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Overview

The Expenditure Reporting (ER) system provides a means for recipients of federal and state
education grants to submit expenditure reports for reimbursements from the grant and for TEA
staff to review, approve, and adjust those reports.

When a grant is awarded, the grantee receives a Notice of Grant Award, or NOGA. The NOGA
notifies the grantee and others that a grant is awarded, specifies the terms and conditions of the
grant, and provides a legal basis for the obligation of grant funds.

Grantees log on to the ER system through the Texas Education Agency Secure Environment
(TEASE) with a username and password. TEASE authenticates the user’s identity so that they
view system information and perform actions specific to their grant expenditures. Grantees can
file expenditure reports on a periodic basis to request payment from the Agency and are required
to file final expenditure reports within a specified period of the NOGA end date.

A periodic report may be filed to:
* Request payment for expenditures already incurred by the grantee.

* Request payment for expenditures the grantee will incur within three working days of
receiving payment from the Agency.

* Report cumulative expenditures in an amount greater or less than reported in the previous
periodic expenditure report.
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Access to ER

A username and password is required for each person who uses ER to file expenditure
reports and request payment.

Your username and password are associated with one of the roles below, specifying what
actions you can perform in the application. This username and password may also be
associated with actions you can perform in related applications.

To request a username and password for access to Expenditure Reporting, see the
following instructions, Apply for Access to ER.

ROLE Actions Permitted in ER Application
Grantee Official | Create and edit expenditure reports

Certify expenditure reports
View expenditure reports
View grant payments

Grantee Manager | Certify expenditure reports
View expenditure reports
View grant payments

Grantee Staff Create and edit expenditure reports
View expenditure reports
View grant payments

Grantee Viewer | View expenditure reports
View grant payments




TEA User Manual for Expenditure Reports (ER) v 1.5 Feb 2008

Apply for Access to ER
To apply for access to ER:
1. Open your web browser.

2. Type http://www.tea.state.tx.us/opge/grantdev/er.html#tease (or click on the
underlined link) into the web browser address bar to access the Grant Expenditure
Reporting (ER) System Information page. This location can also be accessed from
TEA Grant Opportunities on the TEA homepage.

3. The dropdown list at the bottom of this page provides four options that allow you
to add ER access to an existing user account or to create a new user account.
Choose the option that applies to you.

4. Note that once the online form is completed and submitted, an email is sent to
your Superintendent requesting approval of the application. The application will
not be processed by TEA until the Superintendents approval is received. This
applies only to employees of ISDs, ESCs, and open enrollment Charter Schools.

5. If you are not an employee of an ISD, ESC, or open enrollment Charter School,
the option you select in #3 above will display the paper application form, TEA
Secure Environment Request for Access. Complete the form while online, print
the form, sign it, and have your superintendent or chief executive director/officer
validate it with a signature. Fax or mail the form to the contact listed on the form.

What to expect from TEA:

TEA will process the application after your Superintendent has indicated
approval. You should receive three emails from computer.access@tea.state.tx.us.
The first email confirms the application has been received. The second and third
emails will contain your username and password separately.

Online applications for ISD, ESC, and open enrollment Charter Schools should
receive confirmation within 2 days. Paper applications for other entities could
take up to two weeks to process.

Whom to contact at TEA:

For all questions concerning access to TEA applications, including ER, contact
the Computer Access division at TEA. They will assist you with any questions
related to your TEA SE account, such as forgotten passwords, inactive accounts,
etc.

Email: computer.access@tea.state.tx.us
Phone: 512-475-3426


http://www.tea.state.tx.us/opge/grantdev/er.html#tease
mailto:computer.access@tea.state.tx.us
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Logonto ER

After you have received a username and password and authorization to access ER, you
can log on through TEASE:

1. Type https://seguin.tea.state.tx.us/apps/logon.asp inthe
browser address bar.

Welcome! Please Log On.

NOTICE: TEA Weh applcators will not be svalable esch Sumday moming fom 6:00A8M to 12:00
Noon cus to routine mantenance. Fleass do not access your soofication during this tims period: wou
ookl fose aats,

Username
Password

Conttres | | Coeal ]

Dl yrtnta Torgnl your passviorl?

2. At the log on screen, type your username and password and click Continue.

3. At the Application List, click Grant Expenditure Reports — Expenditure
Reporting. The system displays the ER application with default settings
appropriate to the role of the authenticated user.

|_Change Passward || Cnangeinte | [ Add/Moddy Applicasan Accass |

Application List

Your Applications

GranExpandiureRepons - Expenditars Reparing | [ Leunch
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System Screens and Navigation
This section of the manual describes the uses and features of major screens.

List NOGAs and Expenditure Report Information

The ER system displays the Expenditure Reporting Inquiry first. From this screen, you
can list NOGAs and then navigate to view or enter information for related expenditure
reports.

TExAs EDUCATION AGENCY A |

nter Criteria then click the Search Button

Submitter Welcome to TEA Expenditure Reporting
School Year
0002007 [+

G~ = A payment request still requires cerification.
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Generate a List of NOGAs for the Grantee
To generate a list of NOGAs associated with the grantee:
1. Select the school year if searching for NOGASs for a previous year.

2. Click Search for NOGAs. The system displays a list of NOGAs that fit the
search criteria.

w

To display the NOGA balances and dates, click on the Balances tab.
4. To access Expenditure Reports for a NOGA, click the NOGA ID.

TExAs EDUCATION AGENCY .

nter Criteria then click the Search Button

Submitter Welcome to TEA Expenditure Reporting
NOTICE: There are other NOGAs with School Year
[HESEs s lol o MAERENSEIE K ute 2006-2007 v Searchfor NOGAs | View all NOGA Messages

"Wiew all NOGA Messages™ button.

G~ = Apayment request still reguires cerification.

Search Results (Click on NOGA ID to go to Expenditure Page)

T HS INIT-HIGH SCHOOLS |
THAT WORK -ENHANCED
DESIGN NETWORK |

Te HS INT-HIGH SCHOOLS | A Detailed classfobject expenditure report may be required for this NOGA. The

THAT WORK -ENHANCED ﬂa HELF link in the top right corner of this screen provides instructions on submitting

DESIGN NETWORK detail expenditure reports. Ifyou have gquestions, please contact the TEA funding
| division at the number shown above.

TAHS INIT-HIGH SCHOOLS

- 3 HELP link in the top right carner of this screen pravides instructions on submitting
Rl Il RICIEt ﬂa detail expenditure reports. Ifyou have questions, please contact the TEA funding
DESIGH NETWORK e

division at the number shown above.
TH HS INIT-HIGH SCHOOLS | ﬁllé)l_e;a:_les_cl?hssiobje_cth?xpendnu;?hr_epon may be r_iqmredtfor{_rus NOGA.t'JI'hQﬂ_
THAT WORK -ENHANCED i} ink in the top right corner of this screen provides instructions on submitting

DESIGH NETWORK dgt_a|_| expenditure reparts. Ifyou have questions, please contact the TEA funding
| division at the number shown above.

HURRICANE - HOMELESS
YOUTH

| A Detailed classfobject expenditure report may be required for this NOQGA. The
COMPREHEMSIVE SCHOOL ﬂa HELP link in the top right carner of this screen pravides instructions on submitting
REFORM - YEAR 3 detail expenditure reports. Ifyou have gquestions, please contact the TEA funding
| division at the number shown above.

| A Detailed classiobject expenditure report may be required for this NOGA. The
COMPREHEMSIVE SCHOOL ﬂﬁ HELF link in the top right corner of this screen provides instructions on submitting
REFORM - YEAR 3 I detail expenditure reports. Ifyou have guestions, please contact the TEA funding
| division at the number shown above.
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TeExAs EDUCATION AGENCY =

nter Criteria then click the Search Button

Submitter Houston Welcome to TEA Expenditure Reporting
NOTICE: There are other NOGAs with School Year
messages to be viewed. Click the 2006-2007 E Search for NOGAS View all NOGA Messages

"View all NOGA Messages” button.
Cv" = A payment request still requires certification.

Search Results (Click on NOGA ID to go to Expenditure Page) 1- 191 of 191 NOGAS in list

Balances

SchoolYear AWAE pmountpaig|  HermEning

Amount
T HS INIT-HIGH
SCHOOLS THAT WORK Final:3/30/2008
i cat s 2006-2007 34,200.00 185.00 34,015.00 e
NETWORK
TH HS INIT-HIGH
SCHOOLS THAT WORK - Final:3i30/2008
e e 2006-2007 34,200.00 0.00 34,200.00 e Gt s
NETWORK
T HE INIT-HIGH
SCHOOLS THAT WORK - Final:3130/2008
-ENHANCED DESIGN Al Rt A EEl s 000 | pevisedarzar2008
NETWORK
TH HS INIT-HIGH
SCHOOLS THAT WORK - Final:3i30/2008
e e 2008-2007 34,200.00 439.93 33,760.07 I e
NETWORK
HURRICANE - | | Final:8i1 412007
e | 2006-2007 516,032.00 0.00 516,032.00. e
COMPREHEMSIVE :
SCHOOL REFORM - 2006-2007 39,375.00 85731 38,517.69 g Eal e Ry
YEAR 3 | Revised:9/29/2007

The search results identify each NOGA and summarize expenditure information:

Title Name of the grant funding the NOGA

NOGA ID Unique number assigned to the NOGA after the application for
grant award is approved

School Year School end year selected in the search

Award Amount | Original grant amount awarded

Amount Paid Amount to date approved and paid to reimburse expenditures - does

not include amounts of pending payments

Remaining Difference between the Award Amount and the Amount Paid
Amount

Amount Any amount submitted for reimbursement that has not yet been paid
Pending or denied reimbursement

Due Dates Dates that final and revised final reports are due
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Payment Information and New Expenditure Report

This screen features information identifying the NOGA, a balance summary, payment
history, and a section in which to enter a new expenditure report. The summary features
cumulative summary information about expenditures to date, and the history features
information about transactions to date against the grant award amount.

NOGA Information

This section lists identifying information about the NOGA and grant source of funds.

TeExAs EDUCATION AGENCY A

NOGA Information

For questions or problems regarding this NOGA, please contact the Discretionary Grants Division at 512/463-9269

Noga ID: TH HS INIT-HIGH SCHOOLS THAT WORK -ENHAMCED DESIGN ~ Status: Approved

NETWORK
Region: . Begin Date: 07/01/2006 End Date:  02/29/2008
NOGA Balance Summary
Cumulative Expenditure: 185.00  Amount Reserved: 3.420.00
Approved Budget: 34,200.00
Total Amount Paid: 185.00  Eligible Remaining: 30,595.00

Enter a new Expenditure Report below

Enter reporting period date range This reporttype is a Enter cumulative expenditure amount
From: 02/01/2007)  To: | ] El Periodic [Icheck if final report |

Return to Searchi Save Transactioni
Payment History
Transaction Report c . A b Refund Payment 5
Date Type Payment Status Amount Date Details:
1 08/02/2007 Final  Cancelled 195.00 10.00 0.00 &
2 050212007 Final  Cancelled 175.00 0.00 10.00 =y
3 0212142007 Periodic  Paid/Processed 185.00 185.00 0.00 02272007 [

NOGA Unique number assigned to the NOGA after the application for grant
ID award is approved

NOGA Status of the NOGA

Status

Region Education region of the state in which the grant recipient is located
Begin The date on which the NOGA was issued

Date

End Date | The date on which the NOGA ends — last date for which expenditures can
be incurred and reimbursed and the last date to be used on expenditure
reports.
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NOGA Summary

The NOGA Summary features information about the budget and expenditures for this
specific NOGA. Enter new expenditures in the fields provided.

TeExAs EDUCATION AGENCY

NOGA Information

For questions or problems regarding this NOGA, please contact the Discretionary Grants Division at 512/463-9269

Noga ID: TAHS INIT-HIGH SCHOOLS THAT WORK -ENHANCED DESIGN

METWORK

Status: Approved

Region: Begin Date: (07/01/2006 End Date:  02/29/2008

NOGA Balance Summary

Cumulative Expenditure: 185.00  Amount Reserved: 3.420.00

34,200.00
Total Amount Paid:

Approved Budget:

185.00  Eligible Remaining: 30,595.00

Enter a new Expenditure Report below

Enter reporting period date range This reporttype is a Enter cumulative expenditure amount

From: 02/0 To: | -Eﬂ Periodic [Icheck if final report |
Return to Searchi Save Transactioni
Payment History
Transaction Report - . Refund Payment 5
Date Type Payment Status Amount Date Details:
1 05/02/2007 Final  Cancelled 185.00 10.00 0.00 B
2 05/022007 Final  Cancelled 175.00 0.00 10.00 =)
3 02121/2007 Petiodic  PaidiProcessed 185.00 185.00 0.00 02272007 [

Approved Budget

The amount of the total award approved for grant expenditures

Cumulative
Expenditure

Total expenditures submitted to date.

Amount Reserved

Any amount designated to be held in reserve until specified
conditions are met — can include submission of Final Report

Total Amount
Paid

The amount approved and paid to date for expenditures

Eligible
Remaining

The difference between the Cumulative Expenditure and the
Reserve Amount

Reporting Period

The system supplies the date of the last expenditure report as the

Date Range — beginning of the reporting period. Type or use the calendar icon

From, To to enter the end date for the period for which expenditures are
being submitted — must be no earlier than the date the last
expenditure report was submitted.

Report Type The type of report — Periodic, Final, or Revised Final — being

submitted; check to indicate if the expenditure report is the final
report. All subsequent reports will be revised final reports after a
final is submitted.
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Cumulative
Expenditure
Amount

The total amount of expenditures previously submitted and

approved as well as any other expenditures reported this period,

including the current expenditure report.

10
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Payment History

This section displays a history of transactions to date against the grant.
TEXAS EDUCATION AGENCY U

NOGA Information

For questions or problems regarding this NOGA, please contact the Discretionary Grants Division at 512/463-9269

Noga ID:

TH HS IMIT-HIGH SCHOOLS THAT WORK -ENHAMCED DESIGN ~ Status: Approved
NETWORK
Region: Begin Date: 07/01/2006 End Date:  02/29/2008

NOGA Balance Summary

Cumulative Expenditure: 185.00  Amount Reserved: 3.420.00

Approved Budget: 34,200.00

Total Amount Paid: 185.00  Eligible Remaining: 30,595.00

Enter a new Expenditure Report below

Enter reporting period date range This reporttype is a Enter cumulative expenditure amount
From: 02/ To: | ] El Periodic [Jcheck if final report |
Return to Searchi Save Transactioni

Payment History
Transaction
Date

1 D&f02iz2007
2 05022007
3 D2f21iz2007

Report Refund Payment

Type Payment Status C ve A Amount Date Details

Final  Cancelled 195.00 10.00 0.00 B

Final  Cancelled 175.00 0.00 10.00 =)
Periodic  PaidiProcessed 185.00 185.00 0.00 02272007 [

Transaction Date

The date on which the expenditure report was saved or submitted.

Report Type The type of report — periodic, final, or revised final — being
submitted

Payment Status Indicates the stage of processing for the last report submitted

Cumulative The total amount of expenditures previously submitted and
approved as well as any other expenditures reported this period,
including the current expenditure report.

Amount The amount the grantee is requesting if the transaction is a request

for reimbursement

Refund Amount

The amount due to the Agency if the transaction indicates a refund
of the grant funds

Payment Date

The date reimbursement was sent to the grantee or, if the transaction
is a refund, the date the refund was recorded by the Agency.

Transaction
Detail Icon B

Click this icon to view details for the associated transaction.

11
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Expenditure Report Information

The system displays this screen when a user clicks the Report Transaction Details icon

B next to a transaction in the Payment History. The summary includes information
about the current transaction, previous totals, and grant thresholds and, if the transaction
has been processed, voucher details. To return to the Payment History, click Return.

NOGA Information

Hoga ID: Transaction Date: 02/21/2007 PaidProcessed
THHS INIT-HIGH SCHOOLS THAT WORK -ENHANCED DESIGHN NETWORK

Wendor ID:

Entered by:  Thuy Moo

Canceled hy:

Expenditure Report Details

0272172007 11:12:16AM

payimeint:

Noga Totals prior to submission of this ER

Report Type: Perindic Report Date: 02/21/2007 Total Award Amount: 34,200.00
Roll Forward Amount: n.oo

From Date: 07/01/2006 To Date: 01/31/2007
Expended Amount: n.oo
i . . Remaining Amount: 34,200.00
Cumulative Expenditure Amount: 185.00 Eligible Remaining: 30,750.00

Disbursement Amount: 185.00

Remaining after this 34,015.00

Certified by Linda Burey 021232007 1:29PM Grant Approval Threshold Settings
SEEREEE Single Payment:  25% 855000
Closed/ Monthly Payment:  25% 8,5450.00

1 1 1 53350 91023098 2361679 0272772007 7602 0193 711P 13066 2006 10450610 2007
2 2 1 131.650 91023098 2361679 0272772007 7602 0193 T11P 13066 2006 10450610 2007
NOGA ID Unique number assigned to the NOGA after the application for

grant award is approved
Vendor ID The ten digit number used to identify a specific vendor.
Transaction The date on which the expenditure report was saved or submitted
Date
Payment Status | Indicates the stage of processing for the last report submitted

12
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Expenditure Report Details
This section features details about the selected transaction.

Entered by:  Thuy Mgo

Q202172007 11:1 2:16AM

payiment:

Moga ID: Transaction Date:  02/21/2007 PaidProcessed
THHS INIT-HIGH SCHOGLS THAT WORK -ENHARNCED DESIGH METWORE,
Vendor 1D:
Expenditure Report Details Noga Totals prior to submission of this ER
Report Type: Periodic Report Date: 02/21/2007 Total Award Amount: 34,200.00
Roll Forward Amount: n.oo
From Date: 07/01/2006 To Date: 01/31/2007
Expended Amount: n.oo
i . . Remaining Amount: 34,200.00
Cumulative Expenditure Amount: 184.00 Eligible Remaining: 30,780.00
Dishbursement Amount: 185.00

Remaining after this 34,015.00

Certified by: Linda Burey ; 0272372007 1:29PM Grant Approval Threshold Settings
Approved By: Single Payment:  25% 8,550.00
Closed/ Monthly Payment:  25% 2,54a0.00
Canceled hy:

Voucher Details

| |voucherm [une B e o usnsocs| "™ e ncour| £ond | vent| G| o priectn| et

1 1 1 53350 91023098 2361679 0272772007 7602 0193 711P 13066 2006 10450610 2007
2 2 1 131.650 91023098 2361679 0272772007 7602 0193 T11P 13066 2006 10450610 2007
Report Type Indicates the report type for the transaction being submitted as

a Periodic, Final, or Revised Final Report

Report Date

The date on which the expenditure report was created

From Date The beginning date of the reporting period for which expenses
are being submitted

To Date The end date of the reporting period for which expenses are
being submitted

Cumulative The amount of expenditures submitted to date

Expenditure

Amount

Disbursement

The amount to be reimbursed to the grantee or refunded to the

Amount Agency

Entered by: The name or User ID of the person who entered the
expenditure report information. Includes the date and time
entered.

Certified by The name or User ID of the person who certified that the

expenditure report information was correct. . Includes the date
and time certified.

13
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Approved by The name or User ID of the person who approved the
expenditure report information and initiated disbursement of
funds. If expenditures are below grant threshold settings,
disbursements are automatically approved. . Includes the date
and time approved.

Closed/Canceled by | The name or User ID of the person who closed/canceled the
expenditure report. Includes the date and time approved.

Prior NOGA Totals and Grant Threshold Settings
These two sections feature information about the NOGA.

Moga ID: Transaction Date: 02/21/2007 PaidProcessed
THHS INIT-HIGH SCHOOLS THAT WORK -EMNHARNCED DESIGH METWORE
Vendor ID:
Expenditure Report Details Noga Totals prior to submission of this ER
Report Type: Periodic Report Date: 02/21/2007 Total Award Amount: 34,200.00
Roll Forward Amount: 0.00
From Date: 07/01/2006 To Date: 01/31/2007
Expended Amount: 0.oo
. . . Remaining Amount: 34,200.00
Cumulative Expenditure Amount: 184.00 Eligible Remaining: 30.750.00
Disbursement Amount: 185.00
Remaining after this 34,015.00
payiment:
Entered by:  Thuy Moo 0202172007 11:12:16AM
Certified byt Linda Burey 02r232007 1:29PN Grant Approval Threshold Settings
Approved By: Single Payment:  25% 8,550.00
Closed/ Monthly Payment:  25% 8,550.00
Canceled hy:
Voucher Details
strib ayment ayment Fund Class Bud School
rllou:her 1D L|r|e Llne Line Amount | USASDoc# D Date Account Code Field Ref Project ID Year
1 53350 91023098 2361679 0202772007 TEOZ 0193 TP 13066 2006 10450610 2007
2 2 1 13650 91023098 2361679 02272007 TEO0Z2 0193 T11P 13066 2006 10450610 2007
Total Award The total amount of grant funds awarded
Amount
Roll Forward The amount of the NOGA rolled forward from the prior year
Amount

Expended Amount | The total amount of expenditures submitted, approved, and paid
prior to the current Expenditure Report.

Remaining Difference between the award amount and the amount paid to
Amount date, excluding the expenditures submitted in the current
Expenditure Report.

Eligible Remaining | The amount remaining for approved expenditures after processing
previous Expenditure Report.

14
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Remaining after
this payment:

The amount remaining for approved expenditures if the current
Expenditure Report is approved.

Single Payment

The maximum percentage or dollar amount of the NOGA that can
be disbursed in any single payment without formal approval.

Monthly Payment

The maximum percentage or dollar amount of the NOGA that can
be disbursed in any 30-day period without formal approval.

15
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Voucher Details

After a transaction has been processed, the system displays voucher information under
the section for Expenditure Report Details. The voucher identifies the payment.

Hoga ID:

Vendor ID: 1

Transaction Date:  02/21/2007

TAHS INIT-HIGH SCHOOLS THAT WORK -ENHAMCED DESIGN METWORK

PaidProcessed

Expenditure Report Details

Entered by:  Thuy Moo
Certified byt Linda Burey ?

payment:
0252142007 11:12:16AM

02¢23r2007 1:29PM

Noga Totals prior to submission of this ER

Report Type: Periodic Report Date: 02/21/2007 Total Award Amount: 34,200.00
Roll Forward Amount: n.oo

From Date: (07/01/2008 To Date: 01/31/2007
Expended Amount: 0.0o
X i . Remaining Amount: 34,200.00
Cumulative Expenditure Amount: 185.00 Eligible Remaining: 30,780.00

Disbursement Amount: 1846.00

Remaining after this 34,015.00

Gramt Approval Threshold Settings

Approved By: Single Payment: 5% 8,550.00
Closed/ Monthly Payment: 25% 8.550.00
Canceled by:

Voucher Details

r’mﬁ’ﬂ’m’mﬁﬁﬁﬁm’ﬁmm@

1 1 63.360 91023098 2361679 022772007 TE02 0193 T11P 13066 2006 10450610 2007

2 2 1 131650 91023098 2361679 0227i2007 7602 0193 TI1P 13066 2006 10450610 2007

Voucher ID The identifying VVoucher ID number assigned to the report when
vouchered in ISAS

Line Identifies Voucher Line number

Distrib Line | Identifies Voucher Distribution Line number

Line Amount | Amount associated with each VVoucher Line

USAS Doc Comptroller’s payment ID number for reference only (for internal

Num TEA users)

Payment ID | Warrant number or direct deposit number identifying the payment
from Comptroller’s office

Payment The date of entry for the payment request.

Date

Account Account value used on the voucher line

Fund Code Fund valued use on the voucher line

Dept Org value used on the voucher line

Class Field Appropriation value used on the voucher line

Bud Ref Budget Year value used on the voucher line

16
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Project ID

Project/Grant value used on the voucher line

School Year

School Year value used on the voucher line

17
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Messages on the NOGA Search Results list

When you select a School Year and click the “Search for NOGASs” button, the resulting
list of NOGAs may show a Message area. These messages have been entered by TEA
Staff to provide information regarding a specific NOGA or to request information from
you regarding a NOGA. Also, if there are other NOGAs with messages to be viewed, a
red NOTICE will instruct you to click the “View all NOGA Messages” button.

Note: These options will be available only when there are messages to be viewed.

TeExAs EDUCATION AGENCY AN

nter Criteria then click the Search Button

suBmittscHoistan NOTICE of other messages to view ting
NOTICE: There are other NOGAs with School Year
messages to be viewed. Click the 2006-2007 | Search for NOGAS | iew all NOGA Messages
View all NOGA Messages™ button.

G+ = A payment request still requires certification.

Search Resulis (Click on NOGA ID to go to Expenditure Page) 1-1381 of 191 HO

THHE INIT-HIGH SCHOOLS

THAT WORK -EMHAMCED |DE10451
DESIGM METWORK
T HS INT-HIGH SCHOOLS ; ADetai_Ied_cIassIobje_ct expenditure r_eport may he r_equired fort_his MNOGA, Thg )

| = HELP link in the top right corner ofthis screen provides instructions on submitting
THAT WORK -EMHANCED |0E10451 iy : ; : :
DESIGN METWORK dgt_a|_| expenditure reparts. Ifyou have gquestions, please contactthe TEA funding

di
I

tthe number shown above.

DXHS N soHo0L e o e e = B
BRI IR R e ﬂa detail expenditure reports. Ifyou have gquestions, please contactthe NEW message area
DESIGH NETWORK Ao
division at the number shown above.

T HS INT-HIGH SCHOOLS | ADetai_Ied_cIassIobje_ct expenditure r_eport may he r_equired fort_his MOGA, Thg )

= HELP link in the top right corner of this screen pravides instructions on submitting
THAT WORK -EMHAMCED |DE10451 |Fg ; ] ; :
DESIGN METWORK I detail expenditure reports. Ifyvou have gquestions, please contact the TEA funding

division at the number shown above.

.HURRICANE- HOMELESS

YOLUTH |DB52020

f A Dé.t;i I.é.d c.I.assiEb.j.ec.t. expen.d.it.ure report“may t;'n-e requ.i.re.i.;l .for“this NOGAThe
COMPREHEMNSIVE SCHOOL lasa1E00 ﬂa HELF link in the top right corner of this screen pravides instructions on submitting

REFORM - YEAR 3 detail expenditure reports. Ifyvou have guestions, please contactthe TEA funding
division at the number shown above.

A Detailed classiobject expenditure report may he required for this NOGA. The
COMPREHEMSIVE SCHOOL 06E1R00 ﬂa HELF link in the top right corner of this screen pravides instructions on submitting
REFORM - YEAR 3 [— detail expenditure reports. Ifyou have gquestions, please contact the TEA funding
division at the numhber shown above.
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View all NOGA Messages

The “View all NOGA Messages” button will give you a single listing of all NOGAs that
have a message to be viewed. This button is intended to allow you to easily retrieve a
listing of all messages related to your NOGAs. The “Search for NOGASs” button will re-
display a list of all NOGAs for the School Year you have selected.

TEXAS EDUCATION AGENCY TN—

nter Criteria then click the Search Button

Submitter Houston Welcome to TEA Expenditure Reporting

New button to view J

NOTICE: There are other NOGAs with School Year
messages to be viewed. Click the 2006-2007 || Search for NOGAs | View all NOGA Messages
“Wiew all NOGA Messages”™ button. \V—|J |

G+ = A payment request still requires cedification.

Search Results (Click on NOGA ID to go to Expenditure Page)

| ACTION REQUIRED: Your final expenditure report is due by 085302006

A Detailed classfobject expenditure report may be required for this MOGA. The HELP
gE:g _lS_'EI'.gIE'TIREADY U= as02440° ﬂﬁ link in the top right corner ofthis screen pravides instructions on submitting detail
| expenditure reports. Ifyou have gquestions, please contact the TEA funding divisian at
the number shown ahove.

ACTION REQUIRED: Your final expenditure repart is due by 08730/2006

A Detailed classfobject expenditure repart may he required for this MOGA The HELP
;E:SSRTDA,;R;ECES%EEO 05104400 ﬁﬁ link in the top right corner of this screen provides instructions on submitting detail
expenditure reports. Ifyou have questions, please contactthe TEA funding division at
the number shown above.

ACTION REQUIRED: Your final expenditure report is due by 0143172007

TERAS GRANTS A Detailed classiobject expenditure repart may be reguired for this NOGA. The HELP
EXPAMNSION 051048 T llink in the top right corner ofthis screen provides instructions on submitting detail
EARLYMIDOLE COLLEGE expenditure reports. Ifyou have questions, please contact the TEA funding division at

the number shown above.
ACTION REQUIRED: ¥our final expenditure repaort is due by 0373002007

TEXAS HIGH SCHOOL A Detailed classfobject expenditure report may be required for this NOGA. The HELP
COMPLETION AND 0510450: ﬂﬁ link in the top right corner ofthis screen provides instructions on submitting detail
SUCCESS CYCLE 2 expenditure reports. Ifyou have gquestions, please contact the TEA funding divisian at

the number shown ahove. N

After clicking new button, the list will
show only NOGAs that have messages
to view.
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Options and Icons on the NOGA Search Results listing

The NOGA search results listing may contain two tabs: Balances and Messages, and two

icons: ® and ©. The tabs and icons provide you the ability to switch between the
NOGA message display and the NOGA balances display.

Balances Tab and Icon

Click either the Balances tab or the = icon to view balances for the NOGAs shown in
the list.

Note: This option will be available only when there are messages to be viewed.

Balances T Messages

ACTION REQUIRED: Yaur final expenditure repart is due by 09¢30/2006
A Detailed classfobject expenditure report may be required for this MOGA. The HELFP

RE Click tab to view NOGA balances ink in the top right corner of this screen provides instructions on submitting detail
) expenditure repors. [fyou have questions, please contact the TEA funding division at

the number shown ahove.

ACTION REQUIRED: Yaur final expenditure repart is due by 09/30/2006
A Detailed classfobject expenditure report may be required for this MOGA. The HELFP

IFIEAD SRRSO 10 051044 ﬂﬁ ik jn the top right corner of this screen provides instructions on submitting detail

READ-RD 43 ROUND 2 - . . o
expenditdrn e guestions, please contact the TEA funding division at
the number shown above, —

Click icon to view NOGA balances.

Results list after clicking the Balances tab or icon.

Remaining Amount

SchoolYear Amount Paid Amount Pending
HEAD START/READY Final:9/30/2008
TO READ TECH 050244 E 2005-2006 17,738.00 0.00 17,738.00 0.00 Ravised:] 0/30/2006
HEAD START/READY -
TO READ-RD 44 051044( E 2004-2005 542 967.00 470,756.49 7221051 0.00 FInaI.SIS.DIEDD?
ROUMND 2 Revised: 472972007

Messages Tab or Icon

Click either the Messages tab or the &= icon to display messages for the NOGASs shown
in the list.

Note: This option will be available only when there are messages to be viewed.

H A ing e Due Dates
Click tab to view NOGA messages. [ Pending
HEAD START/READY 20 Final:9r30/2 006
=] -
0 READ TECH 0502440 [& 2005-2006 17,738.00 0.00 17,738.00 000 1 0/30/2006
HEAD STARTIREADY .
TO READ-RD 49 051044 2005 542,967.00|  470,756.48 7221051 aap | ey
BRI % Revised:4/28/2007

\@ck icon to view NOGA messages. ’
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Results list after clicking the Messages tab or icon.

ACTION REQUIRED: Your final expenditure repart is due by 09/30/2006
HEAD START/READY TO ﬁﬁ A Detailed classfobject expenditure report may be required for this NOGA. The HELFP

. |link in the top right corner of this screen provides instructions on submitting detail
expenditure reports. [fyou have questions, please contact the TEA funding division at
the number shown ahove.

READ TECH 0502440

ACTION REQUIRED: Your final expenditure repart is due by 08¢30/2006

A Detailed classiobject expenditure report may be reguired for this NOGA. The HELP
IRISAD EPARIRSADTY 10 0510440 ﬁa link in the top right corner of this screen provides instructions on submitting detail
READ-RD 43 ROUND 2 ; . . o
expenditure reports. Ifyou have questions, please contact the TEA funding division at
the number shown ahove.
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Messages display in red on the ER Entry page.

Click the blue NOGA ID link on the search page at any time to access the ER Entry
page. The link will operate the same on both the Messages tab and the Balances tab of the
search results list.

access entry page.

& report is due by 09030/2006

A Detailed classiohject expenditure repart may be reguired for this NOGA. The HELP
READ TECH 05024 T Jlink in the top right corner ofthis screen provides instructions on submitting detail
expenditure reparts. Ifyou have questions, please contact the TEA funding division at
the number shown ahove.

HEAD STARTIREADY TO

ACTION REQUIRED: Your final expenditure repart is due by 080302006

HEAD START/READY TO A Detailed classfobject expenditure repaort may he required for this NOGA The HELP
READ-RD 43 ROUND 7 B} Jlink in the top right corner of this screen pravides instructions on submitting detail
expenditure reports. Ifyou have questions, please contact the TEA funding division at
the number shown ahbove.

The ER Entry page was modified to display the “Notice:” messages in Bold Red type.
This should improve the visibility of the messages on this page. Also, all messages that
are eligible to be displayed for the NOGA will be displayed here.

TEXAS EDUCATION AGENCY h

NOGA Information
For questions or problems regarding this NOGA, please contact the Discretionary Grants Division at 512/463-9269

Noga ID: 050244017110004 HEAD START/READY TO READ TECH Amendment: 1 Status: Amended
HOUSTON ISD Region: 4 Begin Date: 07/08/2005 End Date:  02/28/2007
’* NOGA Balance Summary
Message area dlsplay§ n _BOId Red ilative Expenditure: 0.00 Amount Reserved: 1.773.80
type. All messages will display
here Amount Paid: 0.00  Eligible Remaining: 15,964.20

Enter a new Expenditure Report below

This report type is a Enter cumulative expenditure amount
Final Checlk if final report
“ Return to Searchl

Error: ‘r’o!u EI_? cannot !)e accepted I)e_cause tl e _NC_!GA budget flemils are una\-rnilnh!e at this time. y ) il
" This NOGA requires that a detailed Class/Object expenditure report be submitted. However, the detailed budget information is
unavailable for this NOGA. The appropriate TEA Funding Division has been notified of the problem. Please contact the division
shown above if you have questions.

Enter reporting period dai\N

From: 07/0grz005  To:

Payment History 1ef 1
Transaction Date Report Payment Status Cumulative Amount Refund Amount Payment Details
Type Date
1 0.00 0.00 0.00 B
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Announcements

The “Show Announcements” button will appear when there are general announcements
available to be viewed. The NOGA Search results list will be replaced by the
announcements area.

mter Criteria then click the Search Button
Show Announcements button

Submitter Houston Welcome to TE=
) Show Announcements |
NOTICE: There are other NOGAs with School Year
messages to be viewed. Click the 2006-2007 || Search far NOGAS | View all NOGA Messages
"View all NOGA Messages™ button. _. |

G+ = Apayment reguest still requires cedification.

Search Results (Click on NOGA ID to go to Expenditure Page) 1 - 56 of 56 NOGAS

ACTION REQUIRED: Your final expenditure repart is due by 09/30/2006

HEAD START/READY TO A Detailed classiobject expenditure report may be reguired for this NOGA. The HELP
READ TECH ﬂﬁ link in the top right corner of this screen provides instructions on submitting detail
expenditure reparts. Ifyou have questions, please contact the TEA funding division at
the number shown above.

ACTION REQUIRED: ¥our final expenditure repart is due by 085302008

HEAD START/READY TO A Detailed classiobject expenditure report may he required for this WOGA The HELP
ﬁﬁ link in the top right corner ofthis screen provides instructions on submitting detail

READ-RD 48 ROUND 2 ) ) . o

expenditure reports. [fyou have questions, please contact the TEA funding division at

tho nurhar chawi ahows

After viewing the announcement area, click either the “Search for NOGAs” or “View all
NOGA Messages” button to re-display your NOGA search list.

nter Criteria then click the Search Button

Click Previous or Next to view o TEA Expenditure Reporting
multiple Announcements.

Show Announcements |

NOTICE: There ar GAs with School Year

messages to he 7Click the 2006-2007 || Search for NOGAs | Wiew all NOGA Messa
me u - ges
Wiew all NOG ages” hutton. _. |

G+ = A payment request still requires cerification.

Previous Annoucement --- --- Mext Annoucement

A new NOGA message feature will be implemented in April.

A new NOGA message feature will be implemented sometime in April. The appearance of your NOGA
search page may change. To read about the changes, please click the "Help" link in the upper, right
portion of the screen and then click the link "Enhancements for April 2006"",
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Manage Expenditure Reports

This section of the manual explains how to enter, update, and certify reports as well as
how to handle refunds and check the payment status of an expenditure report that is being
processed.

Enter an Expenditure Report

Grantees file expenditure reports on a periodic basis to request payment from TEA.
Grantees determine the frequency for filing periodic reports but are required to file a final
expenditure report based on the critical dates schedule established during application.
Periodic reports can no longer be submitted after a final report has been completed.
However, final reports can be revised when necessary.

The fiscal agent of a shared services arrangement (SSA) must submit cumulative
expenditures for each period, reflecting total expenditures for the SSA. Any funds
expended by a member district must be included in the total.

Create an Expenditure Report

If you have the appropriate level of access to the system, you can complete or edit
expenditure reports:

1. Logonto ER.
2. Select the school year if searching for NOGAs for a previous year.

3. Click Search for NOGAs. The system displays a list of NOGAs that fit the search
criteria.

4. Click the NOGA ID appropriate for the expenditures. When the system displays
the NOGA information, verify you have accessed the appropriate NOGA.

5. Under Enter reporting period date range, enter the end date of the date range in
the To field. This is the last date of the period for which expenditures are being
submitted and must be no earlier than the date the last expenditure report was
submitted.

6. If you submitting a final report, click Check if final report.

7. Under Enter cumulative expenditure amount, type the new cumulative amount.
To calculate this amount, add the amount of new expenditures to the total amount
already paid for previous expenditures. If this is a Final Report or Revised Final
Report to initiate a refund to TEA, this cumulative expenditure amount will be less
than the previously reported cumulative expenditure amount.

8. Click Save Transaction. The system displays the transaction in the Payment
History with the status Saved/Not Certified. It is not yet included in any pending
balance amount and not reflected in the NOGA balance.

NOTE: The transaction cannot be processed until it is certified and submitted.

9. To work with another NOGA, click Return to Search. To exit the system, click
Sign Out at the top right of the screen.
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After an Expenditure Report is saved, it must be certified and submitted.
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Edit an Expenditure Report

An Expenditure Report can be edited before it is certified and submitted by a user who
has system privileges to create reports for the designated grantee. To edit expenditures,
log on and update information under Enter a new Expenditure Report below.

Cancel an Expenditure Report

An Expenditure Report may be canceled up until the stage that it is vouchered. To cancel
expenditures, log on and select the desired NOGA ID. At the bottom right of the page in
the “Payment History” section, click the Details icon (see screen below).

NOGA Information

For questions or problems regarding this NOGA, please contact the Discretionary Grants Division at 512/463-9269

Noga ID: TAHS IMIT-HIGH SCHOOLS THAT WORK -ENHARCED DESIGH  Status: Approved
NETWORK
Region: Begin Date: 07i01/2006 End Date:  02/29/2008
NOGA Balance Summary
Cumulative Expenditure: 185.00  Amount Reserved: 3.420.00
Approved Budget: 34,200.00
Total Amount Paid: 185.00  Eligible Remaining: 30,595.00

Enter a new Expenditure Report below

Enter reporting period date range This report type is a Enter cumulative expenditure amount
From:|02/01/2007|  To: |0&/032007 Periodic Check if final report 215.00

Return to Searchl =aye Transactionl

Notice: The expenditure report has been successfully saved and is ready to be certified. Someone inyour organization who has the certify
' privilege must now certify this payment request before further processing will continue,

Mote: This request may be canceled by navigating to the Details icon under "Payment History™. If certification has o and

you require cancellation, you must cancel prior to 6:00 p.n. on the date of certification.

Paymem Hi&luly
Transaction Report Refund Payment

Date Type Payment Status Cumulative Amount Amount Date Netails
1 08/03/2007 Periodic  Saved/Mot Cedified 218.00 30.00 0.00

el OT &

3 050212007 Final  cCancelled 185.00 10.00 0.00 B
3 050212007 Final  Cancelled 175.00 0.00 10.00 B
4 0212112007 Periodic  Paid/Processed 185.00 185.00 noo  omzEzo0T B
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Clicking the Details icon will cause the payment details page to pop up. Next click on
the “Cancel ER” pushbutton to cancel the expenditure (see screen below).

ER Transaction Detail

Entered by:  Submitter Houston
Certified by:

Approved By:

Closed/
Canceled by:

05/03/2007 3:48:16FM

Single Payment:

Moga ID: Transaction Date: 05032007 SavedMNot Certified
THHE IMIT-HIGH SCHOOLS THAT WORK -EMHAMNCED DESIGH METWORK
Vendor ID:

Expenditure Report Details Noga Totals prior to submission of this ER

Report Type: Perindic Report Date: 05032007 Total Award Amount: 34,200.00

Roll Forward Amount: 0.0o

From Date: 02/0152007 To Date: 05022007

Expended Amount: 185.00

. . . Remaining Amount: 3401500

Cumulative Expenditure Amount: 215.00 cancel ER | \’ Eligible Remaining: 30,565.00

Disbursement Amount: 30.00 q
Remaining after this 33,985.00
payment:

Grant Approval Threshold Settings

25% 3,5950.00

Maonthly Payment:  25% 8,550.00
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Certify/Submit an Expenditure Report

If you have the appropriate level of access to the system, you can certify and submit
expenditure reports:

1. Logonto ER.
2. Select the school year if searching for NOGAs for a previous year.

3. Click Search for NOGAs. The system displays a list of NOGAs that fit the search
criteria.

4. Click the NOGA ID appropriate for the expenditures. When the system displays
the NOGA information, verify you have accessed the appropriate Expenditure
Report.

5. Verify the report is correct. If not, before certifying, request that the person who
entered the report or another user make the needed changes. NOTE: After a report
is certified, it can no longer be edited or changed. However, it can be cancelled.

6. If the report is correct, click Certify/Submit to certify it for processing.

7. At the system prompt, enter your phone number (and extension, if applicable) and
click OK to certify the expenditures are true and correct and to submit them. To
cancel the certification and submission, click Cancel.

After you certify the report, the system changes the status to Approved if it is
below the approved thresholds. The system displays a confirmation message above
the Payment History.

Although you can research and view reports, the system disables entry fields and
prevents entering any additional Expenditure Reports or editing the current report
until the current report has been processed.

8. To return to the Expenditure Reporting Inquiry search and work with another
NOGA, click Return to Search. To exit the system, click Sign Out.

After an Expenditure Report is certified, the system processes it for payment. Most funds
are disbursed within five to seven business days after they are approved. During this
period, you can log on to ER to view the status of an Expenditure Report.
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Attach Documentation to an Expenditure Report

Documentation can be attached to expenditure reports for some grants. Some
grants may require that documentation be attached for the Final Report or for all
reports. The types of documentation that can be attached will be available on a
dropdown list at the point of selecting the document. Common types of
documentation include: Payroll Ledgers and General Ledgers.

When Documentation is required

If documentation is required, a message will display when the expenditure report
entry page is accessed for a NOGA and also when the expenditure report is
saved and/or certified:

“The expenditure report requires documents to be attached before
approval by a TEA staff member.”

“The expenditure report has been successfully submitted but requires
documentation be attached before approval by a TEA staff member.

Click the "Attach Documentation” link to attach required documents.”

The expenditure report will be saved in a Pending Approval status after
certification. If the proper documentation is attached, the expenditure report will
be approved and the payment will be disbursed.

The “Notice:” area below the Save transaction button indicates that
documentation is required when the Entry page is first accessed.

Enter a new Expenditure Report below

Enter reporting period date range

This report type is a Enter cumulative expenditure amount
From: To: (01222008 [# Periodic [Jcheck i final report

Return to Search| | Save Transacti0n|

The expenditure report requires documents to be attached before approval by a TEA staff member.

Notice:

MOGA is active and ready for ER Draw downs.
A Detailed class/object expenditure report may be required for this NOGA. The HELP link in the top right corner of this screen provides

instructions on submitting detail expenditure reports. I you have questions, please contact the TEA funding division at the number show

The “Notice:” area below the Save transaction button indicates that the
expenditure report has been saved but documentation is required when the ER is
saved. The “Attach Documentation” link is also available.
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Enter a new Expenditure Report below

Enter reporting period date range This report type is a Enter cumulative expenditure amount
From: To: Periodic Check if final report

Return to Search CertifySubrmit | |

. . The expenditure report has been successfully submitted but require documents to be attached before approval by a TEA staff member.
NOthE . Click "Attach Documentation™ link to attach required documents.

Mote: This request may be canceled by navigating to the Details icon under "Payment History”. If certification has occurred and you require
cancellation, you must cancel prior to 6:00 p.m. onthe date of certification.

Attach Docurnentation Wiew TEA Payment Repart
Expenditure Report Details

Attaching documents to new Expenditure Reports

Documents can be attached to an expenditure report from the ER Entry page
when the ER is saved/certified and while the ER is in a Pending Approval status.

Click the Attach Documentation link.

The attachment page will display.

NOGA Information
For questions or problems regarding this NOGA, please contact the Discretionary Grants Division at 512/463-9269

NogaID: 084100087110244 ADULT ED--ENGLISH LITERACY & CIWICS EDUCATION, SECTION Status: Approved
231

m Region: 4 Begin Date: 07/01/2007 End Date:  06/30/2008

The expenditure report requires documents to be attached before approval by a TEA staff member.

Document ID | v| Add

Return |

30



TEA User Manual for Expenditure Reports (ER) v 1.5 Feb 2008
To attach a document:

1. Select a Document ID from the dropdown list. This is the description of
the document you are attaching. An example would be “GENERAL
LEDGER”.

Click the Add button|  #dd |

You will then be prompted for the filename to Upload

w N

| |[ Browse.. |

Lpload Cancel

4. Click Browse to find the document located on your system.

|C:1LDﬁDﬁtESt.t}{t “ Browse... ]
pload Cancel

5. Select the file you want to attach and then click Upload _“Fl?ad
Depending on the size of the file, it may take a few seconds to
complete the upload. You will be returned to the Attachment page and
the Document ID you just attached should be included in the document
list.

Attachment page showing one document attached.

For questions or problems regarding this NOGA, please contact the Discretionary Grants Division at 512/463-9269
Noga ID: 034100087110244 ADULT ED-ENGLISH LITERACY & CIMICS EDUCATION, SECTION Status: Approved

231
asinassilh Region: s Begin Date: 07/01/2007 End Date:  0B/3002008

The expenditure report requires documents to be attached before approval by a TEA staff member.

Document Ip | GENERAL LEDGER v| Add

’7 ‘F"‘:Ii::""’" DateTime Added Added By |File Size (Bytes)
LEtE R Fm

1 GEMERAL 0240872008
LEDGER Bt 1:26:25.000000FM

Document List

Return
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Attaching Documents to existing payments

Documents can be attached to existing payments at any time. On the ER Entry
page, scroll down to the “Payment History” section where prior and current
payments for the NOGA are listed. Click the Details icon [2 next to the payment
where documentation will be attached.

Payment History
Transaction Report - Refund  Payment "
Date Tvpe Payment Status Cumulative Amount Amount Date Details
1 02/08r2008 Periodic  Pending Approval 1,000.00 1,000.00 0.00 Fé,
2 01r25r2008 Periodic  PaidiProcessed 0.0 0.0 0.00 B

The ER Transaction Detail page will display. Follow the instructions shown above
“To attach a document:” for steps to attaching files.

Note: The documentation attachment option will not be available if attachments
are not allowed for the grant.

ER Transaction Detail

Mogallx  084100037110244 Transaction Date: 020252002 Pending Approval
ADULT ED --ENGLISH LITERACY & CIWICS EDUCATION, SECTION 231

Vendor ID: 174R001256 101812 A

Expenditure Report Details Noga Totals prior to submission of this ER
Report Type: Periodic Report Date: (02/02/200% Total Award Amount: 102,000.00
Roll Forward Amount: 0.0o
From Date: 01/21/2008 To Date: 01/22/2008
Expendead Amount: n.oo
. ) . Remaining Amount: 102,000.00
Cumulative Expenditure Amount: 1,000.00 Cancel ER Eligible Remaining: 81 800,00
Dishursement Amount: 1,000.00
Remaining after this 101,000.00
payment:
Entered by: i 020872008 12:58:41PM
Certified by: -SRNNSNNAENSNN 0210872008 1:33PM Grant Approval Threshold Settings
Approved By: Single Payment:  25% 25 500.00
Closed/ Monthly Payment: 25% 25,500.00
Canceled by:

Document IC |

1 GEMERAL LEDGER. tet 02/08/2008 1:26:25.000000PM 19 Delete
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Deleting an Attachment

The documents can be deleted by clicking the Delete % on the
documentation list. The delete option will not be available after TEA has
approved the payment request.

Viewing an Attachment

The documents can be viewed online by clicking the filename on the
documentation list. The view option will be available at any time.
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Final Reports with Refunds to the Agency

Feb 2008

When a grantee draws more grant money than is expended for expenses allowed by the

grant, a refund is due to TEA.

Enter a Final Report or Revised Final Report to initiate processing of a refund. The New

Cumulative Expenditure Amount will be less than the total amount specified in the

NOGA.

When you save the transaction, the system notes the Refund Amount due and the
following window. A window will be displayed giving information about what the

grantee should do to clear the refund.

May 2, 2007

Business Office

HOWSTON 15D

3830 RICHMOND AVE ATTM, ACCT DEPT
HOUSTON, T 77027-5838

SUBJECT: Refund Due to the Texas Education Agency

County District:

Fiscal Year:
Far Fund Code:
NOGA ID:
Grant Name:

101912
2006
404

061045107110006
TAHS IMIT-HIGH SCHOOLS THAT WORK -
EMNHANCED DESIGN NETWORK

ACTION
REGUIRED

Our records indicate receipt of your arganization's expenditure repart which has generated a

refund due for the following project:
Grant Name

Refund Amount

TAHS INIT-HIGH SCHOOLS THAT WORK -EMHANCED DESIGHN £10.00

NETWORK

Please wverify the following is completed when sending remittance to the Texas Education Agency:

) PO

Send to:

Texas Education Agency-MSC

P.0. Box 13717

Austin, Texas 787113717

Check/maney order is payable to the Texas Education Agency
Enclose a copy of the expenditure report associated with the grant
Refund remittance must indicate proper NOGA 1D

WWe appreciate your prompt attention to this matter. Please submit payment within 10 business days
of transaction date or receipt of this letter. Failure to respond will jeopardize current year funding. If
you require assistance or have gquestions regarding this subject matter please contact the

Discretionary Grants Division at 512/463-9269
Sinceraly,
Dianne Ewan

Fiscal Funding Manager
Discretionary Grants Division

Please confirm by clicking the Ol buttan below. Click CAMNCEL to go back and reenter the amaount.

014 | Cancel | Refresh |

Certify and submit the report.

NOTE: A grantee with a pending refund cannot request additional payments until the

refund has been paid and has cleared.
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Where to Send Refunds

Any refunds due to the Agency must be identified by Project Number, Program Name,
and Source of Funds. The NOGA ID must also be included on the refund. Refunds with
missing or incorrect NOGA information will not be accepted. Overdue refunds may
cause other grant disbursements to be delayed.

Send refunds to:
Texas Education Agency - MSC
P.O. Box 13717
Austin, Texas 78711 - 3717
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View Expenditure Report Status

To view the status of an Expenditure Report:

1. LogontoER.

2. Select the school year if searching for NOGAs for a previous year.

3. Click Search for NOGAs. The system displays a list of NOGAs that fit the search
criteria. Click the desired NOGA ID.

4. Under Payment/Adjustment History, locate the desired transaction. The stage in
processing the report is indicated in Payment Status.

Payment Status

Explanation

Submitted/Saved

System user with appropriate access to the system has completed
and saved the transaction, but no one has certified it.

Once certified, the system displays the name of the certifier on the
Expenditure Report Summary and status is set to Pending Approval
or Approved, depending on Grant rules.

Pending Payment request is awaiting TEA approval or denial. Once

Approval completed, the system displays the name of the TEA staff member
approving it on the Expenditure Report Summary and status is set to
Approved or Denied.

Denied Payment request was denied by TEA staff.

Approved Payment request has been approved.

Error Voucher process rejected the payment for reason specified on the
payment error page. Payment request can be corrected and recycled
or cancelled.

Recycle Payment request has been corrected and will be processed in the
next payment cycle.

Cancelled Payment request was cancelled after error was found that could not
be corrected by TEA staff.

Vouchered Payment has been processed and a voucher has been created.

BCM Failed Voucher has failed budget check.

BCM Passed Voucher has passed budget check.

Voucher Deleted

Voucher has been deleted. Must occur before the voucher is posted.

Voucher Closed

Voucher has been closed. A closure occurs after the voucher has
been posted with an error but before it is paid.

Paid/Processed

The voucher has been paid and returned from USAS. Refunds in this
status indicate the refund has been processed successfully in ISAS.
The system populates the Payment Date field and the NOGA is
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open for future payment requests.
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Glossary

Accounts Grantee debts payable to TEA

Receivable

AF Administer Funds; system used by Special Education, Services for the
Deaf, and Migrant programs; a module of the Integrated Funds
Management (IFM) system; links ISAS with WEB SAS; WEB ER and
Entitlements

AMS Application Management System; Access database used for application
tracking and NOGA creation for TGIF users

De-obligated | Funds that are not reserved for any budgeted item

Funds

Discretionary
Funds

Funds over which the Commissioner or TEA has discretion in how and to
whom grant funds are awarded

EMS Entitlement Management System; used to calculate entitlement amounts by
the users of the TGIF system

Encumbrance | Funds that have been designated for a grant program or project

Entitlement Program written in Fox Pro to calculate the entitlement amounts for users

system of the AF system.

Entitlements

The dollar amount the grantee has the right to access based on eligibility
criteria as well as federal, state, legal and fiscal requirements

ER

Expenditure Report

Expenditure

The incurrence of a liability to obtain an asset or service.

FER

Final Expenditure Report

FGA Financial grant abstract; the documented plan to distribute grant monies
into administrative, formula, and discretionary funds.

Formula Non- | A grant program funded with formula entitlement funds based on a funding

Competitive formula prescribed in statute. Such a program does not require a
competitive selection process. If the applicant meets the program
requirements and submits a substantially approvable application, it
receives funds (similar to discretionary noncompetitive process).

IFM Integrated Funds Management system

ISAS Integrated Statewide Administrative System

IVR Interactive VVoice Response; telephone application used for obtaining and
updating expenditure information by users of the TGIF system

Grantee Local Education Agency or entity receiving grant funds

NOGA Notice of Grant Approval

PEIMS Public Education Information System

Program Used in project setup for TGIF — SpeedCharts are used to increase data
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Speedchart entry efficiency by reducing the number of keystrokes required to enter
frequently used ChartField combinations.

RFA Request for Application; grant application package

Roll Forward | The portion of funds allocated to a particular project which is not expended
in the first year of the project and which is eligible to be used in the next
year, either for that particular grantee or to be reallocated within the grant
program. See FIFO.

Split funding | Describes expenditures that are funded by more than one source of funding
or by one source of funding but more than one grant year.

SSP Student Support Programs; programs which the TGIF system is used for
grant processing

Sub-Cat Sub-Category — The last two digits of a Project/Grant which represents a

further breakdown of the grant. Most grants will have at least “01” for
program, “98” for admin direct, and “99” for admin indirect.

Supplemental

An initial payment sent to the grantees after their budgets are set up in AF;

Payment it’s like a cash advance and they are not able to request additional funds
until their expenditures are greater that the amount advanced.

TEA Texas Education Agency; administers both state and federal funds that
support programs to benefit public education

TGIF TEA (Texas Education Agency) Grant Interface system; system assists in
tracking expenditures by individual recipients of grant monies used by
Formula Funding and Discretionary Grants divisions.

Thresholds Setting for a predetermined amount, usually a percentage of the NOGA
total that triggers manual review and approval of expenditure reports when
that are entered by external users and request payment exceeding that
amount.

USAS Uniform Statewide Accounting System

USDE United States Department of Education

WEB ER Application that allows districts and fiscal agents to enter expenditures and
turn over expenditure reports directly to TEA via the INTERNET.

WEB SAS Standard Application System; used for the application process and the

creation of NOGA s for the AF system;
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