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1. Introduction

This document is a user manual for the PKA Vendor Portal. All of the features available for the Vendor

user are described in this document.

2. General Information

2.1. System Requirements

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 instructions to register as a new user by clicking on Register (Figure 1).

% Login

Help/Feedback

Figure 1: Vendor Portal Login screen

If you forget your password, click on Forgot your password? (Figure 1). If you are still having trouble, select the

Contact Vendor Hotline link.



Once you log in successfully, select the PKA link in the right menu bar (Figure 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 | ﬁ;_‘\
receive your orders via e-mail, view your orders, and check on delivery instructions, inveices and g
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 users and control access
An administrator (user name is 9-digit Federal Tax ID) can create Child Account(s) to allow access to
the Vendor Portal for other employees. A Child Account is a way to give an employee selective
access to functions within the application. The administrator can control the access level for a child
account.
= Select Account Administration on the left side of the welcome page (Figure 2).
= Select Add/Edit Users and a list of existing users will display (Figure 3a).
=  Select Add Users (Figure 3a).
Account Administrator
A Home A Help A logoff
Account Administration
Vendar Infarmation Add or Edit Current Users:
C AddfEdit Users) —
o ChddUsr >
Edit Your Profile
Contact Inform ation User Id First Name LastName Email Reset Password Delete

Figure 3a: Add Users tab screen

Add in Child Account's information in the following form (Figure 3b).

=  User Info section: Enter the appropriate information in each respective field (a). Note that
this User ID is the user name for the Child Account to access the Vendor Portal.

= BOE Vendor Access section: Place a check in the checkbox before proceeding to other
sections (b).

= Application Security section: Select the level of access for the user (c).

= User Module Access Settings List section: Select the area(s) you want to provide the Child
Account user access to (d):




o Budget —allows user to create and submit budgets for DECE review and approval
o Enrollment — allows user to create and submit enrollment records for DECE review and
approval
o Invoice — allows user to create and submit invoices for DECE review and payment
o Attendance — allows user to record and certify attendance records for all enrolled
students
o Miscellaneous — allows user to submit student screening results, create class codes,
manage staff roster (including salary information), and access a library of vendor
resources
=  Commodity List section: Place a check in the checkbox for this section (e).
= (Click Save when you are done.

USERID: | FIRST NAME: | LAST NAME: | |;|

— User Inf-:-(a)
User ID:

First Name: Last Name:

Email

— BOE Vendor Access(b)

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

# tancel é;;;w

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 Management

The Vendor Management tab is under the Miscellaneous module. Here you will see an 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

Figure 4: Vendor Management under the Miscellaneous module

3.1. Site Profile

In Vendor Management, click Go To Site Profile to get to the Site Profile screen (Figure 5). You will need to access this

feature to add staff members and class codes.

Vendor Profile <\Eo To Site Pro?iT/e)
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

Under Site Profile, all information should be automatically populated. You can edit the Site Contact by clicking the
= icon, as well as the number of Operating Seats by seat type by clicking the L5 Edit | pon | B Save | jcons
(Figure 6). If any information or the permitting type appear incorrect, reach out to your Operations Analyst for

assistance.



Site ID: | QBHY v Fiscal Year: 2017 -2018 ¥ Back to Vendor Management

Site Profile Staff Management Contract/RFP Tracking Class Management
General Info Get Previous Year Location
Doing Business As : Aim High Leadership Academy District : 27 Borough: Queens
Address : 131-44 134 Street Fiscal Year Status : Active ¥ | Start Date : 07/01/2017
City : Queens State : Ny v Zip Code : 11420
Enable Walkins : Yes No Seat Capacity : 12

Note: Select date from this range: 07/

Site Contact
Contact Type Name Phonel Phone2 Fax Email Action
Site Contact Gloria Lindsay (917) 288-8290 aimhighleadershipacademy@gmail.com @X
Operations Analyst ErmineBergamino (718) 642-5850

Instructional Coach Mot Assigned

Social Worker Margery Rubin MRubin12@schools.nyc.gov
Seats Info
Seat Types Proposed Seats Contracted Seats Operating Seats
ACS Seats o o o
Half Day Seats o o o
Full Day Seats o 12 o
5 Hour Seats o |0 o
((2edt)
Additional Info o
Permit Type : | -- Select -- ¥ | DOHMH ID : Health Safety DOH :
NYS Type : -- Select -- ¥ |Health Safety DOB : Health Safety FDNY :

Figure 6: Site Profile screen

3.2. Staff Management
Prior to creating your budget, you will need to access Staff Management to add your staff names, titles and salary
information (Figure 7). Once a staff member is added to Staff Management, he/she will appear under one of three
categories:
= Administrative Staff
» Instructional Staff
=  Per Diem Staff
Remember, PETS (Personnel Eligibility Tracking System) validation is required for all NYC DOE Instructional and Per
Diem staff members.
= Ifyou completed a staff roster in the previous fiscal year, you can click on the link Get Previous Year’s Staff
to copy the previous year’s information into the current year (a).
= Ifthereis 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 current fiscal year.
= Any change in information to the current fiscal year will not affect the previous year’s saved information.

= Ifyou are a new vendor, click Add New Staff (b).



Site ID : | QBHY v Fiscal Year : 2017 - 2018 ¥

Site Profile Staff Management

Administrative Staff

Instructional Staff

Contact Name Designation Teacher Type

Per Diem Staff

Back to Vendor Management

Contract/RFP Tracking Class Management

(a) “@Get Previous Year's Administrative Staff “g Add New Staff (b)

(a) “sGet Previous Year's Instructional Staff "o Add New Staff (c)

Salary Hours/week Action

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

Figure 7: Staff Management Screen

3.2.1. Add Administrative, Instructional, and Per Diem Staff

Administrative Staff
To add administrative staff, select Add New Staff (Figure 7 (b)), this will result in the Add/Edit Administrative Staff

screen (Figure 8). Complete all required fields and click the Save button to add the Administrative Staff person to

your roster.

Add /Edit Administrative Staff d
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 : |

Figure 8: Add/Edit Administrative Staff screen

Instructional Staff

To add Instructional Staff, select Add New Staff under Instructional Staff in Staff Management (Figure 7 (c)).
This will result in the Add/Edit Instructional Staff screen (Figure ga). If you are a charter school, skip the Type field

and continue entering the remaining information for Instructional Staff members.



Add/Edit Instructional Staff

Type:
Roles :
Teacher Type: W

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

UPK
UPK Salary : Hours/Week : I

Figure ga: Add/Edit Instructional Staff screen

How to fill in Instructional Staff form:

*  For ACS classrooms, select ACS in Type (Figure gb (a)).

»=  Fornon-ACS classrooms, select non-ACS in Type (Figure gc (e)). Non-ACS should be selected for all
Instructional Staff in classrooms who receive DOE funding.

= Select a Role using the radio buttons (b).

= Select Teacher Type from the drop down menu (c).

= Manually enter in the rest of the fields. Note: The PETS lookup function must be used to select a staff
member that is active and eligible from PETS (d).

=  Select Save.

Add/Edit Instructional Staff

Type: acs () v
* Teacher (Lead) Teacher (secondary) Para-professional Service Provider (SP/OT/PT) Vacancy (Lead Teacher)
Roles:  (b) Vacancy (Secondary Teacher) Vacancy (Para-Prof) Vacancy (Service Provider) Educational Diractor
Teacher Type : -- Select -- (C) v
First Name : SSN:

EARLY CHILDHOOD CERTIFIED TEACHER WITH MASTERS
EARLY CHILDHOOD CERTIFIED TEACHER WITH BA
MON CERTIFIED TEACHER PETs Status : /A (d)
EDUCATION DIRECTOR
Assistant Teacher
UPK Salary : Teacher Aide

Floater Teacher

Email :

Phone :

P —

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

Figure gb: Add/Edit Instructional Staff screen for ACS classrooms



Add [ Edit Instructional Staff ;
Types MOMACS ()~
- 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 TEACHERWITH MASTERS —
: EARLY CHILDHOOD CERTIFIED TEACHERWITH BA ' -
Email : MNON CERTFIED TEACHER PETs Status :
EQUCATICHN CIRECTOR
Phone : Assistant Teachsr ]
UPKSal : Teacher Alde
S ol ]
Socld Woker
Family Waorker
Instruztional Coach
Cthar Instructional Specizlist (e.g. gym art)
Figure gc: Add/Edit Instructional Staff screen for non-ACS classrooms
Using PETS lookup for Instructional Staff
Use the IE icon to bring up the PETS lookup search box (Figure 10).
Add/Edit Instructional Staff ]
Type: MON ACS v
* Teacher (Lead) Teacher (secondary) Para-professional Service Provider (SP/OT/PT) Vacancy (Lead Teacher)
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 : -
BSave>
PETS Staff 5]
Search
PETS Employee ID: First Name: Last Name:

(5}, search

Figure 10: Add/Edit Instructional Staff screen with PETS lookup icon and search box
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Search for a staff member:
= By his/her PETS Employee ID, First Name and Last Name
*  You will only be able to see those who are Active and Eligible on your PETS roster.

o If astaff member who should appear in this search box does not, contact your Operations Analyst.

After the staff member is selected:
= His/her First Name, Last Name, Email, Date Of Birth and SSN will populate automatically.
*  The Phone, UPK Salary, Certificate # and UPK Hours/Week fields must be manually entered.
=  Select Save to save the staff member to your Staff Management list.

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

Per Diem Staff
= Click Add New Staff under the Per Diem Staff in Staff Management (Figure 7 (d)).
*  You must select a role for each staff member and complete the Phone (a), UPK Hours/Day (b), and Per Diem

Rate fields (c) (Figure 11).

Add/Edit PerDiem Staff L
Teacher Types : e} Substitute Teacher e} Assistant Teacher
FistName: | (]) LastMame: PETs Status :
PETS Staff -
Search

PETS Employee ID:

g Search

Figure 11: Add/Edit Per Diem Staff screen with PETS lookup icon and search box

Using PETS lookup for Per Diem Staff

= Usethe [E icon to bring up the PETS lookup search box (Figure 11).
= Search for a staff member by his/her PETS Employee ID
*  You will only be able to see those who are Active and Eligible on your PETS roster.

o If astaff member who should appear in this search box does not, contact your Operations Analyst.

11




= Afterthe staff member is selected, his/her First Name, Last Name, and Email will populate automatically.
*  The Phone, UPK Hours/Day, and Per Diem Rate fields must be manually entered.
» Select Save to save the staff member to your Staff Management list.

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

3.3. Class Management
From the Site Profile screen, there is a tab for Class Management (Figure 12a). This is where 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 non-ACS) for your PKA classrooms.

Site Profile Staff Management Contract/RFP Tracking </ Class Management o D

Figure 12a: Class Management tab

3.3.1. Create New Class Codes
All physical classrooms must be assigned a Pre-KIDS class code. You will assign students to the corresponding class
code when completing enrollment records. To create new class codes, you must input:
= Class Name (a), Capacity (b), # of Staff (c), Room Number (d) (in your program's facility, e.g. Room 201), Day
Length (e), and ACS (f) (Figure 12b).
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 &
¥ 01A (a) (b) (c) (igrelgct-- 7‘/") (-;;g,eléct-- 7‘/') (d) --Select--(e)" -- Select- ¥ (f) E

Figure 12b: Class Management screen

3.3.2. Map Teachers to Class Codes
To map teachers to class codes:
= Usethe Teacher 1 and Teacher 2 dropdowns (Figure 12b). Teachers listed under “Instructional Staff” in
Staff Management will appear in these dropdowns.
= Once teachers are selected and classes are saved, the teachers will be mapped to their respective class

code.

12



4. Enrollment

The Enrollment tab allows you to enroll students (Figure 13).

Miscellaneous

o Broadcast Message

o DCP Admin
o Document Status
o E-Catalog Approval

o PEG Tracker

PKA Admin >

Student Attendance

Invoice

T ewotmen ) eudge

Pending your review

Students Information

Expenditures

Misce

Approved (1)

o TRAC Admin
o Vendor Evaluation
@ VP Table Maintenance

o VPortal Admin

Figure 13: Enrollment tab

4.1. Navigating your offer list

= Clicking on the Enrollment tab directs you to your offer list (Figure 14).

Enroliments
( Offer List { 132 )\ Draft (2) Pending DOE Review ( 0 ) Pending Admit Date ( 3 ) Approved (0 ) Rejected { 2) Inactive (0 ) Advance Search
Site 10
Student
Site
SEMS 1d Eirst Name Last Name Gender  Date Of Birth }v & Brogram Type Student Address Parent’s Name Phone Number Status
Pending Admat
Date
Draft
®
=/
ected
€
L
€
€
-
L
Draft

Figure 14: Offer List screen

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

= [fastudent’s family has not formally accepted or declined their offer (ex. *“Approved”, "Rejected”),

click on the % on the left of the student’s first name and their Registration Form will open.

4.2. Register Students with DOE Offers

Once the registration form is open, information will pre-populate from the student record in SEMS. Click Submit

when you are finished (Figure 15). The OSIS number will generate once the student record is approved by DOE

personnel.
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3} Back to Enrollment Page

Middle Name :

Borough :

Apt Number :

Zip Code = -

BLACK WHITE

Class Code : 0 -- Select - ¥

Middle Name :

Letter From Landlord

Registration form for Enrollment ID : School Year: 2016-2017 05I1S# (for office use only):
Student Information
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 -- b
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 Name = Emergency Contact # :
Classroom # :
Site Name : Site Phone # :
IEP : Yes Mo Special Ed Services : 0
Prepared By : CBO Designee
Enrollment Status :

B save | |[¥] submit

Figure 15: Registration form

4.3. Register Students without DOE Offers

For students who do not have a Pre-K for All offer, you will have to register these students manually using the

Registration Form (Figure 16):

=  Gotothe Enrollment screen.

*  You will see “Click here for SEMS" and “Enroll Student” on the far right-hand side of the screen.

= Click “Enroll Student”*.

14




Enrollments

Click here for sEMS (B

Fiscal Year: | 20158 - 2017 ¥

nroll Stude

Click here for SEMS C

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 blank Registration Form (Figure 17). Most of the fields on this form will be locked (first name, last
name, date of birth, etc.). To unlock these fields, complete the following steps:
= Fillin Site District then Site ID. The Site ID field will not work until the Site District is completed.
= Asearch will be conducted automatically to see if any student records in SEMS match the Site ID and Site
District. If a matching student record is found in SEMS, the form will pre- populate with the record’s
information. If not, the rest of the form will open and the remaining fields must be completed.
*  Click Submit when you are done, then the record will be added to the Pending DOE Review tab under
Enrollment.

= Note: Proof of Address field is optional.

Registration form for Enrolliment ID : School ¥ear : 2016-2017 OSIS# (for office use only):
Student Information 12} Back to Enrcliment Page
Last Name : First Name : Middle Name :

Date of Birth : 2012 [MM/Sdd/vyyy] Gender : Male Female

Proof of Birth : — Select - - Certificate No :

Place of Birth : Ca) Gecgraphical Code = 88 - NEW YORK CITY

Site District : — Select — ¥ | PKA Finder Student District : — Select — v | Find District Borough :

Housing Status : -~ Select -- - UNAC 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 -- ¥

Enrcllment Information
site 1D = Q) -~ Select -- ¥ Day Length = -- Select -- ¥ Class Code : @@ [-- Select —- *

Admit Date :

= d Inf ion
Last Mame : First Name : Middle Name =
Relationship Coda : - Select - - Work Phona# :

Prafarred Language

Written : — Select —- - Spoken : -~ Select — -

Other Pertinent Information

Student Fund : Child Care Head Start Private Funding Mo Other Funding{ UPK Only)
Proof of Address : Parent Affidavit Of Residency Lease Agreement utility Bills Letter From Govt Agency Confirming Address Letter From Landlord
Emergency Contact Name : Emergency Contact # :

Classroom # :

Site Mame : Site Phone # :
IEP : Yas Mo Special Ed Services = Q
Prepared By : cBO Designee

Enrcliment Status :

Figure 17: Registration Form

15



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 date is entered into the system.

Once the student record is selected, the Registration Form will populate itself with the information stored in SEMS.

4.5. Enroll Students in September
Students can still be enrolled and registered in Pre-KIDS until BEDS date. If any students are enrolled after BEDS,
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 registration and the action(s) required.

Draft 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 Pre-KIDS and submit the
not be able to review/approve these enrollment packet to your field office.
registration forms until you completely Otherwise, make the record Inactive.
fill out the form and submit.

Pending Any submitted registration form will be Confirm that the enrollment packets has been

Admit Date under this tab and reviewed by the DOE  received by the field office.
once the enrollment packet is received.

Pre- These registration forms have been Once school starts, enter the admit date and

Approved successfully reviewed by the DOE and resubmit for DOE approval.
are ready to be approved.

Approved These student records have been None
approved and have an OSIS number.

Rejected Rejected registration forms will be Check all comments provided by the DOE,

under this tab.

16

resolve any issues identified, and resubmit.
Registration forms may be rejected because
either they are missing a required document or

a required document is insufficient.



Inactive These students have not and will not None

attend your program.

4.7. Rejected Registration

To view comments on a rejected registration form:
First click on the rejected tab under Enrollment (Figure 18a).

Miscellaneous =

Enrollment Budget Expenditures

Rejected ([ 250 ) Advance Search

Pending your review Approved ( O )

Figure 18a: Rejected tab under Enroliment

Next, click on the student’s Enrollment ID as shown below (Figure 18b).

School Year: | 2017 - 2018 ¥ | District: |All ¥

Students Information

/ﬁ\ School . Date Of } Site Admit Special Ed Pre- _

ﬂ_D \ Vendor ID Year First Name Last Name Gender Birth Site ID District Date Serviceso Approved Action Status

\ / _ Rejected
333934/ 111 2018 R D 2013 1

\\,// " = By DECE

Figure 18b: Enrollment ID

Add / vi =
/ Views comments | | o at the bottom of

This will bring up the student’s registration form. There will be an

the following screen (Figure 18c).
Click on this button to view the reason for rejection written 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

17



5. Student Roster

Under the Miscellaneous dropdown, the Student Roster tab provides you with access to your roster (Figure 19a).

Miscellaneous -

Vendor Management
Student Screening

Vendor Resources

Student RD@

Figure 19a: Student Roster

=  Rosters can be searched by Roster Date (a), Site Id (b), OSIS# (c) and Class Code (d).

= Searching for a student roster by date will return a list of all students enrolled as of that date in ATS.
= Searching with the Current option selected will return a list of all students currently enrolled in ATS.
= Use the export button to download an excel version of the results from your student roster search.

*  The Roster Date field will be disabled when the Current option is selected (Figure 19b).

Student Roster
Oc ¥pate
(a) Roster Date: < Lurren = (c) os1s#:
[10705/2016 Bl
(b) Site Id: I (d) Class Code:
2|, search
Download Student Report Iﬂ

DSIS # First Name Last Name Date of Birth Grade Admission Date Site 1D Zh:‘

ode
24162 QBHY Q43A
24257 QBHY Q43A
24297 QBHY Q434
24297 QBHY Q43A
24200 QBHY Q434
24305 QBHY Q43A
24305 QBHY Q434
24305 QBHY Q43A
24305 QBHY Q43a
24305 QBHY Q43A

1-10of 12 records in 2 Pages Mext = Last =

Figure 1g9b: Student Roster screen
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6. Budget

DECE Operations Analysts review budget plans. The landing page has three links (Figure 20):
*  Add Contacts (a): The link displays Contact Management screen.
*  Add New Budget (b): The link displays a new budget form.

= Search (c): The link displays search options.

Budget Plan Information

(a (b) ()
Add Contacts Add New Budget Search
Budget ID Budget Identifier Fiscal Year District Contract # Budget Type Submitted Date Status Action
Cé?;b UB17Q00011704B 2017 27 9552211 Full Day 03/01/2017 (%) Rejected & Y XA =]
12936 UB17Q000117044 2017 27 9552211 Full Day 01/22/2017 () Amended & & & = Ko}
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 budget, the contacts must be entered, certified, and submitted for DOE review. The DOE will

change the status to Rejected or Approved depending on its content.

You can view the budget summary by clicking on the . icon. This summary can also be accessed by clicking on the
Budget ID (Figure 20), then the ‘&8 BUdaet SUMMary 150 The Budget Summary screen can be viewed in

Appendix 11.1.

6.1. Search for a Budget

Vendors can search for a budget using one of the filters in the Search drop down menu (Figure 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 the Budget Plan Information screen:
= C(Clickon Add New Budget to create a new budget (Figure 22).

= Onceyou fill in the required fields, click Save. This Save button also becomes the 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 :

st123 Cl

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
= All of the fields marked * must be filled out. If BOE Vendor # is not present under the BOE Vendor # field,
contact your OA to check whether the Wg process is completed and whether your organization has a DOE
Vendor #.
*  The contract details are auto-populated as a contract number is selected from the Contract # drop down
menu field.
Meals and Snacks
= Ifyou are filling out Meals and Snacks (optional), each sub-section must be filled out completely.
*  The # of days cannot exceed 210.

= Click on Save to save the budget plan. Click on Edit to edit a saved form (See Figure 21).

6.2.1. General Information
Once a budget is been created, you can add in General Information by clicking on the Budget ID number, followed

by Add New Site/Site Info (Figure 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 E5, saved il |
2018 27 Full Day B3, saved =l |

1-2 of ZRecards

Figure 23a: Budget ID list
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Cost per unit : % 0.00 # of Children :
Snacks
Cost per unit : % 0.00 # of Children :

Number of Sites Operated :

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

No

Site Information

5 Edit

# of days :

# of days :

:ﬁ Open Calendar <\,

Add New Site / Site I

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

How to fill out General Information:

= All of the fields in the General Information tab must be filled out (Figure 23c).

*  You canadd a new site location by entering the site name in the Doing Business As field (a). Then, fill in the

site location details in the other fields.

*  You can also use the existing site location by selecting “"Business Name"” from the Doing Business As drop

down menu (b). The site location details will pre-populate when you select an existing site location (c).

*  The District field drop down menu options are associated with the borough selected on the main Budget

page as shown in the Vendor Information section (d).

= Selecting name from Site Contact drop down field pre-populates fields under Owner Details subsection (e).

= Click Save to save the General Information details. A site record is created on the budget page each time a

user adds a new site.

= Clicking Save makes Appendix Cz and C2 appear, as well as the checkboxes for meals or snacks.

Budget ID : 13175 Site Id: QBHY Site Name:
General Information
District : 27 (d) v Geo District :
Site ID : QBHY v
Doing Business As : (a) & (b)
Address : (c)
City : State :
Program Status : GFDC v
Site Contact : (e)
Insurance Details
Insurance Policy # : FMP2001572203 Start Date :
Workman Compensation Details
Workman Comp # : Q22569438 Start Date :
Instructional Costs
Is Meal Applied : Is Snacks Applied : Is CACFP : )

08/17/2016 _E

01/31/2017 | 2

T
\(Bseve )

Zip :
End date : 08/17/2017 :ﬁ
End date : 01/31/2018 b

Figure 23c: General Information screen
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Appendix Ca

When you click on Appendix Cz, the screen shown below will appear (Figure 24a). Note: all validations have been

removed from the OTPS costs — Appendix Ca of the budget.

= All of the fields in the Facility Costs tab are optional (a).

*  Fill out the fields that are applicable to your program. If you exceed $15/sq.ft. in the Cost Per Sq. Ft. sub-

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

Appendix C1

Details for Appendix C3 - Facility Costs

Facility Costs
Cost Per 5q. Ft. :

Total Facility Sg. Ft. :

Electric

Gas / Fuel

Telephone / Internet

Cost of Licenses/Permits for UPK program

Total :

Facility Costs Administrative Costs Instructional Costs

Cost Allocated
to UPK

(a) s0.00
(b) s0.00

0
0.00

$0.00
$0.00
$0.00

$0.00

Security Costs

Cost Allocated

to Other

Program
$0.00
$0.00

0
$0.00

$0.00
$0.00
$0.00

$0.00

%% Allocated

to UPK Allocation Based On

0.00 %6

0.00 %

0.00 %

0.00 %

0.00 %6

Description of 00 Allocated to

UPK

Options

Figure 24a: Appendix Cx - Facility Costs screen

= Allfields in the Administrative Costs tab are optional (Figure 24b).

= Click on the B button to edit or add a record for each type of facility cost.

= Clickonthe = iconto update and save the information for each type of facility cost.

= Click onthe # buttonto clear the values in arecord.

*  Advertising costs cannot exceed $1000 across sites.

=  Family involvement should not exceed more than 1% of the total contract award amount.

Appendix C1

Details for Appendix C3 - Administrative Costs

Office Equipments and Furniture

CLEANING/PAPERWARE i

Facility Costs Administrative Costs Instructional Costs

Purchases # of Items
Total: ©
Office Equij ts and Furniture it
Rentals
Total :
Dffice /Janitorial Supplies # of Items
INK/PAPER 1

Cost Allocated
to UPK

$0.00

Cost Allocated
to UPK

Cost Allocated
to UPK

$1,000.00
§1,400.00

Security Costs

Cost Allocated
to Other
Programs

$0.00

Cost Allocated
to Other
Programs

$0.00

Cost Allocated
to Other
Programs

$0.00

$0.00

% Allocated =

to UPK Allocation Based On
--Select-- ¥

o Allocated -

to UPK Allocation Based On
--Select-- ¥

$0.00
o0 Allocated =
to UPK Allocation Based On

100.00 %  UPK Hours

100.00 %  UPK Hours

--Select-- ¥

Description of %
Allocated to UPK

Description of 06
Allocated to UPK

Description of 0
Allocated to UPK

100% UPK

100% UPK

© Add Comments

Options

=

Options

=

Options

Fxs
BEx's
=

-

Figure 24b: Appendix C1 - Administrative Costs screen
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= All of the fields in the Instructional Costs tab are optional (Figure 24c).

= Clickonthe ® iconto add single/multiple records for each type of instructional cost.

D Add Comments

Appendix C1
Facility Costs Administrative Costs Instructional Costs Security Costs
Details for Appendix C3 - Instructional Costs
. Cost Allocated =

and Furniture & of Ttems Cost Allocated to Other %0 Allocated to Allocation Based On

Purchase to UPK I — UPK
Programs
--Select-- r
Total : 0 $0.00 50.00
= = Cost Allocated

Instructional Materials and Cost Allocated e o Allocated =
AiccroonlSipahac # of Ttems to UPK to Other to UPK Allocation Based On
el = —— Programs
REWARDS/POSITIVE c, -
REINFORCEMENT 1 $300.00 $0.00 100.00 %  UPK Hours
CAROL'S CURRICULUM 1 $200.00 $0.00 100.00 %  UPK Hours
LITERACY/SCHOLASTIC BOOKS 1 $500.00 £0.00 100.00 %  UPK Hours
ART 1 $200.00 $0.00 100.00 %  UPK Hours
DRAMATIC PLAY 1 $200.00 $0.00 100.00 %  UPK Hours
FINE MOTOR 1 $200.00 $0.00 100.00 %  UPK Hours
MUSIC 1 $200.00 $0.00 100.00 %  UPK Hours
MATH 1 $200.00 $0.00 100.00 %  UPK Hours

Description of
% Allocated to
UPK

Description of
9% Allocated to
uPK

100% UPK
100% UPK
100% UPK
100% UPK
100% UPK
100% UPK
100% UPK

100% UPK

Options

@

Options

ZF x
@ x
ZF %
2 x
2 x
2 x
2 x
2 x

Figure 24¢: Appendix Cx - Instructional Costs screen

*  You cannot exceed $10 in the Admission Cost Per Person field under Instructional Trip Destination (Figure 24d).

Appendix C1

Facility Costs Administrative Costs Instructional Costs Security Costs

— = i
Instructional Trip Destination # of Children /
Chaperones

Admission Cost per

Person
e

D

Bus (If applicable) UPK Cost

Total :

Options

=

$0.00

Figure 24d: Appendix C1 - Instructional Costs screen; Instructional Trip Destination

= All of the fields in the Security Costs tab are optional (Figure 24e).

= Click onthe B button to edit or add information for each type of security cost.

Appendix C1

Facility Costs Administrative Costs Instructional Costs (ée(urilv Ccst;)

Details for Appendix C3 - Security Costs

Cost Allocated

Cost Allocated % Allocated to

o UPK to Other UPK Allocation Based On
— Programs
Security Clearance (this fund is only to cover the
cost of the fingerprinting of the UPK staff at the $0.00 $0.00 0.00 %
NYC DOE)
Goods and Services Provided Through Private
h $0.00
Funding
Total : $0.00

& Add Comments

Description of

o5 Allocated to Options
UPK
=)
@

Figure 24e: Appendix C1 - Security Costs screen
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Appendix C2

When you click on Appendix C2, the screen below will appear (Figure 25a).

Appendix C2
Details for A dix C2 - Prof i 1 Devel (Only For Teachers & Assistant Teachers) -
= UPK Hours [ Total Days / Total Hours / - =
Job Title Staff Name Classroom # Da Year Year Daily Rate UPK Salary Options
(b) (© =
Total S Professi | Devel Cost : $0.00
Details for Appendix C2 - Per Diem Staffs
= UPK Hours / Total Days / Total Hours Per Diem -
Job Title Staff Name Classroom # Da Year Year Rate UPK Salary Options
suUB AAZIA LINDSAY 434 7.00 5.00 35.00 £150.00 (d) £750.00 @ X
o
--Select-- v v =
Total Per Diem Cost : $750.00
Details for Appendix C2 - Fringe Rate
Total Administrative, Instructional, and Facility :
-
(a) Fringe Rate (%) : [10.30 Bsa"f
Total Wages and Fringe Benefits :

Figure 25a: Appendix C2 screen

= All of the fields in the Appendix C2 tab are optional except the Fringe Rate field (a).

*  You cannot exceed 24 hours as the value in UPK Hours/Day field (b).

= For Summer Professional Development, the amount in the UPK Salary field is calculated as the Daily Rate *
Total Days/Year (c).

= For Per Diem Staffs, the amount in the UPK Salary field is calculated as the Per Diem Rate * Total Days/Year (d).

= Clickonthe = icon to add records for each type of cost.

= Click onthe Save button to save the fringe rate.

*  You must enter the time in the Class Begins and Class Ends fields under the Details for Appendix C2-

Classroom Utilization section (Figure 25b).

Appendix C2

Details for Appendix C2 - Classroom Utilization

# of Children # of Staff Classroom Number/Name Class Begins Break Begins Break Ends Class Ends Options
— —— —
- Select - ¥ < D ( > =]
—— —

Total # of Children: 0

Figure 25b: Appendix C2 screen — Classroom Utilization

= Conference Hours in the UPK Salary field (Figure 25c¢)is calculated as Daily Rate * Total Days/Year.

Site Information j Open Calendar & Add New Site

Site  Doing Buisiness As Site Address Program Status District Options

1 Personal Business location 65 Court Street DOHMH 4 4

Figure 25c: Appendix C2 screen — Conference Hours
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6.2.2. Site Information

Click on Open Calendar to enter your school calendar (Figure 26a).

Appendix C2

Details for Appendix C2 - Conference Hours

= UPK Hours / Total Days Total Hours 1 ("/7 T -
Job Title Stalt Name Liassroom # Daily Rate UPK Salary
Job Title Staff Name Classroom # Da Year Year Daily Rate E‘-‘K Salar Options
Total Conference Hours Cost : §0.00

Figure 26a: Budget form - Open Calendar on Budget screen

The screen below will appear (Figure 26b).

= Select the days included in your school calendar from September 1 to June 30. Note: you cannot select days
shaded gray.

»  Use Mark as "I” to indicate an instructional day; Mark as "P” to indicate a professional development day;
Mark as "I&P" to indicate both an instructional and professional development day.

= C(lick Save to save your selections.

"  You can see the total for each type of day indicated by a provider at the bottom of the calendar.

= Note: it is mandatory for a UPK program to have a minimum of 180 operational days (176 instructional days

and 4 professional development days) for budget submission.

School Calendar for Budget Id : 13022 [ed|
UPK Programs must operate a minimum of 180 days during the school year. Providers will net be reimbursed for services previded on Saturday and Sunday
and on the following legal holidays: Independence Day. Labor Day. Columbus Day, Veterans' Day, Thanksgiving, Christmas Day. New Year's Day, Dr. Martin Luther
King, Jr. Day, Presidents' Day, and Memerial Day. These days are indicated by the gray bexes below. Use "I" to indicate instructional day, "P" to indicate a
professional development day and "I&F" for both. The totals for the days will be autematically calculated.

Please select the day(s) first and then press any one of the below option buttons to mark "I", "P", "I&P" or to clear selected day(s)
Clear Mark as "I" Mark as "P" Mark as "I&P"
2016 2017
Jul Aug Sep Oct Nov Dec Jan Feb Mar Apr May Jun
1 I I I I I I
2 I I I I I I
3 I I I I I I
4 I I I I
5 I I I P I I
6 I I I I I I I
7 I I I I I I I
8 I I I I I I P
9 I I I I I I I I
10 I I I I I
-
Tetal Professicnal Development Days @ 4 T TR e
= Print B save ) X cancel
Total Instructional Days : 181 e

Figure 26b: Calendar screen
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Once you submit your school calendar and budget, edit it by clicking the Calendar Management icon (Figure 26c).

Budget Plan Information

Budget ID Budget Identifier Fiscal Year District

Contract #

Budget Type

Submitted Date

UB11Q00000634 2011 28

9057095

Half Day

12/28/2010

Figure 26¢: Calendar Management icon on the Budget grid screen

6.2.3. Total Annual Contract Cost

Fields under the Total Contract Cost section auto-calculate from information entered in Appendix Cz

and Appendix C2 for program(s) (Figure 27).

Total Contract Cost for

Total OTPS :

Staff Wages and Fringe Benefits :

Total Contract Award : $14,992.11

Total Number of Classes Operated :
Total Number of Children in Classes :

Cost per child :

5]

1,249.34

Figure 27: Total Contract Cost screen

6.2.4. Cost Allocation Methodology

Click on Allocation Methodology to expand or collapse the screen (Figure 28a). All fields under Allocation

Methodology will auto-populate based on the selection made in the dropdown under the Allocation Based On field in

Appendix C1 (Figure 28b), except Multiple method and Comments. You can manually enter any necessary

information into these text boxes.

j:A'ﬂT)Eation Methodol ay> (Hide)

Facility Square Footage - Plzass enter dats balsw in Site Information

Programs Revenues:- Flease enter data below in Site Information

Instructional Staff FTE: - Flease enter data below in Site Information

Number of students: - Pisase enter data below in Site Infarmation

UPK Hours - Flease enter data below in Site Information

?;;me;;;ﬁ:ﬁ Flease enter data directly below, it cannot be added in Site Information

> Piease enter dats directly below, it cannot be added in Site Information

£

1%

=+ Raguired only for submitting 2 Budget

Figure 28a: Allocation Methodology details screen
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Appendix C1

Facility Costs Administrative Costs Instructional Costs Security Costs

Details for Appendix C3 - Facility Costs

Cost
Cost . . — .
Allocated to Su:caled to % Allocated Allocation Based On Description of % Allocated to Options
upKk er to UPK UPK
— Program
Facility Costs 0.00 0.00 0.00 % | --Select-- v
—Select--
Cost Per 5q. Ft. : $0.00 $0.00 Facility Square Footage E
Program Revenues
Total Facility Sq. Ft. : 0 0 Instructional Staff FTE
. 0.00 % | Mumber of students
Electric $0.00 $0.00 UK Houre Z
Gas / Fuel 50.00 £0.00 0.00 % | Other &
Telephone / Internet £0.00 £0.00 0.00 % @
Cost of Licenses/Permits for UPK program £0.00 £0.00 0.00 % Z
Total : $0.00 $0.00

Figure 28b: Appendix Ca — Facility Costs screen (with Allocation dropdown)

6.2.5. Print, Check Status, and Amend a Budget

Print a Budget
In the budget list, under the Action column, click on the Print = icon (Figure 29). This will take you to a new page

where you will see a Print button at the top right of the screen. Click this button to print the budget.

Budget ID Budget Identifier Fiscal Year District Contract # Budget Type Submitted Date Status Action
s _ . PN = =
14275 UB18QO00014275 2018 27 9850741 Full Day 08/01/2017 (=) Pending Approva C,«Cs),u (\j)

Figure 29: Budget icons

Check Status of a Budget

= Inthe budget list, under the Action column, click on the Status History ' =¥ icon (Figure 29).

= Once you click on the Status History icon, you will get a summary of your budget history (Figure 30).

Budget Id - |g|

Created Date : 772017

Status Changed From Status Changed To E:anued i::ued

Saved Pending Approval §13225242 07/24/2017
Pending Approval Rejected by DOE ebergam 07/28/2017
Rejected by DOE Pending Approval 813225242 07/28/2017
Pending Approval Rejected by DOE ebergam 08/01/2017

Figure 30: Budget Status history
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Amend/Revise a Budget

Providers can amend/revise a budget only when it is approved by the DOE.
* Inthe budget list, under the Action column, click on the Amend ¥ icon (Figure 32a).
= Once you click on the icon, the original budget opens up. This budget will have a button at the bottom of
the Budget Header, Amend Budget (Figure 31a).
»  Click on the Amend Budget icon to generate a new budget. Note the budget ID of this newly

created budget.

Total Contract Cost for

Total OTPS 1 £3,226,00 Total Number of Classes Operated :
Staff Wages and Fringe Benefits : $0.00 Total Number of Childeen in Classes :
Total Annual Contract Amount : $3,226.00 Cost per child : 12,80

[

Allocation Methodology (Show)

Figure 31a: Amend Budget button at the bottom of the Budget Header

If the amendment has been submitted properly, the following message will appear (Figure 31b):

Microsoft Internet Explorer

! E The Budget has been Amended successFully.
L]

Figure 31b: Amendment successful message

The original budget'’s status will change from Approved to Amended (Figure 32a). You must work on the newly

created budget with the Saved status, and not the original budget with the Amended status.

Budget Plan Information

Add Contacts Add New Budget Search

Budget ID Budget Identifier Fiscal Year District Contract # Budget Type Submitted Date Status Action

13540 UB18K00013540 2018 17 9654176 3-K 08/21/2017 prova ARG
13539 2018 23 9654176 3-K el 4= |

13536 UB18K00013530A 2018 20 9654176 Full Day 08/02/2017 rova AEE S
13535 UB18K00013535 2018 20 09654176 3-K 08/02/2017 = k:g(Q,ﬁ G
13530 UB18K00013530 2018 20 9654176 Full Day 05/03/2017 AEE S
13529 2018 20 9654176 Half Day el 4= |

1-6 of 6 Records

Figure 32a: Budget search result screen
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At the top of the budget header page, a message appears indicating the revised budget (Figure 32b).

A, This budget is an modified/amended version of budget ID 1087.

Budget ID: 1088

Figure 32b: Budget Header message

6.2.8. View Comments
Pre-KIDS allows the ability to add/view comments at the budget level, allocation methodology, as well as individual
lines. The Add/View Comments icon can be found at the top right of the screen (Figures 33a-b). A thought -

bubble “ indicates that comments have been made at line-item levels within Site Details (Figure 33c).

vendor Information

¥ Back to Budget List

Figure 33a: Add/view comments on Vendor information section

@ Add/View Commentg

Allocation Methodology

(Show)

Figure 33b: Add/view comments on Allocation Methodology section

Site Information

j Open Calendar

Site  Doing Buisiness As Site Address Program Status District Options
1 test 12, TEst DOHMH 2 et
2 test 12, TEst FDC 2 < J)

& Add New Site

Figure 33c: Add/view comments on Site Information section

When you click on Add/View Comments for any for the above sections the Comments screen will appear (Figure 34).

Click Save to save any comments made.

Comments for Budget |£|
[~
User can enter comments for a rejected b'.:ldgetlﬂ =
Comments : j M
Comment Comment C -
B‘f Date omments
SDMK Comment2
SOME Commentl

Figure 34: Vendor Information Comments on Budget screen

To view a budget’s consolidated comments, go to the budget list and under the Action column, click the View

Consolidate Comments <~ icon (Figure 35):

573 3 9870688 Full Day - pi of

&

Figure 35: Amend Budget button at the bottom of the Budget Header
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7. Attendance

7-1. For DOE-Contracted Classrooms

You can access the Attendance module by clicking on Student Attendance tab at the top navigation bar (Figure 36).

To create the attendance, your budget must have been submitted and approved by the DOE. This is the only way for

the budget ID to appear in the drop down.

Stdie\ljt Attendance

/:) Invoice Enrollment

Miscellaneous =

Budget

Figure 36: Student Attendance tab in navigation bar

To create a new attendance, select Create Attendance at the top right of Student Attendance (Figure 37).

4 Refresh (-‘{HC reate -ltteru:laﬁl:ufg,\/ B Search

Figure 37: Create Attendance lin

k

Once you click Create Attendance, the following form will appear (Figure 38). This form allows you to create an

attendance for a specific fiscal year against a Budget ID and for a specific service month.

Enter Attendance

Fiscal Year: 2017-2018 Service Month : -- Select-- ¥

Budget ID :

45| Back to Main Attendance Page (g Print Attendance

-- Select-- ¥ A save

Figure 38: Create Attendance form

Click Save to generate the attendance, then the following page will appear (Figure 39a). Select the

correct Official Class Code and the roster will show for that class code.

Enter Attendance
Fiscal year: Budget ID : 1023 Service Month :
Ffi ae | WO e Mark as
Official Class Code: Select _V_l Clear "Procont”
First Name : Middle Name @ Last Name : Birth Date :

¥ Back to Main Attendance Page

September

Mark as
"Absent”

Mark as "'Site
Clocad" SANE

Add Student Skt

Figure 39a: Attendance grid when vendor does not choose an Official Class Code

30




Once an official class code is chosen, the following page will appear (Figure 3g9b).

I
) 4
Enter Attendance | ¥ Back to Main Attendance Page &3 Print Attendance

Fiscal year: Budget ID : 1087 Service Month : September

Please mark your selection using the buttons below: (C)

official Class code: [N © S 142 - 753 (| Clear | Presemt  Absemt i,  Transfer Discharge (SAVE )

Closed

UPK with Addl. Inter Class Discharge Date

Delete Studentld Student Name UPK Only pStidng s Tar By vendor(a) 01 02 03 04 05 06 07 08 09
\>:<, 225747450 ([ NNGNGTczNEGE ® O (d) (e) (b)

< - 2
First Name : Middle Name : Last Name : Birth Date : <-;-dd Studen;\_/‘ @ Next

Figure 39b: Attendance grid when the vendor chooses an Official Class Code

=  When you reach this screen (Figure 3g9b), be sure to click the Save button.

= The dates forthe month appear as columns after the Discharge Date By Vendor column (a).

=  Tomark an attendance, click on the yellow box(es) (b) and mark them as Present / Absent / Site Closed /
Transfer [ Discharge (c), then click Save.

= Use Mark as "Present” to indicate a student’s presence; Mark as "Absent” to indicate a student’s
absence; Mark as "Site Closed” to indicate the instructional site was closed. If “Site Closed” is marked,
the vendor will have the site marked as closed for all students for that day. Click Clear to remove the
type of day indicated.

= Enterthe Inter-Class Transfer date if the student made an inter-class transfer (d). It is an optional field.

= Enterthe Discharge Date if the student was discharged (e). It is an optional field.

= Ifyou delete a row by clicking on X , the whole row of students will be marked as N/A. This is useful
when a student appears in the system who never showed up at your site.

= [fastudent does not show up in the roster, you can add a student using the Add Student button.
Alternatively, if you know the student will be entered in the ATS system later, you can delete this

attendance and create a new one once the student is added into the ATS system.

Once you finish marking attendance, the following page will appear (Figure 39c). Absent appears as A with red
shading; Present appears as P with green shading; Site Closed appears as x with no color in the background. The

system does not allow a user to mark attendance for a future date.

Enter Attendance %] Back to Main Attend P
Fiscal year: 2010 - 2011 Budget ID : 1087 Service Month : September
Mark as Mark as Mark as "Sile
official Class Code: (Y ©5 <2 755w | cesr |IHEREIN e a=w B
Delete StudentId Student Name UK Oty oD DK IrIth Acdl Intes. Ciaee Discharga Date o, o5 93 .04..05 06 087 08 09
Services Transfer By Vendor
X 225747450 (S ® O u(\p/\‘:u‘/f\‘ P P P
. L IDENID)
<] >
First Name : Middle Name : Last Name : Birth Date : Add Student g Next

Figure 39c: Attendance grid when the vendor has marked attendance boxes
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Summa age

Click on the Next button to see the Attendance summary page (Figure 40).

Attendance Id - 63

¥ Back to Main Attendance Page)

1-1 of 1 Records

LCf Previous | = Next>w

Fiscal year: Budget ID : 1087 Service Month ; October
Enrollment Information

Total Students enrolled at beginning of the month: 1 Total Students enrolled at end of the month: 1

New Students Enrolled During Month: 1] Number Discharged During the Month: o

Total Non ATS Student: ]
aga Days Inter - UPK

Serial R Student Date Of ém:jllrne"t Enrolled DaysIn Class Discharge Discharge UPK  with

2 — 1D Birth D“i For the Attendance Transfer Date Only  Addl.
ate 5

e Month Date Services
1 225747450 31 7

Figure 40: Attendance summary page

Click the Previous or Next button at the bottom right to navigate. If the budget is associated with more than one

site, a drop down will appear indicating various summary pages.

If you try to go to the next page without completing all attendances, the following error message will appear (Figure

41):

Microsoft Internet Explorer

! E Please fill all the attendances before submitting,
-

Figure 41: Error message when submitting attendance without marking all available spaces

Attendance certification

You must certify the attendance in order for Invoicing to also be certified.

Attendances for revised budgets

If you revisefamend a budget and the DOE fully approves the revised budget, your new attendances must reflect this

revised budget. Saved and submitted attendances will appear in a grid (Figure 42). Use the » button to delete an

attendance in draft mode.

Attendance Header 1d Budget ID
63 1087
62 1084

Fiscal Year

Service Month

October

October

Status

Saved Attendance

Saved Attendance

Options
(%¢)
*.9

X

Figure 42: Attendance grid
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8. Invoicing

This section applies only to the DOE-contracted programs.

8.1. Create and Certify Invoices
Invoice certification requires the vendor to fill out and certify the attendance for the prior month. For instance, if you

want to generate an invoice for November, you must fill out attendance for the service month of October.

You can reach the Invoice module by clicking on the Invoice tab on the navigation bar (Figure 43).

Student Attendance f[x Invoice /7} Enrollment | Budget | Expenditures | Miscellaneous «

Figure 43: Invoice tab on navigation bar

To create a new invoice, click on Create Invoice (Figure 44).

dji Refresh :EE‘.FJ Create I iF_} /’."" Search

Figure 44: Create Invoice link

Once you click Create Invoice, choose the appropriate fiscal year, service month, and budget ID, then click Save to

generate an invoice (Figure 45).

Create Invoice 4 Back to Main Invoice Page

T N
Fiscal year: 2017 - 2018 Service Month : -- Select -- ¥ Budget ID : -- Select - ¥ | E Save /‘
N

Figure 45: Invoice creation form

= [fabudget does not appear in the budget ID list, this implies for the chosen fiscal year and service month,
you cannot use that budget ID because the budget is pending approval. For any questions about budget ID
issues, please contact your OA.

= Onceyou click Save, the following page will appear (Figure 46):

33



Invwabkce Td - 37118 O Add View Co k3 - Back t

Fiscal yaar : 2016 - 2017 Sarvice Monih i Febnuary Budget ID : 1170
School Infarmation
Boroughi Queens District R
Prowider's Name:  Aim Hig arship Scadamy
Prowiders Address: 131-34 134tk atrest
City: Queeny State: NY Fip code; Li420
Contact Name: Shoaia Lindsay Contact Plone &1 TiE-EEp-004T
Site Ids: QEHY
Imwolce Information
Budget ID: 131704 Cantrach #: 553211 Tatal Budget Amount: 5116 &840.00
# of Students: B Contracted Cost Per Child: §0.55
Cartify By Gloris Lindsay Certify Titles Mry Created By BOCHST 164
Imveice Date: 4/21/2017 Haonth of Service: Fabruay Fiscal Year of Service: 2017
Gross Inwoice Amouniz ¢ 11868400 Adjustment: &0.04 Met Invoice Amount: S10.684 00

Adjustment Reason:

Qo)

Figure 46: Invoice details page

The system derives the invoice details from the Budget. The Total Invoice Amount is editable only to reduce an

amount. If a higher amount than what's due is entered, you will receive an error message as follows (Figure 47):

Microsoft Internet Explorer

! 'j - Invoice Amount cannot be more than 10% of the Budget amount,
.

Figure 47: Invoice Amount error message

Click Next at the bottom right of the Invoice information to go to the next page (Figure 46). If you get the following
message above the invoice, it implies that you have not yet submitted the requisite attendances (Figure 48). In this

case, you can keep the invoice in a saved state to come back and certify later.

&) Please complete all the Attendances of the Previous Month before submitting the Invoice.

Figure 48: Invoice Amount error message

If the error message above (Figure 48) does not come up, then certify the invoice by providing details such as name,

title, etc., then click Certify (Figure 49).
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Invoice Id - 42 ﬂ Back to Main Invoice Page|

Fiscal year : Service Month : ) Budget ID :

This is to certify that:

I. The below name individual is a duI‘ aut % or' epresentative of and is authorized to submit information to the
E) and to make certifi 0
rtify that the inform
UPK Agreement def
Further, I ackne =
Agreement and
epresenta
(DoE) and that the DoE mlu upon th
iv. |f is further understood by the Repr
the Agency and the Represen

s working under the UPK agreement who meet the
been fingerprinted and cleared.
on of the UPK

thPrx ||:Ir=mms-d on ‘h.= UPK
ntinuing duty to

ecurity Cl

clearanc
1 th:» UFK pro
»E becomes a busin of the Department of Education
yments to the Aan;r\ ; and

y submitting false information to the DoE in any form may
tion, including criminal pre n; and

, when submitted tc r*n- D
tion contained th
and the Agenc
individually to legal a

Y

v , based upon the be s and of the AQF'I' the information in this iny submitt he DoE is true and accurat nd may
b» nlwd upon by the DoE 0.-. the s t as 5 urnent dr.d signed by an authorized representative
of the Agency; and

vi, the Individual providers and Agencies must maintain and produce for audit all records that support billing the DoE upon request,

NOTE: standing, the foregoing, it is understood by the Agency that the Agency is required to maintain a hardcopy record of its invoice
submiss and to make them available upon request by the Chancellor or his/her designee.

Figure 49: Invoice Certification page

Once you submit the invoice, it will appear as Pending on the main page (Figure 50). Draft and Approved indicate the

current state of the invoices.

Budget Invoices '“"? Refresh | ¥ Create Invoice | & Search
Invoice Id Budget ID Fiscal Year Service Month Total Amount Invoice Amount Submit Date Status Options

41 1087 September $3,010.00 $602.00 Pending
40 1084 September $13,020.00 $2,604.00 Approved
39 1082 September $10,010,00 $2,002,00 Approved

Figure 5o: Invoice Landing page

Note: In Figure 5o, the vendor does not generate the September invoices. The September invoices are generated by

DOE personnel in the Admin system as a form of Advance Payment (only after the budget is approved).

8.2. Search for an Invoice

You can search invoices using different search criteria by clicking on Search (Figure 51):

& Refresh | ¥ Create Invoice /0 Search

sub Search For : | Invoice Id v

10/: Budget Id
] Fiscal Year
10/: Service Month

ﬂm

Figure 51: Search Invoice option
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8.3. Delete an Invoice

You can delete an invoice in Draft mode using the 7 button under Options on the Main Invoice page (Figure 52).

Budget Invoices 4*-J‘r Refresh | % Create Invoice ,ﬁ Search
Invoice Id Budget ID Fiscal Year Service Month Total Amount Invoice Amount Submit Date Status Options
41 1087 Septemnber $3,010.00 $602.00 Pending
40 1084 Septernber $13,020.00 $2,604.00 Approved
39 1082 Septermnber $10,010.00 $2,002.00 Approved )
g
42 1082 Novemnber $10,010.00 $1,001.00 Draft l\x/l‘
Figure 52: Invoice Landing page with delete option
8.4. Print an Invoice
You can print an invoice using the “4 button under Action on the Main Invoice page (Figure 53).
Invoice | Budget Service Fiscal | Invoice Adjustment Assigned _ Invoice
1D ID MersdoriName Month Year Amount Amount ————e To Actien  Document# Status
n73E P ‘nes (3 we1705 aa Sent To
32736 2018 £0.00 fernest .s\_\/j B1705009 Famis

Figure 53: Invoice Landing page with print option

8.5. Invoice Comments

You can read the comments of an invoice by clicking on View Comments inside the invoice (Figure 54):

Invoice Id - 41

Fiscal year :

School Information

Borough: Queens District:

Service Month :

>'|"PJ Back to Main Invoice Page

" View Comments

September Budget ID : 1087

30

Figure 54: Viewing comments on a Rejected Invoice

8.6. Invoice Adjustments

You can view any adjustments applied to invoices and specific reasons why in Invoice Information (Figure 55). When

DOE staff applies any adjustments, it appears in the Reason and Adjustments sections.

Invoice Information

Budget ID: 1082 Contract #:

# of Students: 20
Certify By:

Invoice Date:

Certify Title:

=
Cdironetss)

Total Invoice Amount: §

(Resson:)

Month of Service:

Total Budget Amount:

Contracted Cost Per Child:

Created By: 135562210
FiscalYear of Service:

$0.00 Total:

@ Next

Figure 55: Invoice Certification page
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9. Screenings

This section applies to both ACS and non-ACS vendors. Click on Miscellaneous on the top navigation bar to reach the

screenings module (Figure 56).

Student Attendance | Invoice | Enrollment Budget Expenditures < Miscellaneous ~ |}

Figure 56: Miscellaneous link in the top navigation bar

Choose the activity as Student Screening (Figure 57a):

Select an Activity :  Student Screening v

Figure 57a: Student Screening Activity selection

There are three options to choose from in Student Screening (Figure 57b):
=  Add Student Record
» Search

= ESI-R Information Website

Student Screening Surveys

Figure 57b: Main page for Student Screening

9.1. Add Student Record

Click on Add Student Record and the following screen appears (Figure 58a):

Student Screening [*]

Screening Survey

School Year: -- Select -- | W 0515 #: Ry Search J

Figure 58a: Student Screening form

= Select the school year applicable and type in the OSIS# (student id issued by DOE) to search a student.
= C(Click Search and the system will search if the student is associated with the vendor.

= Ifamatch is not found, the system shows an error message (Figure 58b). This may occur because:
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o Non-ACS vendors need their budget approved by the DOE before completing this step.
= The form can be closed by clicking on Cancel at bottom left or the red cross at the top right.
= If you believe the student should show up but is missing, consult your Operations Analyst with a

consolidated list of such issues.

Student Screening

&) Student ID entered is either invalid or student is not eligible for screening.

Screening Survey

School Year: vl 0SIS #: 123456789 - Search

Figure 58b: Student Screening form when match is not found

= [famatchis found, a step-by-step questionnaire begins (Figure 59):

Student Screening ad
Screening Survey for Student Name: 0SIS:
School Year: 0SIS #: -y, Search
FirstName: [ Last Name: C—
Admission Date: Discharge Date:
Is the student screened? C:‘ Yes C No

Figure 59: Student Screening form when match is found

= Click Save at the bottom of the pop-up screen (Figure 60).

E] Submit @ X tancel

Figure 60: Student Screening form — buttons for form actions

= |f student was not screened, mark as such and specify the reason for not screening (Figure 61).

15 the student screenaed? (:} Yas @ Mo

Reason for not Screening: -- Select -- "
-- Selact --

Parent Opt-Out

Figure 61: Student Screening form — students not screened

You can add or view comments by clicking on the Add/View Comments icon (Figure 62):
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1s the student screened? Tives & Ho Wie

T
b ey

Figure 62: Student Screening form — Add/View Comments

= Once you click on Add/View Comments, the following screen pops up (Figure 63):
=  Enterthe comments in the text box provided and click the Save button. Note: you cannot edit the comments

once saved.

Comments for Survey Status -l

Comments cannot be edited once saved. Please ensure that commments are relevant and brief.
additional cornments can be added at any time

(Fa—
Comments : \iB,ia,vf/

A Mo records found

Figure 63: Student Screening form — Comments

When you enter a screened student, please keep in mind (Figure 64):
= Screening Date cannot be a future date.
= In case of re-screen’s follow-up screening entry, the Screening Date must be 56 days or more after first

screening.

Is the student screened? (-) Yes O No
Screening Date: |
Was the ESI-R tool used? ---- Select ----- i|

Figure 64: Student Screening form — For screened students

= Ifan ESI-R tool was used, the specific version must be entered along with Results (Figure 65).

Is the student screened? @Yes C?' No

Screening Date: j
Was the ESI-R tool used? Yes v

ESI-R Version used: -- Select -- zll
Results: -- Select -- |V
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Figure 65: Student Screening form — Screened students with ESI-R

= If you select that an ES/-R tool was not used, the following screen appears (Figure 66):

Is the student screened?

Screening Date:

V¥as the ESI-R tool used?

Tools:

Results:

@Yes OND

Mo ]

-- Select --

-- Selact --
Battelle Developmental Inventory Screening Test (BDIST)
Ceveloprmental Assessment of Young Children (DAYC)

Developmental Indicators for the Assessment of Learning [(DIAL-Z)

Brigance Early Childhood Screen I1 (3 - 5 years)

Submit

B Save x Cand

Figure 66: Student Screening form - Screened students without ESI-R tools

= Results can be marked as Ok, Refer, or Re-Screen.

= Finally, click the Submit button to submit the screening record for the student.

= A certification page pops up (Figure 67).

1 hereby certify that I am authorized to provide the screening
results for this student and that the screening results are valid and

accurate.

0K # MNo

Figure 67: Student Screening form — Certification at submission

9.2. Search Student Records

You can search screening records created using a variety of fields (Figure 68):

Student Screening Surveys

0OSIS #:
First Name: HENRY
Is Student Screened:

School year: veee

First Name

70 HENRY

1-1 of 1 Records

-- Select ----
Select ----

Last Name

Add Student Record

Survey Status: =

Last Name:

v\ Result: e

—y, Search

Screening Admission
Date Date

Survey
Status

Draft

Result

Search ESI-R Information Websitd

-~ Selact - (]

-- Select ---- [v|

Reason

Action

Figure 68: Searching for a student screening record already created

9.3. Enter Re-Screen Information

If a student’s earlier screening is marked as Re-screen, that entry will have the

search results.
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icon in the Action column on the



*  You must click this in order to enter the re-screen results (Figure 69a).

Student Screening Surveys Refresh n Search | ESI-R Information Webste
© New Students Transferred = Re-Screen ~ Submitted Survey
10 osis e Studant Fiest Name Shudent Last Nawe S e | et | unan Action
347 10/19/2016 09/08/2016 01/17/2017 Re-Screen
347 10/19/2016 09/08/2016 01/17/2017 Re-Screen
353 10/25/2016 09/08/2016 01/20/2017 Re-Screen
353 10/25/2016 09/08/2016 01/20/2017 Re-Screen
366 1/14/2016 09/13/2016 02/07/2017 Re-Screen
366 11/14/2016 09/13/2016 02/07/2017 Re-Screen
366 11/03/2016 09/08/2016 02/10/2017 Re-Screen
366 11/03/2016 09/08/2016 02/10/2017 Re-Screen
366 11/14/2016 09/08/2016 01/24/2017 Re-Screen
366 11/14/2016 09/08/2016 01/24/2017 Re-Screen

11/17/2016 05/08/2016 11/17/2016 Re-Screen

10/25/2016 09/27/2016 02/07/2017 Re-Screen
369 10/25/2016 09/27/2016 02/07/2017 Re-Screen

379 01/25/2017 1122/2016 02/10/2017 Re-Screen

Figure 69a: Re-screen icon

= Once you click this icon, a new form comes up pre-populated with a note at the top as follows (Figure 6gb).

v Note: Only 2 total screenings allowed per child

Figure 6gb: Re-Screen form note
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10. Expenditure Reporting

You need to report on expenditures twice annually with the Mid-Year Expenditure Report and End-Year Expenditure

Report.

While the Mid-Year Expenditure Report allows you to exceed budgeted costs during submission (with a notification
to submit an Amended Budget), the End-Year Expenditure Report only allows excess spending in the OTPS section

up to a certain threshold.

10.1. Create an Expenditure Report

You can create and report on expenditures against your budgeted amount by clicking on the Create/View

Expenditure icon  under the Action column in the Budget section (Figure 70).

Budget Plan Information
\dd S
Budget 1D Budget Identifier Fiscal Year District Contract # Budget Type Submitted Date Status Action
1170 UB11Q000011668 24 9952949 Full Day - AG2a
1166 UB11Q00001166A 24 9952949 Full Day ¥) Amended ARLS :}
1165 UB11M00001165 2 9952949 Half Day ¥) Approved o QYESIE " | E‘]@

Figure 70: Budget screen with Expenditure icon under Action Column

Steps to create Expenditure Report:
= C(Click onthe Create/View Expenditure icon @ and the following screen will appear (Figure 71a).

= Select Expense Type as either Mid-Year or End-Year.

Expenditure for Budget ID : 1165, UB11M00001165
Expenditure Detail f} Back to Budget List
Expense Type: ([ --select-- \)

vendor Information

District : 2 Borough : Manhattan Fiscal Year:

Figure 71a: Expenditure header page

Scroll to the bottom of the page and select the button and the following image will appear
(Figure 72a).

= Add/View Comments shows all Expenditure Header level comments.

= Status History will provide a pop-up showing workflow history for the Summary.

= View Summary shows the Summary of Total Expenditures vs Total Expenditures charged to UPK Program.

=  Print allows printing of the entire Expenditure report.
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= C(Clicking on Back to Budget List takes you back to the Budget list page.
=  Exp # has following nomenclature:

o UE: UPK Expenditure Report record.

o EY:End Year.

o 17: Fiscal Year.

o  M: Geo-Borough of the budget.

o Rest of the number: Budget ID.

Expenditure for Budget ID : 1165, UB11M00001165 Exp Id: 41, Exp #: UEEY11M00001165

= = 4
N Status History N View Summary & Print afﬁr to Budget List

Expenditure Detail

Expense Type: End Year |¥| xpenditure Workflow Status: Saved

Figure 72a: Expenditure header page with information when the type is chosen

= Scroll down further to observe the Site grid (Figure 72b) (the budget may have more than one site).

Site Information :ﬁ Open Calendar
Site  DOE SiteID Doing Buisiness As Site Address Program Status District Options:
1 @EH\) Aim High Leadership Academy 131-44 134 Street Queens NY 11420 GFDC 27

Figure 72b: Site grid from Expenditure header page

= Fill out the meals and snacks section on the Expenditure Header page (Figure 73)
= Onceyou are done, scroll to the bottom of the page and select the button.

. Click Submit only after all individual site forms are filled out.

Meals & Snacks
Budgeted Actual Costs
Meals Snacks Meals © Snacks ©
= of children 200 0 150 0
Cost per Unit 80.00 0.00 80.00 0.00
= of days 40 0 35 0
Total 640,000.00 0.00 420,000.00 0.00

Figure 73: Meals and Snacks Expenditure details on Expenditure Header page

To go to the individual site details:
= Click on your Site ID under Site Information on the Expenditure header page (Figure 72b).
= Usethe # icon nextto Facility Costs and other lines to comment on the line item (Figure 74).
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Expenditure Information For Site #1 (QBHY ) Of UEEY 1700001 17044 n:'_':_ﬁ_: k to Exp
Budget Information i Vicar End Yoar Expendituras
Expenditlures
Total
Total Budgeted Total Expanditures
Tatsl u L]
Budgeted Costste ";tum Total Expendituras  charged bo UPK u:;f':.
Costs UPK s Program
Frogeam
OTPS - Facility Costs
20100.00 010000 10030.00 000 0.00 10100.00
500,00 34 50 1550.00 .58 082 1004.50
Gas / Fusl [0 2000,00 1000.00 0.0 0,00 200000
L TR —— 640,00 000,00 .00 0.0% 2640,00
Copt of Losngpsr ®ermity fur UsH program 8 20.0¢ =000 20.00 200 0.0% 30.00
Subtotal - Facility Costs 26,7940, 00 26, 790,00 14, 100,00 (1] 000 36, 790,00

Figure 74: End-Year Expenditure form: OTPS - Facility Costs

= Click Back to Expenditure Header to return to the Expenditure Header screen.

o Note: for items where the budgeted amount was 0.00, the form fields under Expenditures will

appear as disabled.

o Note: the End Year Expenditure Report includes Mid-Year Expenditures on the form.

If you try to exceed certain limits, the following sample alert messages will pop-up (Figures 75a-c):

Message from webpage

1 E Actual Cost o UPE Program walue cannot be greater than Actual Total Expenditure.
L]

Figure 75a: Alert message when Actual Cost to UPK Program is reported higher than Actual Total
Expenditure

Message from webpage

1 E Total Wwages & Fringe Benefits of Total Expenditures charged to UPK Program cannot be greater than Total Budgeted Costs ko LIPK Program.,
L

Figure 75b: Alert message when Total Expenditures charged to UPK Program exceed Budgeted
costs for UPK Program in PS section
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Message from webpage

! 'j Tatal OTPS of Total Expenditures charged to UPK Program cannot exceed more than $300 ko Tokal OTPS of Tokal Budgeted Costs ko UPK Program,
L3

Figure 75¢: Alert message when Total Expenditures charged to UPK Program exceed Budgeted costs for UPK

Program by over 300% in OTPS section

The End-Year Expenditure form includes Administrative Costs (Figure 76) as well as Instructional and Security Costs
(Figure 77).
= Note: if 75% of the Equipment and Furniture Purchase Budget is not used up in the Mid-Year form, an alert

will pop-up on the form.

OTPS - Administrative Costs

Office Equipment and Furniture Purchases 0.00 0.00 0.00 0.00
Office Equipment and Furniture Rental 0.00 0.00 0.00 0.00
Office/Janitorial Supplies 0.00 0.00 0.00 0.00
:::::sf:itasr;trsflf;g‘)bookkeeper, accountant, exterminator, 0.00 0.00 0.00 0.00
Insurance 0.00 0.00 0.00 0.00
Advertising 0.00 0.00 0.00 0.00
Postage 0.00 0.00 0.00 0.00
Transportation Costs 0.00 0.00 0.00 0.00
o ey e 0.0 000 000
Family Involvement 0.00 0.00 0.00 0.00
Subtotal - Administrative Costs 0.00 0.00 0.00 0.00 0.00 0.00

Figure 76: End-Year Expenditure form: OTPS — Administrative Costs

OTPS - Instructional Costs

Equipment and Furniture Purchase (Refer to the UPK

Expenditure Guide for specific guidelines) o.00 o.00 0.00 0.9
I i I M ials and Cl i 0.00 0.00 0.00 0.0
Instructional Field Trips (Trips must have an educational

component and the cost of admission and bus must be

itemized when applicable. There is 3 maximum of 3 0.00 0.00 0.00 0.0
paid trips per year and a $10.00 limit per person per

trip)

Consultants (Instructional consultants providing
professional support services, staff developers, 0.00 0.00 0.00 0.0
music/art instructors, nurses, nutritionist, social workers)

Subtotal - Instructional Costs 0.00 0.00 0.00 0.00 0.00 0.0

OTRS - Security Clearance Costs

Security Clearance 0.00 0.00 0.00 0.0

Figure 77: End-Year Expenditure form: OTPS - Instructional Costs and Security Costs
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Note: the Goods and Services Provided Through Private Funding is not added to the Grand Total at the

bottom of the form (Figure 78).

Total OTPS 2,045.00 2,025.00 10,000.00 1,000.00 1,025.00

0.00 0.00 0.00

ds and Services Provided Through Private Fundi

Figure 78: End-Year Expenditure form: Total OTPS

A dropdown has been added to the expenditure staff section which will copy the staff names and their titles from

the Appendix C2 of the budgets. Per Diem staff has also been added in Expenditure staff (Figure 79).

For charter schools, vendors must manually enter all sections.

For all other programs, vendors must search using the PETS lookup feature, for all sections.

Mid Year

Budget Information Expenditures

End Year Expenditures

Total

Total Budgeted . Total Expenditures . .
Budgeted Costs to c "df" Total Expenditures charged to UPK B“T"e“
Costs UPK HE Program =lanes
Program
PS - Staff Salaries and Wages
Admint ive Staff (PETS Lockup Optional) o
-- Salect a staff -
a.00] [ 0.00
T TomeT=ther ~] =
Subtotal - Administrative Staff 52,4132.00 14,258.00 22,008.49 0.00 0.00 14,258.00
Instructional Staff - Teachers (PETS Lookup Required)
-- Select a staff —- ~
1T | Title 0.00| [ 0.00
—Selact—- ~] =
Subtotal - Instructional Staff - Teachers 111,129.00 29,602.00 66,750.82 0.00 0.00 29,602.00
Other Instructional Staff (PETS Lookup Required) =
-- Select a staff —- ~
1T | Title 0.00| [ 0.00
—Selact—- ] =
Subtotal - Other Instructional Staff 128,356.00 41,887.00 80,801.55 0.00 0.00 41,887.00

Figure 79: End-Year Expenditure form: PS — Staff Salaries and Wages

Once the entire Expenditure report is filled out, return back to the Expenditure header page and click the Submit
Expenditure Report button at the bottom of the header page. Alternatively, you can save the Expenditure report and

return back to it later to update it without submitting (Figure 80).

Grand Total

(B

Figure 8o: End-Year Expenditure form: Grand Total with Save button

When you submit your Mid-Year Expenditure report, you may receive the following message forcing you to

acknowledge the amendment of an existing budget (Figure 81a).
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o =

Message from webpage

L] E T understand that if there are any negative unspent balances then I have to amend the existing budget,
*

Figure 81a: Amendment pop-up message

Next, the following confirmation box will appear (Figure 81b).

= (Click OK if you want to proceed further and certify the report.

L 1

Message from webpage

‘:{) Do wou really want ko submit this expenditure?

[ (a4 { [ Cancel

Figure 81b: Confirm amendment pop-up message

*  You must type in your full name and click the Certify button in order to certify (Figure 82).

=  If you want to back out and still need to make changes before submitting, click the Cancel button.

This is to certify that:
i. I am a representative of| who is duly thorized to submit information to the
New York City Department o ucation ("DOE") and to make certifications and

ep tati on the School’s behalf.

ii. I am aware that this Mid Year Expenditure Report ("Expenditure Report™), when
submitted to the DOE, becomes a business record of the DOE and that the DOE relies
upon the information contained therein.

iii, It is further understood that knowingly submitting false information to the DOE
may subject the School and the Rep tative to legal action, including criminal
prosecution,

iv. Based on the books and records of the School, the information in this Expenditure
Report is true and accurate. The identified costs, which were incurred or accrued in
the school year in connection with the UPK program, are supported by records,
including allocation worksheets, as applicable. The records are maintained by the
School and are available to the DOE upon request.

v. Reimbursement has not been sought from or made by any other public or private
entity in whole or in part for any costs charged to the UPK program.

vi. During the period for which this Expenditure Report is submitted, all persons
working under the UPK Agreement who met the definition of "staff” were identified
on the UPK Security Clearance Roster and were ﬁngerpnntcd and cleared as required
undor the terms of the UPK Agreement. Further, I ledge that the School has a
g duty to ly with the terms of the security clearance section of the UPK
Agncmont and to updan the UPK Security Clearance Roster to reflect new
ploy and staff changes in the UPK program and

vii. Itis understood that the School is required to maintain a hardcopy record of its
Expenditure Report submissions and to make them available upon request by the
Chancellor or his/her designee.

Certify By:"

) G

Figure 82: Certification page for Expenditure report
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10.2. Edit/View an Expenditure Report

The vendor user can edit/view an existing Expenditure report by clicking on the Create/View Expenditure icon

 under Action column in Budget section (Figure 83).

Budget Plan Information

Add Coantacts

Budget ID Budget Identifier Fiscal Year District Contract # Budget Type Submitted Date Status Action

1170 UB11Q000011668 24 9952945 Full Day = aGRa

1166 UB11Q00001166A 24 9952949 Full Day ¥ Amended HOPEL k|

1165 UB11M00001165 2 9952949 Half Day ® Approve < QY-SIE7IT | 3]@

Figure 83: Budget screen with Expenditure icon under Action Column
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11. Appendices

11.1. Appendix - Budget Summary

TOTAL ESTIMATED TOTAL COST . _
# OTPS - FACILITY COSTS e SirTh T T e Eleedd Site #: 2
1 Facility Costs $2,4538.00 $£244.00 $122.00 $£122.00
2 Electric $101,655.99 $100,221.99 $222.00 £99,959.99
3 Gas [ Fusl $1,410.00 $621.00 $544.,00 £77.00
4 Telephone / Internet $656.00 $£152.00 £76.00 £76.00
5 Cuost of Licences/Permits for UPK program $124.00 $78.00 $22.00 $56.00
SUBTOTAL OTPS FACILITY COST $106,333.99 $101,316.99 $986.00 $100,330.99
Figure 84: Facility Costs summary screen
OTPS - ADMINISTRATIVE COSTS
[ Office Equipment and Furniture Purchases $57.00 $24.00 $12.00 $12.00
7 Office Equipment and Furniture Rental $1,248.00 $1,224.00 $12.00 $1,212.00
8 Office/Janitorial Supplies $38.00 $14.00 $12.00 $2.00
g Consgltants(g.g booklkeeper, accountant, exterminator, $360.00 $336.00 $123.00 $213.00
security services)
10 Insurance $176.00 $33.00 $12.00 $21.00
11 Advertising $268.00 $34.00 $12.00 £22.00
12 Postage $57.00 $33.00 $12.00 $21.00
13 Transportation Costs $68.00 $34.00 $12.00 $22.00
Minor Maintenance and Repair of Equipment and Facilities
14 (Less than $2500 annually) $46.00 $23.00 $12.00 $11.00
15 Family Invelvement $2,688.00 $244.00 $222.00 $22.00
SUBTOTAL OTPS ADMINISTRATIVE COSTS $5,006.00 $1,999.00 $441.00 $1,558.00
Figure 85: Administrative Costs summary screen
——
OTPS - INSTRUCTIONAL COSTS
16 Equipment and Furniture Purchase $33.00 $21.00 $21.00 $0.00
17 Instructional Materials and Classroom Supplies $322.00 $222.00 $222.00 $0.00
18 Consultants $24.00 $12.00 $12.00 $0.00
i5 Instructional Field Trips $36.00 $36.00 $0.00
20 Meals $30,672.00 NO NO
21 Snacks $1,759,824.00 NC NC
SUBTOTAL OTPS INSTRUCTIONAL COSTS $1,790,911.00 $1,790,787.00 $291.00 $0.00
OTPS - SECURITY CLEARANCE COSTS
22 Security Clearance $832.00 $789.00 $789.00 $0.00
TOTAL OTPS 51,903,082.99 51,894,891.99 52,507.00 5101,888.99
23 Goods and Services Provided Through Private Funding $897.00 $897.00 $0.00
PS - STAFF SALARIES AND WAGES
24 Administrative Staff $1,000.00 $1,000,000.00 $0.00 $1,000,000.00
25 Instructional Staff $912.00 $9,122.00 $12.00 $9,110.00
26 Facility Staff $356.00 $122,257.00 $35.00 $122,222.00
27 Per Diem Staff $258,488.00 $16,928.00 $241,560.00
23 Fringes $135,761.72 $1.88 $135,759.84
TOTAL PS $5396,517.72 51,525,628.72 516,976.88 51,508,651.84 =i

Figure 86: Instructional, Security Clearance, and PS-Staff Salaries and Wages costs summary screen
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11.2. Frequently Asked Questions

=  Why isnt the PKA link showing in the Vendor Portal screen after | log in?
The background check may have not been completed or Vendor Hotline may not know that your

organization has a Pre-K contract. Contact your Operations Analyst if you are having this issue.

= How do I get the address to drop down when entering a student record?

Enter in the address without any abbreviations (E., W., Ave., Blvd., St., etc.).

=  Why is there no drop down for length of day or class code when completing Enrollment in PKA?

The class codes must be first be created in Class Management (3.3).

=  Why can | not add staff to the budget?
The staff must first be added to Staff Management (3.2).

= IfI made a mistake on my attendance and already submitted it in PKA, how can I fix it?
Contact your Operations Analyst so that s/he can unlock your attendance then you can correct it and

resubmit.

11.3. Contact Information

If you have any other questions, please send an email to.
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