles: (D) Vacancy (Secondary Teacher) Vacancy (Para-Prof) Vacancy (Service Provider) Educational Director
Teacher Type : -- Select --  (C v

First Name : EARLY CHILDHOOD CERTIFIED TEACHER WITH MASTERS SSN:
; EARLY CHILDHOOD CERTIFIED TEACKER WITH BA
Email : MNON CERTIFIED TEACHER PETs Status : NA (d)

EDUCATION DIRECTOR

Phone ¢ Assistant Teacher

UPK Salary : Teacher Aide
Floater Teacher —
Secia ker

Family ker
Instructional Coach
Other Instructional Specialist (e.g. gym, art)

P —

Figure 9k Add/Edit Instructional Staff screen for ACS classrooms



Add [ Edit Instructional Staff

Type: HOMACS (€)™
- Teacher (Lead] Teacher (secondary) Para-pr ofessional () Semvice Provider (5P OT/PT) [ Macancy (Lead Teacher)
Rolas : -~y Vacancy (Secondary Teacher) ) Vacancy (Para-Pref) ) Vacancy (Service Provider] 7 Educational Director
Teacher Type : —Select —
First Mame : EARLY CHILDHOOD CERTIFIED TEACHER WITH MASTERS —
) EARLY CHILDHOOD CERTIFIED TEACGHERWITH BA ) -
Email : MNOMN CERTIFIED TEACHER PETs Status:
EDUCATION CIRECTOR
Phone : Assistant Teacher ]
UPKSalary Teacher Alde
" et E—
Soclal Worker
Family Worker
Instructional Caach
Cthar Instructional Specizlist (e.g. gym art)
Figure9c: Add/Edit Instructional Staff screen for nonACS classrooms
Using PETS lookup for Instructional Staff
Use the@ iconto bring up the PETS lookup search b&iglre 10).
Add/Edit Instructional Staff ]

Vacancy (Lead Teacher)

Type: MON ACS v
* Teacher (Lead) Teacher (secondary) Para-professional Service Provider (SP/OT/PT)
Roles : Vacancy (Secondary Teacher) Vacancy (Para-Prof) Vacancy (Service Provider) Educational Director
Teacher Type : EARLY CHILDHOOD CERTIFIED TEACHER WITH ¥
First Name : < Last Name : S5N :
Email : - Date Of Birth : PETs Status :
Phone : Certificate # :
UPK Salary : UPK Hours/Week :

PETS Staff
Search
PETS Employee ID: First Name: Last Name:
(5}, search

Figure 10:Add/Edit Instructional Staff screen with PETS lookup icoand search box
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Search for a staff member
A By his/herPETS Employee,IBirst NamendLast Name

A Youwill only be able to see those who are Active and Eligible on your PETS roster.

o If a staff membemho should appear in this search box does not, contact your Operations Analyst.

After the staff member is selected

A His/herFirst NameLast NameEmai| Date Of Birtrand SSNwill populate automatically.

A ThePhone UPK SalaryCertificate #and UPK Hows/WeekKields must be manually entered.
A SelectSaveto save the staff member to youBtaff Managemenlist.
A

Complete these steps for every additional staff member at your program.

Per Diem Staff
A ClickAdd New Staffinder the Per Diem Staff iStaff Managenent(Figure 7(d)).
A You must select a role for each staff member and completeRhene(a), UPK Hours/Dafp), andPer Diem

Ratefields (c) (Figure 1J.

Add/Edit PerDiem Staff L

Teacher Types : o) Substitute Teacher e} Assistant Teacher
FistName: | (]) LastMame: PETs Status :
PETS Staff -
Search

PETS Employee 1ID:

g Search

Figure 11: Add/Edit Per Diem Staff screemwith PETS lookup iconand search box

Using PETS lokup for Per Diem Staff
A Use theliJ iconto bring up the PETS lookup search bé&igire 11.

A Search for a staff member by his/heETS Employee 1D

A Youwill only be able to see those who are Active and Eligible on your PETS roster.

o If a staff member who shdd appear in this search box does not, contact your Operations Analyst.

11



After the staff member is selected, his/hEirst NamelLast NameandEmailwill populate automatically.
ThePhone UPK Hours/DayndPer Diem Ratfelds must be manually entered

SelectSaveto save the staff member to yo8taff Managemenlist.

> > > >

Complete these steps for every additional staff member at your program.

3.3. Class Management
From the Site Profile screeithere is a tab fo€lass ManagemeilfEigure 12). This is wiere you will create class
codes and map your teachers to those class codes. Also, you will be able to specify the day length (Full Day or Half

Day) and program type (ACS or n#CS) for your PKA classrooms.

Site Profile Staff Management Contract/RFP Tracking (/ Class Management ;)

Figure 12a: Class Management tab

3.3.1. Cre#e New Class Codes
All physical classrooms must be assigned a RIS class code. You will assign students to the corresponding class
code when completing enrollment record$o create new class codes, you must input:
A Class Namé), Capacityb), # of Saff (c), Room Numbéd)j ET  UT OO DBOT COAi 6 ODayfgAAEIT EO!I
Length(e), and ACS) (Figure 121).
o Note:for ACS Vendors, please be aware that the ACS dropdown (YES/NO) will determine whether

that specific class is designated as ACS or not.

Site ID : Fiscal Year : 2015 - 2016 ¥ Back to Vendor Management
Site Profile Staff Management Contract/RFP Tracking Class Management
& Print
g::ds: Class Name Capacity ;::F Teacher 1 Teacher 2 ::‘:';EF Day Length ACS Action
421 421 - FULL DAY FULL DAY MO w
4 01A (a) (b) (C) (igrelgct-- 7‘/") (-;;g,eléct-- 7‘/') (d) --Select--(e)’ -- Select - ¥ (f) a

Figure 12b: Class Management screen

3.3.2. Map Teachers to Class Codes
To map teachers to class codes
A Use the Teacher 1 and Teacher 2 dropdowFigre 12608 4 AAAEAOO 1 EOOAA O1T AAO O)1
Staff Managementvill appear in these dropdoms.
A Once teachers are selected and classes are saved, the teachers will be mapped to their respective class

code.

12



4. Enrollment

TheEnrollmentab allows you to enroll student§igure 13.

Miscellaneous
o Broadcast Message

o DCP Admin

Student Attendance Invoice

o Document Status
o E-Catalog Approval
o PEG Tracker

o PKA Admin >

T ewotmen ) eudge

Pending your review

Students Information

Expenditures

Misce

Approved (1)

o TRAC Admin
o Vendor Evaluation

@ WP Table Maintenance

o VPortal Admin

Figure 13: Enroliment tab

4.1. Navigating your offer list

A Clickingon theEnrollmentab directs you toyour offer list Eigure 14.

Enroliments

( Offer List { 132 >\ Draft (2) Pending DOE Review ( 0 ) Pending Admit Date ( 3 )
Site 10

Site
Last Name Gender  Date OFf Birth }v & Brogram Type

Approved (0 ) Rejected { 2) Inactive (0 )

Student Address Parent’s Name

Advance Search

Phone Number

Figure 14: Offer List screen

A You can filter offers to your site by selecting your site in the Site ID dropdown.

A )AE A OOOAAT 060 AARARPOABAD O AAAEEDBAR ®IE AGDA E AEB DA §
I £ OEA Régthafidn Bl oged.O O O

clickonthe®li T OEA 1 A&£O

4.2. Register Students with DOE Offers

Once the registration form is open, information will ppepulate from the student record in SEMSlickSubmit

when you are finishe¢Figure 15). The OSIS number will generatacethe student record is approved by DOE

personnel.

13
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Registration form for Enrollment ID : School Year:

Student Information

Emergency Contact Name =

Classroom # :

Site Name :
IEP : Yes No
Prepared By : CBO Designee

Enrollment Status :

2016-2017

05I1S# (for office use only):

Last Name = First Name :

Date of Birth : | 2012 [MM/dd/yyyy] Gender : Male Female

Proof of Birth : -- Seleet -- v Certificate No :

Place of Birth : -—';| Geographical Code : 88 NEW YORK CITY

Site Districk : 27 ¥ | PKA Finder Student District = -- Select -- ¥ | Find District
Housing Status : -- Select - v UMAC Youth :

Housa Number : Straat : -
City = State WY

Phone :

Home Language Code : -- Select -- v

Hispanic : Yes Mo

Race = AMERICAN INDIAN OR ALASKAN NATIVE ASIAN NATIVE HAWAIIAN OR OTHER PACIFIC ISLAND
Health Insurance: -- Select -- T Health Alert : - Select - 7

Enrollment Information

site 1D : () QEHY hd Day Length : - Select -

Admit Date : iz

Parent / Guardian Information

Last Name : First Name :

Relationship Code = -- Select - A Work Phone# :

Preferred Language

Written : -- Select - A Spoken @ -- Select -

Other Pertinent Information

Student Fund : Child Care Head Start Private Funding No Other Funding{UPK Only)

Proof of Address : Parent Affidavit Of Residency Lease Agreement utility Bills Letter From Gowvt Agency Confirming Address

Emergency Contact # :

Site Phone # :

Special Ed Services : 0

B save | |[¥] submit

3} Back to Enrollment Page

Middle Name :

Borough :

Apt Number :

Zip Code = -

BLACK WHITE

Class Code : 0 -- Select - ¥

Middle Name :

Letter From Landlord

Figure 15: Registration form

4.3. Register Students without DOE Offers

For sudents who do not have a P for All offer, you will have to register these students manually using the

Registration ForrgFigure 16:

A Go to the Enrollment screen.
A 91O xEI1 OAA O#I1E
A #1 EAE O%l Ol11 3060

14
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Student Attendance Invoice

Enrollments

Budget

Miscellaneous +

Fiscal Year: | 2016 - 2017 ¥

Click here for SEMS CEnroll Student>

Fiscal Year:

Click here for SEMS nroll ":w-tLll_"E': I:

201 - 2017 W

Figure 16: How to register students without DOE offers

*Note: If you do not have this link or you receive an error message, contact your Operations Analyst (OA).

This will bring up a blanRegistration ForrfFigure 17). Most of the fields on this form will be lockdigt name, last

name, date of birthetc.). To unlock these fieldsomplete the following steps:

A Fill inSite Districthen Site ID TheSite IDfield will not work until theSite Districis competed.

A A search will be conductealitomaticallyto see if any student records in SEMS match Site IDand Site
District If a matching student record is found in SEMS, the form wilpré B O1 A O A

xEOE

information. If not, the rest of the fan will open and the remaining fields must be completed.

Enrollment.

A Note: Proof of Addresield is optional.

A Cick Submitwhen you are done, thetherecordwill be added to thé®>ending DOE Revigab under

Registration form for Enrollment ID : School Year :

Student Information

Last Mame :

Proof of Address : Parent Affidavit Of Residency
Emergency Contact Name :

Classroonm # :

Site Name :

IEP : Yes No

Prepared By : cBO Designee

Enrcliment Status :

2016-2017

Lease Agreement

OSIS# (for office use only):

First Name :

Utility Bills

Emergency Contact # :

Site Phone # :

Special Ed Services = Q

Letter From Govt Agency Confirming Address

12} Back to Enrcliment Page

Middle Mame =

Date of Birth : 2012 [MM/Sdd/vyyy] Gender : Male Female
Proof of Birth : —- Salact —- - Certificate No :
Place of Birth = ] Geeographical Code = 88 - NEW ¥ORK CITY
Site District : — Select -—— ¥ | PKA Finder Student District : - Select —— ¥ | Find District Borough :
Housing Status : -~ Select -- - UMAC Youth :
House Number : Street : - Apt Number :
City = State : Ny Zip Code : -
Phone :
Home Language Code = - Salect —- d
Hispanic : vas ro
Race : AMERICAN INDIAN OR ALASKAN NATIVE ASIAN NATIVE HAWATIAN OR OTHER PACIFIC ISLAMD BLACK WHITE
Health Insurance: -~ Select -- - Health Alert = -- Select -- ¥
Enrollment Information
site 1D = Q) -~ Select -- ¥ Day Length = -- Select -- ¥ Class Code : @@ [-- Select —- *
Admit Date =
/e d Inf ion
Last Mame : First Name : Middle Name :
Relationship Code : -- Select -- - Work Phone# :
Prefarred Language
Wiritten : -- Salect -- - Spoken : -- Salect -- -
Other Partinent Information
Student Fund : Child Care Head Start Private Funding Mo Other Funding{ UPK Only)

Letter From Landlord

Figure 17: Registration Form

15
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4.4. Register Waitlisted Students

When you conduct a SEMS search for student records, the system will only pick up a record if the student has an

offer date.If the student is on a waitlist, he/she will not be registered until an offer dagatered into the system.

Once the student record is selected, tieegistration Formwill populate itself with the information stored in SEMS.

4.5. Enroll Students in September

Students can still be enrolled and registered in Ki®S until BEDS date. If any students are enrollédraBEDS,

they will be considered replacement students (students enrolled to replace those who dropped after BEDS) or,

when applicable, expansion students.

4.6. Enrollment Status

The following chart details the different statuses of student registratioml @ahe action(s) required.

Draft

Pending
Admit Date

Pre-

Approved

Approved

Rejected

Student registration forms under draft

If you expect the student to attend, submit the

can only be seen by you. DOE staff will student record in Pr&KIDS and submit the

not be able to review/approve these

registration forms until you completgl

fill out the form and submit.

Any submitted registration form will be
under this tab and reviewed lije DOE

once the enrollment packet is received.

These registration forms have been

successfully reviewed by the DOE and

areready to be approved.

These student records have been

approved and have an OSIS number.

Rejected registratio forms will be

under this tab.

16

enrollment packet to your field office.

Otherwise, make the record Inactive.

Confirm that the enrollment packets has beer

received by the field office.

Once school startenter the admit dateand

resubmit for DOE approval.

None

Check all comments provided by the DOE,
resolve any issueseédtified, and resubmit.
Registration forms may be rejected because
either they are missing a required documeat

a required document is insufficient.



Inactive These students have not and will not None

attend your program.

4.7. Rejected Registration

Toview comments a a rejected registration form
A Frstclick on the rejected tab under Enrolime(iigure 18a).

| Budget | Expenditures Miscellaneous -

Enrollment

Pending your review Approved ( O ) Rejected ([ 250 ) Advance Search

Figure 18a: Rejected tab under Enrollment

A Next, clickl T EA OOOAAT 680 %l QFiguieis®i 6 )$ AO OET x|
Students Information School Year: | 2017 - 2018 ¥ | District: |All ¥
(/Q \\ Vendor ID 3:::°' First Name Last Name Cender %:m Site ID ﬁrid ;::‘:‘ g:::l':::do :re'rwed Action  Status
\ ./ - ) Rejected
\333-13/ 111 2018 R D 2013 15 [ By OECE

Figure 18b: EnrollmentiD

Add / view comments | o a0k 6t Ehk BottolEfO T 8 4 E A

AEEO xEI1 AOEIC 0P OEA 000k, Add/ Viewcomments

the following screen(Figure 189.
A Click on tfis button to view thereason for rejectiomwritten by DECE personnel

Comments for Enrollment

Save
Comments : o E—
C £ C t

Smmen D eT Comments Options
By Date

07/10/2017 Please provide 2 valid proof of address

Figure 18c: Enrollment comments screen
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5. Student Roster

Under theMiscellaneoudropdown,the Student Rostetab provides you with access to your rostBigure 199.

Miscellaneous -

Vendor Management
Student Screening

'\."E'I1l:|7l:ILF'lE'SDLII'EE'5
<‘5tudent Rnst@

Figure 19a: Student Roster

A Rosters can be searched Rypster Datéa), Site Id(b), OSIS#(c)and Class Codgl).
A Searching fom student roster by date will return a list of aludents enrolled as of that date in ATS.
A Searching with theCurrentoption selected will return a list @fll students currently enrolled in ATS.
A Use the export button to download an excel version of thsults from your student roster search.
A TheRoster Datdield will be disabled when th€urrentoption is selectedRigure 190).
Student Roster
(@) Roster Date: (\”\ic—'ﬂfn”l':mm (c) os1s#:
(b) Site Id: I (d) Class Code:
\, Search
Download Student Report Iﬂ
0S1S # Eirst Name Last Name Date of Birth Grade Admission Date Site 1D Z‘I:;:
24162 o QBHY Q43A
24257 QBHY Q43A
24297 QBHY Q43A
24297 QBHY Q43A
24200 QBHY Q434
24305 QBHY Q43A
24305 QBHY Q434
24305 QBHY Q43A
24305 QBHY Q43a
24305 QBHY Q43A
1 - 10 of 12 records in 2 Pages Mext = Last

Fgure 19b: Student Roster screen

18



6. Budget

DECE Operations Analysts review budget plaFfise landingpage has three linkd={gure 20:
A AddContactsa): The link displays ContabMtanagementscreen.
A AddNewBudget(b): The link displays a new buddgerm.
A Searchc): The link displays searciptions.

Budget Plan Information

@) (b) (©
Add Contacts Add New Budget Search
Budget ID Budget Identifier Fiscal Year District Contract # Budget Type Submitted Date Status Action
Cé?;D UB17Q00011704B 2017 27 9552211 Full Day 03/01/2017 (%) Rejected & Y XA =]
12936 UB17Q000117044 2017 27 9552211 Full Day 01/22/2017 () Amended & U & = A
11704 UB17Q00011704 2017 27 9552211 Full Day 08/23/2016 () Amended B = | :ﬁ

1-3 of 3 Records

Figure 20: Budget screen

Before creating a budgt, the contacts must be entered, certified, and submitted for DOE review. The DOE wiill

change the status t&Rejectedr Approveddepending on its content.

Youcanview the budget summary by clickiranthe = icon. This summary can albe accessd by dicking on the

Budget ID Figure 20, then the " /18W Budget Summary b 40n The BudgeSummary screen can be viewé

Appendixt1.1

6.1. Search for a Budget

Vendors can search for a budget using one of the filters irSiarchdrop down menuRigure 21).

Search For : | Budget Id r
Budget Id
Budget Type
District
| ContractNumber

Figure 21: Budget search screen

6.2. Create a New Budget
When you are on thBudget Plan Informatioscreen

A dick onAdd New Budgéb create a new budgefFigure 22.

A Once you fill in the required fields, clilave ThisSavebutton also becomeshe Edit button.
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Budget ID: 582

Vendor Information = view Budget Summary 2} Back to Budget List
District :* 3 - Borough : Manhattan Fiscal Year: = I vl
Program Type:* & | pay € Half Do

BOE Vendor # : * I 'I
Contract # : I vl

Contract Name : UPK Start Date : End Date :
Vendor Details

Provider's Name : VENDOR

Conatact Name : UPK WENDOR

Mailing Address : 65 Court Street

City : BROOCKLYM State : MY Zip Code : 11201
Email ID : Contact # : 123-213-2131 Fax # :

Owner Details

Budget Contact
Name : *

Address : 65 Court Strast
City : Brooklyn State : NY Zip : 10001
Email ID :

Contact # : Fax # :

Meals

Cost per unit : $[iz # of Children : [122 # of days : [1z2

Snacks

Cost per unit : $[a3 # of Children : 234 # of days [i1z

Figure 22 Add Budget screen

Vendor Information section
A All of the fields marked must be filled outlf BOEVendor #s not present under th8OE Vendor field,
contact your OA to check whether the Wocesds completed and whetheyour organizaton has aDOE
Vendor#.
A The contract details are autpopulated as a contract number is selected from the Contract # drop down
menufield.
Meals and Snacks
A If you are filling ouMealsand Snackgoptional), each susection must be filled out completely.
A The # of da/s cannot exceed 210.
A Click onSaveto save the budget plan. Click dditto edit a saved form (Sefeigure 21.

6.2.1. Generallnformation

Once a budgets been createdyou can add in General Information by clicking on the Budget ID number, followed
by Add New Site/Site InfoRigure 23a, Figure 23b).

Budget Miscellaneous « |

Budget Plan Information

Add Contacts Add Mew Budget Search

Budget ID Budget Identifier Fiscal Year District Contract # Budget Type Submitted Date Status Action
- 2018 1 Full Day &3, saved il |
14 2018 27 Full Day &, saved =l |
1-2 oﬁm:—J

Figure 23a: Budget ID list
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Cost per unit : % (0.00 # of Children : 0 # of days : o

Snacks

Cost per unit : % (0.00 # of Children : 0 # of days : o

Number of Sites Operated :

Extended Day Service
Do you provide services for children beyond your UPK hours?
Yes

No

5 Edit

Site Information iz Open Calendar <\§gw-§rdd New Site / Site/Ir!]fp>

Figure 23b: Budget screen to add new site and information

How to fill out General Information:
A All of the fields in the General Information tatust be filled out Figure 239.

A Youcanadd a new site location bgntering the site name in thBoing Businesasfield (a). Then, fill inthe
sitelocation detailsn the other fields.

A Youcan also use the existing site locatibpselecting@usinessNamedfrom the Doing Business Alsop

downmenu(b). The site location detailwill pre-populatewhen you selecan existing sitdocation(c).

A TheDistrictfield drop down menu options are associated with ti@roughselectedonthe main Budget
page asshownin theVendor Informatiosection(d).
A Selecting name fronSite Contactirop down field prepopulates fields unde®wner Detailsubsection(e).

ClickSaveto save theGeneral Informatiodetails. Asiterecord is create@nthe budget pagesachtime a

user adds a newite.

A Clickng SavemakesAppendix CandC2appear, as well athe checkboxedor mealsor snacks

Budget ID : 13175 Site Id: QBHY Site Name:

General Information
District : 27 (d) - Geo District :
Site ID : QBHY v

Doing Business As : (a) & b)
Address : C

City : State : Zip :
Program Status : GFDC v

Site Contact : (e)

Insurance Details

Insurance Policy # : FMP2001572203 Start Date : 08/17/2016 ﬁ End date : 08/17/2017 :ﬁ

Workman Compensation Details

Workman Comp # : (22569438 Start Date : 01/31/2017 j End date : 01/31/2018 3

Instructional Costs

Is Meal Applied : Is Snacks Applied : Is CACFP : )

T
\(Bseve )

Figure 23c: General Information screen
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Appendix C1
When you click on Appendix Ghe screershownbelowwill appear(Figure 24a). Nate: all validations have been
removed from the OTPS costsAppendix C1 of the budget

A All of the fields in théacility Costgab are optionala).

A Fill out the fields that are applicable to your program. If yxeeed$15/sq.ft. in theCostPerSq. Ftsub-

section(b), please be prepared to submit documentation to your Field Office to verify your facility costs.

Appendix C1
Facility Costs Administrative Costs Instructional Costs Security Costs
Details for Appendix C3 - Facility Costs
tc:tltpa:(llocated w o Sg::ated Allocation Baced On Description of %6 Allocated to | oo
D Program
Facility Costs (a) $0.00 $0.00 0.00 %%
CostPersg.Ft.: (D)  $0.00 $0.00
Total Facility Sq. Ft. : o 0
Electric $0.00 $0.00 0.00 %
Gas / Fuel $0.00 $0.00 0.00 %
Telephone / Internet $0.00 $0.00 0.00 %
Cost of Licenses/Permits for UPK program £0.00 £0.00 0.00 %
Total : $0.00 $0.00
Figure 24a: Appendix C1Facility Costs screen
A Al fields in theAdministrative Costsib are optional Figure 24b).
A Clickon the button to editor adda recordfor each type of facility cost.
A Clickon the H icon to update and save the informatidar each typeof facility cost.
A Clickon the # button to clear the values inracord.
A Advertising costs cannaxceed$1000across sites.
A Family involvement should naxceedmore than1% of thetotal contract awardamount.
Appendix C1
Facility Costs Administrative Costs Instructional Costs Security Costs
Details for Appendix C3 - Administrative Costs & Add Comments
A%CEaieT ments and Furniture # of tems tcijzlp?‘“o(atad W to,: Sg;cated Allocation Based On gﬁos:;i‘pe“i;:ood:ﬁ Options
—_ e Programs
--Select-- ¥ bl
Total : © $0.00 $0.00
g:rifélzr . ts and Furniture # of Items ‘Cisilp?‘lln(alad W :’: Sﬂacaled Allocation Based On 2;;:::2;0;‘00:3: Options
- e Programs
--Select-- ¥ bl
Total : © $0.00 $0.00
Office /Janitorial Supplies £ of Items mﬂ f:gt:::CB‘Ed to,: :ﬂ;:ated Allocation Based On :ﬁos:;i‘pel;oroolj:: Options
e Programs
INK/PAPER 1 $1,000.00 $0.00 100.00 % UPK Hours 100% UPK Fx s
CLEANING/PAPERWARE i $1,400.00 $0.00 100.00 % UPK Hours 100% UPK Fx s
--Select- ¥ =] e

Figure 24b: Appendix Ct Administrative Costs screen
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A All of the fields in thenstructional Costab areoptional Figure 249.

A Click orthe 8 icon toadd single/multiple recordfor each type of instructional cost.

Figure 24c: Appendix Cllinstructional Costs screen

A You cannoexceedb10 in theAdmission Cost Per Persiatd underinstructional Trip Destinatiqfigure 249.

& 77\\‘
J

Figure 24d: Appendix CZ Instructional Costs screen; Instructional Trip Destination

A All of the fields in th&ecurity Costab areoptional Figure 24¢.

A Clickon the button to editor addinformation for eachtype of security cost.

Figure 24e Appendix C1- Security Costs screen
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