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ER Quick Reference Guide: Introduction

Introduction

Subrecipients of federal and state grants administered by TEA who are in good standing are
required to use the expenditure reporting (ER) system to record expenditures and request
payment. This quick reference guide will assist subgrantees in using the ER system.

The ER system lists your Notices of Grant Award (NOGASs) by school year and provides the
following information about each NOGA.:

¢ Amount of remaining funding

Payments currently pending
e Payment history
o Date TEA issued a payment

¢ Due dates for expenditure reports, including final expenditure reporting and revised final
expenditure reporting due dates

Subrecipients may report expenditures at any time to receive payment; however, we strongly
encourage you to request payment for legitimate expenditures regularly to indicate to TEA that
you are spending funds and carrying out activities according to the established timelines.

After consulting this guide, if you have questions, contact the Cash Management/Fund Control
Unit in the Grants Administration Division at (512) 463-8525 or
TEAExpenditures@tea.texas.gov.



mailto:TEAExpenditures@tea.texas.gov
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ER System User Roles

All individuals reporting and certifying expenditures are required to have a TEA Login (TEAL)
account and access to the ER application.

If you do not have access to TEAL, you must request a user ID. On the TEA Login (TEAL)
screen, select Request New User Account and complete the steps provided. A username and
temporary password will be emailed to you, allowing you to log on and finalize your account.

Once your TEAL account is set up, you will log on to TEAL, select My Application Accounts, and
follow the instructions to request access to the Expenditure Reporting application. Review the
roles listed below and determine the appropriate role to request. Your username and password
will be associated with one of the roles, which specifies what actions you can perform in ER.

1. Grantee Official — the person authorized to bind the applicant in a contractual
agreement. The Grantee Official can view, create, edit, certify, and submit expenditure
reports.

2. Grantee Manager — the person authorized to certify expenditures are true and correct.
The Grantee Manager can view and certify and submit expenditure reports but cannot
create or edit expenditure reports.

3. Grantee Staff — the person authorized to create and edit expenditure reports. The
Grantee Staff can view, create, and edit expenditure reports, but cannot certify and
submit expenditure reports. Another user in your organization must be assigned the
Grantee Official or Grantee Manager role to certify expenditure reports. This is
appropriate for multi-user business offices where separation of duties is desired.

4. Grantee Viewer — a person with read-only access to expenditure reports. The Grantee
Viewer can view or read expenditure reports but cannot take any action on behalf of the

grantee.
Role Actions Permitted

Grantee Official Create
Edit
Certify and Submit
View

Grantee Manager Certify and Submit
View

Grantee Staff Create
Edit
View

Grantee Viewer View

The ER system is designed to accommodate a segregation of duties between the staff member
who enters the drawdown into the ER system and the authorized official who certifies and
submits the request. Failure to have such segregation of duties could be a sign of insufficient
internal controls, indicating risk of inadequate fund management. TEA strongly recommends the
segregation of duties and may impose additional specific conditions on subgrant awards when
risk is identified.


https://tealprod.tea.state.tx.us/TSP/TEASecurePortal/Access/LogonServlet
https://tealprod.tea.state.tx.us/TSP/TEASecurePortal/jsp/manage_profile.jsp
https://tealprod.tea.state.tx.us/TSP/TEASecurePortal/Access/LogonServlet
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Subrecipients are responsible for ensuring the Grantee Manager and/or Grantee Official, or
such person using the Grantee Manager or Grantee Official’s credentials, have been authorized
by the subrecipient organization to enter the organization into legally binding agreements for
grant payment purposes before the Grantee Manager or Grantee Official certifies and submits
expenditure payment requests in the ER system. The authorized official must certify each
request for payment as described in 2 CFR §200.415.

If you already have a TEAL account and access to ER, log on directly to TEAL. In your list of
applications, look for the Expenditure Reporting heading and select your role/link, under the
heading, to access the ER system.


https://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_1415
https://tealprod.tea.state.tx.us/TSP/TEASecurePortal/Access/LogonServlet
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Enter an Expenditure Report

1. Log on to the Expenditure Reporting (ER) System.

2. Select a school year from the drop down list and select Search for NOGAs. The system
displays a list of NOGA IDs that match the search criteria.

1
..--_".'.'-'-"-.:"I—
— Welcome to TEA Expenditure Reporting —
2 Schood Year
L — —— TR T T
[ 14

3. Select the NOGA ID number for the grant program with expenditures to be entered.

Verify you have accessed the correct NOGA.

Enter the reporting period date range for your expenditures. The From date is
automatically populated and cannot be changed, as it can be no earlier than the date the
last expenditure report was submitted. Enter the end date of the date range in the To
field. This should be the last date of the period for which expenditures are being reported
and submitted.

Do not make any entries in the Enter cumulative expenditure amount box.

If you are submitting a final report, select Check if final report. Otherwise leave as
Periodic.

Grantees can file expenditure reports on a periodic basis to request payment from TEA.
Grantees are required to file Final Expenditure Reports within a specified period after the
NOGA end date. The deadline date for reporting total final expenditures can be found on
the TEA Grant Opportunities page.



http://tea4avoswald.tea.state.tx.us/GrantOpportunities/forms/GrantProgramSearch.aspx
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Expenditure Report Detaids
For questions or problems re
the

Noga ID: 159950247110024

Budget 174528200

ter reporting period date range

1018

From 059012018 To b72172018 x -

NOGA Information

2017-2018 21ST CCLC CYCLE 8 YEAR 2 Amendment: 1
Region: ] Begin Date: 08012017
ouns: (N CCR: [N Congressional District I

NOGA Balance Summary
Cumulative Expenditure

Total Amount Paid-

Status
End Date

9771172 Amount Reserved
007.411.72 Eligible Remaining:

Enter a new Expenditure Report below

This report type is a
Penodic

T [ Check if final report

is NOGA_ please contact Division of Grants Admin. 3t 512/453-8525

Amended

0773172018

8. Enter the new cumulative expenditure amount for each class object code. To calculate
this amount, add the amount of new expenditures, by class object code, to the total

cumulative amount already paid for previous expenditures.

9. If the grant program allows indirect costs and you are requesting payment for them,
select Calculate Indirect Cost to complete the Indirect Cost Worksheet. (See the
Indirect Cost Worksheet section.)

10. Verify entries and select Save Transaction. If submitting a Final Report and indirect
costs are included in the report, you will be prompted to complete an Indirect Cost
Worksheet. (See the Indirect Cost Worksheet section.)

9|

Asach Documentation

Return 10 Search

— o Calculate Indirect Cost

Expenditure Report Details

ity Subemat Save Transaction

o]
View TEA Payment Report

gc:.i::! Description Program Costa Aaministrative Costo Total
5100 |Payrol Costs 1 843,375 18 1 843.375.18
5200  [Professional & Contracted Services 27800888 5.000.00 283.008.88
8300 Supphes & Materials 2241185 22401185
0400 [Omher Operating costs ! 25,840 03 L= 25,8400
5600  |Capital Outlay (exclusive of 8810 & 8829) \_ 000
Total Direct Costs 070,536 72 5,000.00 1 8 hsm
Indirect Costs( FY 2018 - 2274 %) 22.176.00 2 178.00
Total Project Costs ! 07053672 27.176.00 77172
5403 Zznf::ﬂe:;::enw Destricts of Shared Service 0.00

11. The following message is displayed: “The expenditure report has been successfully
saved and is ready to be certified.”

12. The payment status for this expenditure report is Saved/Not Certified. It is not yet
included in any pending balance amount and not reflected in the NOGA balance. The
transaction cannot be processed by TEA until it is certified and submitted by the
authorized official. (See the Certify/Submit an Expenditure Report section.)
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The ER system will send two reminder emails to grantees that have not certified and
submitted their payment requests. If your payment request is not certified and submitted
by the tenth business day from the date it was entered, your payment request will be
cancelled. Failure to certify and submit payment requests regularly may increase the

likelihood of being selected for in-depth grant monitoring.
13. To work with another NOGA, select Return to Search.

the cerify privilege must now cerdify this payment request before further processing will coninue

occurred and you require canceliation, you must cancel priod 10 600 pm._ on !he dale of ceriication

Expenditure Report Details
NOGA Information
For questions of problems regarding this NOGA, please contact Division of Grants Admin.  al 512/463.8525
the
Noga I1D: 186950247110024 2017-2018 21STCCLC CYCLE 9 YEAR 2 Amendment: 1 Status: Amended
| Region: [l Begin Date: 020172017 End Date: 077312018
ouns: I ccrR: [ Congressional District:
NOGA Balance Summary
Cumulative Expenditure: 99741172 Amount Reserved: 000
Approved Budget: 1,745282 00
Total Amount Paid: 997.41172 ENpible Remaining: 74787028
Enter a new Expenditure Report below
Enter reporting period date range This report type is a 13 Enter cumulative expenditure
amount
From: 05012018 v1o: 07TR2V2018 Poradc Check if
|
1 Retum 10 Search CanttySubmat Save Transacton
Notice The expendiure report has boen successiully saved and is ready 10 be ceriied Someons in your rganization who has

Note: This request may be canceied by navigating 10 the Detads icon under “Payment History™ If certiication has

Altach Documentation Caiculate indirect Cost View TEA Payment Report
Expenditure Report Details
Class
(g;d Description Program Costs Admersstratrve Costs Total
6100 Payroll Costs 64337516 64337516
6200  |Professional & Contracted Services 278,908 88 5,000.00 283908 83
6300  [Supples & Materials 2241165 241165
6400  |Other Operating costs 2524003 2584003
6600 Capital Outiay (exclusive of 6619 & 6629) 000
Total Dwect Costs $70.535 72 5,000.00 97553572
12 Indirect Costs{ FY 2018 - 2274 %) 22.176.00 22.176.00
| |Total Project Costs 97053572 27.176.00 997, 711.72
Payments 1o Member Districts of Shared Service 0.00
I 18018
Payment Status Cumulative Amount m ool ol
1 0772172018 SavedNot Certibod 8771172 30000 000 0.00 B
2 05/142018 Peniodic PaidProcessed 997.411.72 183324 53 0.00 000 05242018 R
3 042372018 Periodic PaidProcessed 814,087 19 11166123 0.00 000 05042018 i
4 032672018 Petiodic PaldProcessed 702,425 86 106,558 17 0.00 000 03302018 I
5 02202018 Penodic PaldProcessed 595,867 69 1184112 0.00 000 02262018 IR
6 01302018 Periodic PaiProcessed 477,456 47 130.217.92 0.00 000 0200272018 S
7 12212017 Petiotic PaldProcessed 347,23855 209.049.50 000 000 01092018 I
8 11092017 Perodic PaidProcessed 138,189.05 138,189.05 000 000 11162017 B
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14. To exit the system, select Sign Out.

Eoter Critavia them click the Seanth Detun

I welcome to TEA Expenditure Reporting
suppter © [ 5 oovcounty onvic I
 E—

Sehood Yeur
NOTICE: There are other NOGAs with .00 v Search for NOGAS View sl NOGA Messages
mes8a0es 10 be viewed Click the
“View all NOGA Messages™ button ©7 * A payment roguest sl roguees corication

Search Resutts (Click on NOGA 10 to go to Expenditure Page) | Downdoad o Exced 1« 20 of 20 NOGAR In It

Hatwv ea Messages ]
e DGA Iy Mernage
018 24 . |

W17 82157 OCLL |
CYQESYEARD 1000502471100 | T 67 INOGA on HOLD stuts perden completon of TEA sgnature process

TITLE i PARY

A SUPPORTING “1eose0' [
EFFECTIVE INSTRUCTION

TIME N PADT A
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Edit an Expenditure Report

1. Log on to the Expenditure Reporting (ER) System.

2. Select a school year from the drop down list and select Search for NOGAs. The system
displays a list of NOGA IDs that match the search criteria.

E ntaer Cribavian then clich the Search Bueticn

] Welcome to TEA Expenditure Reporting
2 School Year
[ZT-2018 | Search bor NOGAs
S| .

B+ = A payment request sbill requares Corile aton

3. Select the NOGA ID number for the grant program with expenditures you want to edit.

Search Resufts (Click on NOGA 1D to go to Expenditure Page) | U Downioxs %o Excel 121 of 21 NOGAs = It
.—l——T Mesinges ]
H 9 T Y

] p,-_,_l (4] 1 ‘ ‘sr,hxl'u- Aowt Amoont | Amcsnt P et e :."‘A(h: [laves
L~ — { { Amcmgme oy |

2017.2018 2187 OG0 itasaan WIE BN [ e TOR [TRsRERER 202 R [F et 83072013
ERE ':‘( OO, |1 000600471 3000¢ 0172018 174520200| 170090720)  ar2man| @ LT Hnrv ik
TTILE 8 PARY | | Fnad 50000018
ASUPPORTING 1o [ 20172018 220A67200] 190500243 MOEM W 000 ;’ __’l'_l';;,a
EFFECTIVE INSTRUGCTION | | et

4. Verify you have accessed the correct NOGA.
£ pendaure Repor! Detads
NOGA laformation

F Of QUastions of problenns regar NOGA, ploase contact Division of Grants Admin. o1 $120463.852%

(3]

Noga 10 156050247 110024 207200 18T COACCYCLE 9 YEAR 2 Ameodment: 1 Satus: Amended

_ Region: [ Beom Date: 08012017 End Date: 07312018
ouns: I cck [ Coooressional Distrct: I

5. In the Payment History section at the bottom of the expenditure report, select the Details
icon of the transaction to be edited. This will re-open your expenditure report and allow

edits.
Paymenat History 18000
I‘.:“"" RepOMT o yment Status Cumutatrre Amcunt m m
1 07212018 Perodc SavedtNot Cened W TN T2 300 00 000 @
2 02018  Periodc PadProcessed 741172 134 5 000 000 08242018 B8
) OA202018 Pedodc PaaProcessed 14,087 19 11166100 000 osoe2018 I
4 00202018 Perodc PaaProcessed 70242588 208 558 17 000 000 03202018 B
5 0202018 Pesodc PadProcessed 595,067 09 AN R 000 000 201 B
6 0102018 Pesodc PadProcessed a7 A% 10217 92 000 000 018 B
T 12202017 Petodc PaaProcossed M7238 55 209,049 %0 000 000 ovoe201s B
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6. Make the necessary changes and verify entries.

Antach Documentation Calculate Indirect Cost View TEA Payment Repont
Expenditure Report Details
Clase 6
Otject Description Program Costs Aaménistrative Costs Totat
Code
8100  |Payroll Costs \ F 843,375 18 843.375.18
8200 Professional & Contracted Services \ 278,908 83 5,000.00 283008 88
3300 Supplies & Maserials \ 2241185 2241185
2400 Other Operating costs — 2584003 Lo 2584000
8800 Capital Outlay (excluseve of 8816 & 8520) 000
Total Direct Costs 07053572 5.000.00 07553572
Indirect Costs{ FY 2018 - 2274 %) 22.178.00 2217000
"}
Total Progect Costs 970.535.72 27.176.00 W7r TN 2
2403 F:.yyn-ems 10 Member Distncts of Shared Servce 0100
Arrangements
7. Select Save Changes.
Enter a new Expenditure Report below
Enter reporting period date range This report type is a Enter cumulative expenditure
amount
From-05012018  To: D7212018 x W | Periodc [JCheck i final report 7
OT711.72
Retum to Search _artdy mt Save Cranges

8. The following message is displayed: “The expenditure report has been successfully
saved and is ready to be certified.”

9. The payment status for this expenditure report is in Saved/Not Certified. It is not yet
included in any pending balance amount and not reflected in the NOGA balance. The
transaction cannot be processed until it is certified and submitted.

The ER system will send two reminder emails to grantees that have not certified and
submitted their payment request. If your payment request is not certified and submitted
by the tenth business day from the date it was entered, your payment request will be
cancelled. Failure to certify and submit payment requests regularly may increase the
likelihood of being selected for in-depth grant monitoring.
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10. To work with another NOGA, select Return to Search.

Save Transacton

8 Return 10

Notce The expenddure report has been successiully saved and 15 ready 10 be certied
the certify privilege must now cerlily this payment request before further processing wit

Note This request may be canceled by navigating 10 the Detalls icon under “Payment History™ If centication has
ocourTed and you require canceliation, you must cancel prior 10 6:00 p.m. on the date of CorScation

organzabon who has

Altach Documentation Caicutate indrect Cost View TEA Payment Report
Expenditure Report Details
Class
x Descrgton Program Costs Aderenestratree Costs Totat
6100 Payroll Costs 64337516 64337516
6200 |Professional & Contracted Services 278,908 88 5,000 00 283908 83
6300  |Supplies & Materials 241185 241165
6400 Other Operating costs 25,240 03 2524003
6600 Capital Outiay (exClusive of 6613 & 6629) 000
Total Direct Costs 970,53572 5,000.00 97553572
Indirect Costs{ FY 2018 - 2274 %) 22.176.00 22.176.00
Total Project Casts 970,535 72 27 176,00 997 71172
9 Payments 10 Member Districts of Shared Sefvice 000
1 18018
Cumulative Amount m e Pepmen Deie
1077212018 9771172 300.00 0.00 000 ()
2 05/142018 Pesiodic PaidProcessed 997,411.72 183324 53 000 000 05242018 [
3 04232018 Penodic PaidProcessed £14,087.19 111,661.33 0.00 000 0502018 B
4 032672018 Periodic PaidProcessed 702,425.86 106,558.17 0.00 000 03302018 S
5 02202018 Perodic PaidProcessed 595,867 69 1841122 0.00 000 02262018 B
6 013072018 Periodic PaldProcessed 477,456 47 130,217.92 0.00 000 02022018 I
7 12212017 Penotic PaidProcessed 47,238 55 209,049 50 0.00 000 01092018 I
8 11092017 Periodic PaidProcessed 138,189 05 138,189.05 000 000 11162017 B}

11. To exit the system, select Sign Out.

Fomee Crinavia Dham (Sch the Soarch Danus

I Welcome to TEA Expenditure Reporting
Svopter © D o< ey O-vorcs NN -

School Year
NOTICE: There are other NOGAS with (20172018 w) Search kr NOGAS  View il NOGA Messages
me33aQes 10 be viewed Click the T
“View all NOGA Messages” button €7 A payment roguest 3t reures Cerdicaton
Search Results (Click on NOGA 1D to go to Expenditure Page) | Downlosd o Exced 1 - 20 of 20 NOGAS i It
Batarces Mersages ]
L IOCA Ky Maviage

TN NsToAC
CYQLESYEAR 2

TITLE B, PART

A SUPPORTING 'mbum_

EFFECTIVE INSTRUCTION

“100000247100024 | TR B [NOGA on HOLD status pendng completion of TEA sigrature process

10
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Certify/Submit an Expenditure Report

1. Log on to the Expenditure Reporting (ER) System.

2. Select a school year from the drop down list and select Search for NOGAs. The system
displays a list of NOGA IDs that match the search criteria.

e Critoia then click the Search Bution ’|

-~

Py W
1 Welcome to TEA Expenditure Reporting —
2 Schood Year
JONT-20N8 w :Stx:hlarmt!
L i
B - A payment recues! sbill recuares Ol o

3. Select the NOGA ID number for the grant program you want to certify and submit.

w all NOGA Messages™ button ©7 = A payment request stil roqures certiicaton

sults (Click on NOGA 1D to go to Expenditure Page) |  Download to Excel 1+ 20 of 20 NOGAS in st
lalarvces 33003 ]
Tithe \ INOGA 1D | |Mesnage
2017.2018 2187 CCLC "\ |.yag060 = | e | I
CYCLE 9 YEAR 2 186060247 110024 N
TITLE N, PART ; T

ASUPPORTING "186IM501
EFFECTIVE INSTRUCTION

TN E N DADT A |

4. Verify you have accessed the correct NOGA.

Expendsture Report Details

NOGA Information
For questions or problems r ding this NOGA, please contact Division of Grants Admin. 8l 512/463.8525

the
Noga 1D: 186050247110024 2017-2018 21ST CCLC CYCLE 9 YEAR 2 Amendment: ! Status: Amended
[—— Region: [l Begin Date: 02012017 End Date: 0773172018

ouns: I ccrR: [ Congressional District: [N

5. Review and verify the report is correct. Edit the entries, if necessary. (See the Edit an
Expenditure Report section.)

6. If the report is correct, select Certify/Submit. After a report is certified and submitted, it
can no longer be edited. However, it can be cancelled. (See the Cancel an Expenditure
Report section.)

11
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Expeoditure Report Detads

NOGA Information
For questions or prodiems regarding this NOGA, please contac!  Division of Geants Admin. 88 $924563.852%
e

Noga 10 186050247 110024 20772018 18T COLC CYCLE 9 YEAR 2 Amwadment: 1 Satux: Amended
| E— Regon: [l Begm Date: 08012017 €nd Date: 072120
oons: I ccx B Coooressional Duict: NN
NOGA Balance Summary
Cemulatrre £ Ipenddture 741172  Amcunt Reserved: 000
Approved Budget 17452200
Total Amcont Pasd. #Wrany Ehoble Remsinng: 47028
Enter a new Expenditure Report below
Enter reporting period date range This report type is & Enter cumulative e1penditure
amount
Froex 9SOV 1o TRVOW Forenge Chach # Dol repont
—1
Retsrn o Sewrch Cers®y Sutmt Ssws ToarnacSor

Nosce The erpendlae cepor As Deen sucCesTholy Soved and 6 ready 1 De Cortied Somecne N )<
P certfy prviege mast now Cardty Bs payment regeet! bedors Arter procesting will condmoe

Note  Thes reguett may De Canceied by navigating %o The Detalls ioon under “Payment Matory™ RO
CCOUTd 20 yOu reQuUre CAnCHRISon you Mt Cancel pror 30 6 00 p M on B Cate of Certication

Afach Cocumerntaton Caicatate Indeect Cont View TEA Paymert Regort
—5—]\ Expeadature Report Details
Class
zd Cescrgpoon _l\ Program Cowty A Irwvay atve Ciuty Tota
6100  |Payrot Costs S - $43.375 18 $43.375 16
6200  |Professional & Contracied Senvices 278908 53 S.000 00 281900 53
Sugohes & Materats N 241165 241185
5400 Ohet Operating costs h X200 2584003
5600 |Caplal Oty (eschsivn of 5619 & 6639 T Bl
Total Deect Costs 970,535 72 5,000 00 975505 72
Indenct Coots( FY 2018 - 2274 %) 2217600 22176 00
Total Proect Costs = $7053572 2747600 997 11172
% Member Dutricts of Shared Service
sagy  |Pymens o

7. At the prompt, enter your Phone Number, and extension if applicable, then select OK to
certify the expenditures are true and correct and submit the payment request to TEA. To
return to the previous screen, select Cancel.

Par 2 CFR 200 419 P person cathywrg P paymert aguast must be BUMOCed 1 enter P OrpanZaton ¢80 legady
LSy by o vt pay T

By chong O | cartfly 10 T Dast of sy Wnoededne and Delef Dt P Pt & Tus. compiete 2d Moowrste. nd Te
OperItsws Salursemert) 37 Cast oty ire Ry P Dupotes and cmctves st S 1 P e and condBors
of B ederyl sward | o peirw Dt sy Tane ScmSoun. o Faudulert iy o e of vy materu et
Ty SRRt e 10 e Owl O BOTEGT STve Jerates by Paud tahe atemerts faise Claemy or ofwrene (U S
Code Tite 11 Secton 1001 and Tie 31, Sectors 37203730 and 2001300

Paase (rovide your pPRone Mumler Detow o case TEA needs 1 00Mact pou 00V TVs xgendiue rmport Thes chok
e O bumon. Thank you
RO Number

Phone Ext
= Concel  Rater

8. After the expenditure report is certified and submitted, the Payment Status changes to
Approved or Pending Approval.

The ER System has several validations programmed to be sure expenditure requests
meet certain requirements and/or criteria. After certification and submission, if the

12
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payment status is Approved, all validations have cleared and there is no further action
needed by the grantee.

However, if the payment status is Pending Approval, one or more of the validations did
not clear and the grantee will need to provide additional documentation, so TEA can
manually approve the request. (See the ER Requests Requiring Manual Review and
Approval section.)

Payment History 8 | 1-80l8

B’:{.‘m R‘.‘:’:'" Payment Status umulative Amount g:m; mm p’g‘"::'" Dotails
1 07212018 Perodic Pending Approval 997,711.72 300.00 0.00 0.00 i1
2 0571472018 Penodic Paki/Frocessed 997 41172 18332453 0.00 0.00 052472018 F,"lf,
3 047232018 Penotic PaidProcessod 81408719 11166133 0,00 000 050472018 Fr.':';
4 032672018 Penodc Pakd/Processed 702,425 86 106,558 17 0.00 0.00 033072018 [
5 02202018  Perotic PaKIPYOCess0d 505,867 69 11841122 0,00 0.00 02/26/2018 [
6 013072018 Ponodc PakiProcessed A77 456 47 130,217.92 0.00 000 020272018 ﬁ-!":

9. Upon certifying and submitting the expenditure report, the ER system prevents any
additional expenditure reporting or editing until the current report has been processed by
TEA.

10. To work with another NOGA, select Return to Search.

—

9 | Return to Search|
2 el
his ER p:y?nan! requast i being processed by the Paymant process and no ch an be made. Please refer to

the above contact information with any questions or concaermns. Thank you
Mion Caloulate Indirect Cost View TEA Payment Report

11. To exit the system, select Sign Out.

£ ater Crinavia ham c5ch e Search Damus

[ Welcome to TEA Expenditure Reporting
sopptier O  $<hoovCounty owow [ ¢

School Yeur

NOTICE: There are other NOGAs with 20172018 v Search for NOGAS View al NOGA Messages
mMe33aQes 1O be viewed Click the

“View all NOGA Messages™ button €7 * A payment roguest st regures Certicaton

Search Resufts (Click on NOGA 10 to go to Expenditure Page) | Downlond 10 £ xoel 1+ 20 of 20 NOOWN

Oatance Meriages ]
Tte WO Weveage
e - —r—

4 !-‘\' ‘I'rr.--:v.'n"'-,r;.'u ;F1164 NOGA on HOLD status gendng completon of TEA sgneture process
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ER Quick Reference Guide: Indirect Cost Worksheet

Indirect Cost Worksheet

For ease of reference, steps 1-8 below repeat the steps for entering an expenditure report.
Step 9 begins to address the Indirect Cost Worksheet specifically.

1. Log on to the Expenditure Reporting (ER) System.

2. Select a school year from the drop down list and select Search for NOGAs. The system
displays a list of NOGA IDs that match the search criteria.

thistican .___-_____._--___.--1_
— Welcome to TEA Expenditure Reporting —
2 Schood Year
E— e P P R T Search bor NOGAS
L -
[ 4

3. Select the NOGA

ID number for the grant program with expenditures to be entered.

Search Results (Click on NOGA 1D 10 go to Expenditure Page) | Dowrdoad 10 Excel 1 f of NOGAS In kst

Balances

Titse

MA 1196000487110000  [2017-2018 15000000 112,305 21 7 694 60 0.00|. ™

{ Rewnaina nount
Award Amount|  Amount Pakd s, Amount| o . Dutes

NOGA T SchoolYoar »
! Amownt | Pendng

G- “1:4-.«:.30):-?n‘-:«.::v 2017.2018 105284200 8044111 25,000 89 0.00|" P IC

Rey 1 118
~1e560002{ N 20172018 915379.00| 44532080 46904911 (1 bt

Finat 10172018
“186150027110010 2017-2018 426957 0 272 88179 154 115 21 ' O . 2018

Verify you have accessed the correct NOGA.

Enter the reporting period date range for your expenditures. The From date is

automatically populated and cannot be changed, as it can be no earlier than the date the

last expenditure report was submitted. Enter the end date of the date range in the To

field. This should be the last date of the period for which expenditures are being reported

and submitted.
Do not make any entries in the Enter cumulative expenditure amount box.

If you are submitting a final report, select Check if final report. Otherwise leave as
Periodic.

Grantees can file expenditure reports on a periodic basis to request payment from TEA.
Grantees are required to file Final Expenditure Reports within a specified period after the
NOGA end date. The deadline date for reporting total final expenditures can be found on

the TEA Grant Opportunities page.
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8.

10.

ER Quick Reference Guide: Indirect Cost Worksheet

at 3124838525
e

wogs 10 180sccos [N

Eapenditure Heport Detats 4

/\_ NOGA Information
For questions or ma regarding this NOGA, please contact Divisson of Grants Advren
v /

IOEAD Dine Matus: Approved

Lnd Date O] 172018

Hogeon - Begin Date 11062017

NOGA Dalance Summarny

247507 04

DuUNs Congressional

District 6

gy IR

Crumulative [ spenditure Amount Reserved

Approved Budget 915370 00

E hhgebbe Hamaining 00,

Total Amount Paid 247,007 04 71,00
Ervter & neow Lapenditurs Report below

I nter reporting perod date range This report type s &

From 02032018

“Te " penooc Chech i fnal repont
= \\ﬁ»d—
Raturn to Search Save Transacson

5

il

Viows TEA Paymant Rapont

[ Caloutate Induweat Cost ]

Enter the new cumulative expenditure amount for each class object code as well as the
indirect costs. To calculate this amount, add the amount of new expenditures, by class
object code, to the total cumulative amount already paid for previous expenditures.

Verify entries and select Save Transaction. If you are submitting a Final Report and
indirect costs are included in the report, you will be prompted to complete an Indirect
Cost Worksheet.

Fnvted & oow B xpenditure Heport bebow

Envter cumulative sxpendituse
Aot

Save Transacman

Lovter 1eparting penod date range This report type s &

From D20N2010 Wre 03202018 "W Vsl Wl

Ratum w0 Search

View TEA FPaymwet Napon

U apeanditure Repaort Detais
Chass
Ot t Deer oytmm Progrem Coste Awnensatintive ( oele Totet
C ot NG
—— ———— S py———————— —
9100 Fuyroll Costs \ 204 562 50 24,002 60
200 PFrofessconst & Conacted = .'V-l-l\\ 04 240 18 84 240 10
830X Supplies & Muienals \ 1128728 11207 20
0400 Omar Oparating oosts a00r 1 8.007 1
B — -—
L Capital Oty (encluswes of 6810 & 0020) 0.00
040 Othar Uses 000
Total Diwect Coste 350 007 04 350 007 04
et Costa( FY 2000 - B 07T ™) 30,000 00 20 000 00
-} — —_— — N — -] SR——
Total Progeut Costa 60 00T 04 30,000 00 30 007 04
8403 Paymants 10 Mambes Duatcts of Shared Derveos 0.00
AT angermenis

Note: The Indirect Cost Worksheet is available for your use when entering a Periodic
Expenditure Report. However, the worksheet is required for Final Expenditure Reports
when indirect cost payments are included in the report.

In this example, a Final Expenditure Report is being submitted and payment for indirect
costs are included. Therefore, the ER system prompts you to complete an Indirect Cost
Worksheet.

Tip: If you only have one computer monitor, we suggest you print a copy of the
Expenditure Report Details to help you complete the Indirect Cost Worksheet. If you
have more than one computer monitor, you should be able to split the screens and see
the information on one of the screens.
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11.

12.
13.
14.

ER Quick Reference Guide: Indirect Cost Worksheet

Envter & new Expenditure Report bebow

Enter reporting penod date range THhis report typs s & Enter oumulative eapenditurs
aArmvount

Seve Transeomon

Prom 02032018 |#ve. 08202018 |0 | [Pl v

Fetuim 1o Search

10
View TEA Payment oporn
I apenditine Report Detalls

Chans \
:m( R T Progeen Coste » Cosle Yol
8100 Payrol Cost \\ 204 562 50 \ 204,502 50
6200 Proteasansl & Contrasted Services N 5424018 'y 04,240 18
8300 Cugphen & Mateiiale \ ; ' :‘;7.;0— B uE \— " .‘n;;
0400 Omar Oparating 0osts \\ 0.007 11 0.007 11
0000 Caganl Outlay (sxolusve of 0010 & 0029) \ 0.00
5940 Otvar Usas \ 0.00

Yota!l Dveat Coste 350 09 _4 300007 04

Indwact Costa( FY 2018 + 807 %) N " 30,000 00 30.000 00

Total Progeot Coatn 350,007 04 30,000 00O MO.007 04
8402 :‘mm:am Diatncts of Shaved Lecviie 000

On the Indirect Cost Worksheet, enter the total cumulative expenditures, by class object
code. Important alert: The amounts entered on the Indirect Cost Worksheet must
match the totals you just completed in the expenditure report.

Enter exclusions, if applicable.
Select Calculate.

If the Total Reported Indirect Cost is less than the Maximum Indirect Cost Allowed, you
will be able to Save the Indirect Cost Worksheet. Otherwise, you must reduce the
indirect costs requested, in step 8, by selecting Return and repeating steps 8-13.
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ER Quick Reference Guide: Indirect Cost Worksheet

Reported Expenditure:

Payroll Costs

Supphes & Materials

Other Operating costs

Other Uses

-
Total Direct Cost

Exclusions

Capital Outiay

Total Exclusions

Intwrect Cost Rate by Penod (%)

Maximum Indirect Cost Allowed

Tolal Reported Indirect Cost

Save — Retum

Subgrants (Regardiess of amount)

Indirect Cost Worksheet

Professional & Contracted Services

Capital Outtay (exclusive of 6619 & 6629)

Professional Services (Portion of contract in excess of $25.000.00)

PERIOD 1

20171106 theu 2018-06-30

L
284562 50

6100
6200 | 11 54240 15
T
6300 _\\ 11287 28
6400 6007 11
6600 0.00
8949 0.00
356007 04
12
6219 \ 0.00
6200 0.00
6600 000
356097 04
8.807
13 | 3136146
/ 30000.00
Calculate

15. Once you have successfully saved the Indirect Cost Worksheet, the following message
is displayed: “The expenditure report has been successfully saved and is ready to be

certified.”

16. The payment status for this expenditure report is Saved/Not Certified. It is not yet
included in any pending balance amount and not reflected in the NOGA balance. The
transaction cannot be processed by TEA until it is certified and submitted by the
authorized official. (See the Certify/Submit an Expenditure Report section.)

The ER system will send two reminder emails to grantees that have not certified and
submitted their payment request. If your payment request is not certified and submitted
by the tenth business day from the date it was entered, your payment request will be
cancelled. Failure to certify and submit payment requests regularly may increase the
likelihood of being selected for in-depth grant monitoring.

17. To work with another NOGA, select Return to Search.

15 |

mod and y

AR DoCumentaton

_";{:_Ji‘_“_—:-;_\ he ,71—7,-,—.].

e Cortfy poviege must

Note Thes request

e Rttam 0 Search

Caloutate indeect C

ot

Centy St

—
o1 Dt Doen SuCCeSsiully Saved and 13 ready 10 De Cortiled Someons I your Srgan
now Cortty T pIyment regues! Dedore Rrther procetsng wil cortnue
may Do canoried Dy AavIgating 10 he Detals icon under "Payment Mestory 1 Cordic
W IOQUe CanCNRaton you mant cancel pre 0 6 00 p M. on e Gate of Corticaten

View TEA Payment Repont
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ER Quick Reference Guide: Indirect Cost Worksheet

18. To exit the system, select Sign Out.

Fater Crinaria han Clch the Search Damon

I welcome to TEA Expenditure Reporting
suppier © [N  <oov<ouney Onew [N
—/)

School Yo
NOTICE: There are other NOGAs with 2011.2018 v Search for NOGAY View Ml NOGA Messages
messages to be viewed Click the
“View alt NOGA Messages™ button €7 A paymert roguest 338 requres CerdCaton
Search Results (Click on NOGA 1D to go to Expenditure Page) | Downlonsd to Exced 1. 20 of 20 NOGAS in St
Badances Mesrager ]
Tite JA KX (Masrage
""“'VL‘:M AL 100060247110024 || €7 [NOGA on HOLD status pending completion of TEA sgnature process
1L 2
TITLE b PARTY

A SUPPORTING -umwov-

EFFECTIVE INSTRUCTION

TIMEN DADT A
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ER Quick Reference Guide: Cancel an Expenditure Report

Cancel an Expenditure Report

1. Log on to the Expenditure Reporting (ER) System.

2. Select a school year from the drop-down list and select Search for NOGAs. The system

displays a list of NOGA IDs that match the search criteria.

e Critoia then click the Search Bution

:1’ A puryrreend iecpasal Abill reguared Coriial st

] Welcome to TEA Expenditure Reporting
2 School Year
20172018 _v [ Search tor NOGAS |
S|

3. Select the NOGA ID number for the grant program with the expenditure report you want

to cancel.

Search Results (Chick on NOGA 1D to go to Expenditure Page) | L5 Downtiond % Excel £ 71 NOGAs = st
I.__]u-‘ﬁ Mesaagey ]
I 3 - = | [P )

i rv_._A-(_! IS Y e Awywd L-,.l‘; Lt V' gl Bsisane F‘»h;l“" Daree
(20172018 2151 GO | anacond 11 s ! S R FASSOE [PEROWSR vet 71] & s T B302018
g YCLE 9 YEAR 2 ‘_ ML AT IONR v, . ) ‘ &5 20 o ! sl .:i 4 " RAlL /L,-,-‘.-.--A
‘r;- E 0 PR I "’.'—_

}.‘\ FPPORTING “18osc01 Y 6 X s ) w3 A <18 >
(33 IVE STR N ! o
[ tmieimont it ol

4. Verify you have accessed the correct NOGA.
Expendture Report Detads
NOGA Information
For questions of probleens ¢ g this NOGA, please contact Division of Geants Admin. 81 124638525
the
Noga 10 186650247 11002¢4 2017-2018 2157 COLC CYCLE 9 YEAR 2 Amendment ) Status: Amended
—— Region: [ Geowm Date: 08012017 End Date: 077312013
ouns: I cck: B Coeoressionat District: TN
5. In the Payment History section at the bottom of the expenditure report, select the Details

icon of the transaction to be cancelled. This will re-open your expenditure report and

permit you to cancel the expenditure report.

Payment History

B';’t:"cm" Rf;’&“ Payment Status Cumulative Amount g:ﬂ':::;
1 07/21/2018 Periodic Pending Approval 99771172 300.00 0.00
2 05/14/2018 Periodic Paid/Processed 997 41172 18332453 0.00
3 0472372018 Penodic Paid/Processed 814,087.19 11166133 0.00
4 03/26/2018 Periodic Pald/Processed 702,425.86 106,558.17 0.00
5 022072018 Penodic Pald/Processed 595,867 69 11841122 0.00
6 013072018 Periodic Pald/Processed 477,456.47 130,217.92 0.00

Refund
Amount

0.00

0.00
0.00
0.00
0.00

| 1-8018
Poyment  Details
512412018 B
05/04r2018 [
03/30/2018 [
02/26/2018 B
02/02/2018 [
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ER Quick Reference Guide: Cancel an Expenditure Report

6. Select Cancel ER.

7.

8.

R Transaction Detail

Noga ID: 186950247110024
2017-2018 21ST CCLC CYD

Transaction Date: 077212018 Pending Approval

Supplier ID:

Expenditure Report Details Noga Totals prior to submission of

this ER

Report Type: Penodic Report Date: 07)
Total Award Amount: 1,745,282 00
From Date: 05/01/2018 Roll Forward Amount: 0.00
Cumulative Expenditure Amount: 997 71172 Expended Amount: 907 411.72
Requested Amount: 30000 | Cancel ER ] Remaining Amount: 747 87028
Paid = 0.00 Eligible Remaining: 74787028
Pending Reserve: 000 Remaining after this 747 57028
payment:
Entered by: 0712172018 2:.09.07PM
Certified by: 0772112018 2.19PM Grant Approval Threshold Settings
Approved By:
2 Y Single Payment:  100% 1,745 282 00
Canceled by: Monthly Payment: 20% 349 056 40

The payment status for this expenditure report is Cancelled.

Payment History 7 | 1-80f8
e W Payment sm%: Cumulative Amount m pwne: Pepmet Dieis
107212018 Periotk Cancelled 997,711.72 300,00 0.00 0.00 2,
2 05/1422018 Periodic Paid/Processed 997,411.72 183,324 53 0.00 000 05242018 [
3 04232018 Periodic Paid/Processed 814,087.19 111,661.33 0.00 000 05042018 [,
4 03/26/2018 Perotic Paid/Processed 702,425.86 106,558 17 0.00 000 03302018 [
5 022012018 Periodic PaidProcessed 595,867 69 11841122 000 000 02262018 [
6 013072018 Periotic Paid/Processed 477,456 47 130,217.92 000 000 02022018 [
7 12212017 Periotic Paid/Processed 347,238.55 209,049 50 0,00 000 01032018 [
8 110022017 Periodic Paid/Processed 138,189.05 138,189.05 0.00 000 11162017 [
___Rekesh |

To work with another NOGA, select Return to Search.

Expeadture Report Detads
NOGA Information
For questions of prodiems regarding this NOGA, please contact  Division of Grants Admin. o 5124638525
e
Noga 1D: 186650247 110024 2017-2018 21ST CCLC CYCLE 9 YEAR 2 Amendment: 1 Shtus: Amended
iy Regon: [ Oeom Date: 00012017  End Date: 0701201
ouns: I cck: [ Covoressionst Dnerict: TN
NOGA Balance Summary
Cumutative F rpeadaure. 99741172  Amount Reserved: 00
8 [roprovedBusget 170520200
Total Amount Pasd: 9741172 Elgitie Remaining: uison
Enter 8 new Expenditure Report bolow
This reporttype is a Enter cumulative expenditure
amount
From: 05012018 To: Periodc Check if final report
wrnn
Retun 1o Search CenttySutoemtt Save Tuwroacsor
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ER Quick Reference Guide: Cancel an Expenditure Report

9. To exit the system, select Sign Out.

[ ater Criaria Mhan ek the Saarch Damon

I welcome to TEA Expenditure Reporting
soppier © [N <hoov<ouney O [N
—)

School Yo

NOTICE: There are other NOGAs with 2017.2018 v Search for NOGAY View ol NOGA Messages

messages 10 be viewed Click the )

“View alt NOGA Messages™ button €7 * A payment roguest 338 recuares cerdication

Search Results (Click on NOGA 10 to go to Expenditure Page) | Download to Exced 1. 20 of 20 NOOAS in St
Batances Mestager ]

1 XA I | (Nerrage

017,201 ST OCLL 1

r*"",'v.‘:;‘;':w ‘ 1LC ) BERAC2AT 110004 BR[| B [NOGA on HOLD status pendieg compheton of TEA sonatiure process

TITLE b PARY

ASUPPORTING wm-‘m-

EFFECTIVE INSTRUCTION
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ER Quick Reference Guide: Attach a Document to an Expenditure Report

Attach a Document to an Expenditure

Report

1. Log on to the Expenditure Reporting (ER) System.

2. Select a school year from the drop down list and select Search for NOGAs. The system

displays a list of NOGA IDs that match the search criteria.

o ndar piba s thean ¢ lac b thes Seamrc b Pl )T
_'_'_d_m-"'l_
| Welcome to TEA Expenditure Reporting —
2 Schood Yaar
200 T-2018 W [ Seanch for HOGAS. |
| ]
B = A payment roquacs! wbill recpares Corblcabon

3. Select the NOGA ID number for the grant program to which you want to attach a

document.
Search Results (Cick on NOGA 1D 10 go to Expenditure Page) L Downtond %0 Exced 3 "
Baances r J
! 3 N Sl Y o Aaord Amownt | Aot Pasd "’:::‘{ "'::; Dwe Detes
e = : 4 : ! ‘
[ AN !
A RTING oo o ‘ " ) iz
~S &) 3 ‘ o
= r + + + T
4. Verify you have accessed the correct NOGA.
Fxpendtgre Report Detads
NOGA ledormation
F of Questions of probierns roQa s NOGA, please contact  Devision of Grants Admin M 5124038505
e
NOge 1D 188640247 11002¢ 20172008 2187 COLC CYCLE 9 YEAR 2 Amendment 1 Shtus: Amended
I Regoo: [l Deom Dste: ONOI2017  End Date: 07312018
ouns: I cck: I Coooressicnal Dnict: [N

5. In the Payment History section at the bottom of the expenditure report, select the Details
icon of the transaction. This will re-open your expenditure report and permit you to add a

document.
Payment History ! T
Transaction Report Reserve Refund  Payment
Dete Type Payment Status Cumulatrve Amount Pending Amoust Dete D
1 07202018 Pemodc SavedNot Contied wrrnn 300 00 L I L —

< OSNWNE  Pemodc Ped™rocessed wWrAann 24 5) o l 000

) OAV2018  Pamodx Pad™ocessed 24087 % 1M 000 000
4 OV2O2018 Pemodc Pad™rocessed TO2. 425 86 We 55 7 0 000
S 02O  Penodx Pad™ocossed Wi 15402 0o D 00
6 OVO018 Pemode PadP™ocessed T8 e2vw 000 00

A2V B
002018 I
002018 IR
DMNV2018 b o)

o201 B
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ER Quick Reference Guide: Attach a Document to an Expenditure Report

6. Select the Document ID dropdown menu.

ER Transaction Detall

Noga ID:  186950247110024 Transaction Date: (07/21/2018 Pending Approval
20172018 21ST CCLC CYCLE 9 YEAR 2
Expenditure Report Details Noga Totals prior to submission of
this ER
Report Type: Penodic Report Date: 07/21/2018
Total Award Amount: 1,745,282 00
From Date: 05/01/2018 To Date: 07/21/2018 Roll Forward Amount: 0.00
Cumulative Expenditure Amount: 997 71172 Expended Amount: 907 411.72
Requested Amount: 30000 | Cancel ER ]  Remaining Amount: 747 870.28
: PA Eligible Remaining: 74787028
00 Remaining after this 747 570.28
payment:
Entered by: 0772172018 2 09.07PM
Certified by: 07/2172018 2:19PM Grant Approval Threshold Settings
ed By:
A::::d’ By Single Payment: 100% 174528200
Canceled by: 6 Monthly Payment: 20% 349,056 40
File Data
Document 1D | v| Adk

7. Select the type of document you will be attaching. In this example, Narrative
Justification is selected.

Oocument (0 [ A%
A

JIFARE RECE T

7 CONTRACTS

GENERAL LEDGER

HOTEL LODGING RECEW™T
DN AN o e s Added tly

1 NARRATIVE JUSTIFICATION |

NN IR IS

PAYROLL LEDGER

— PURCHASE ORDERS-REQS

RECEIPTS
RENTAL CAR RECEPT
TRAVEL VOUCHERS

8. Select Browse to search for the narrative justification you previously prepared and
saved on your computer. Open the file and your filename will appear in the box.

9. Select Upload.

File Attachment 8

9 | Help
C \NARRATIVE JUSTIFICATIOI Browse...
Upload Cancel

10. Select Add.

11. Select OK in the pop-up message that appears once your document is added
successfully.
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ER Quick Reference Guide: Attach a Document to an Expenditure Report

12. Your narrative justification will be added to the list of Attached Files.

13. Select Return to return to your NOGA.

| N NOGA tedormation
For guestions of problema this NOGA, please contact  Dwvinion of Geants Admin. o 5124638509
e
Noge 10 1000004 7110004 2100 NsTCacCYaey A rnbiresd 1 Btus Avweded
YEAR 2
Regron: 20 Begn Dete: OBO| Messoge
Tramacton
Date
12 q,a‘.m AN AN Pt wes « mox
e AcoANachmersyd call sucoseded
10 [NASSHATIVE JUSTWICATION  v| [ Aee |
o
Afa vl Phey Cate Aaws Adsed Owiee
1 NARRATIVE JUSTIFICATION docx 077212018 735 00PW L_Oﬁ
. 13
- _m-

14. To work with another NOGA, select Return to Search.

Retum o Sessch]

stion Calculate Indirect Cost

14 payment request is being processed by the Payment process and no changes can be made. Please refer to
o e contact information with any gquestions or concemns. Thank you

View TEA Payment Report

15. To exit the system, select Sign Out.

Coter Critavia thee clch the Search Duntve

I welcome to TEA Expenditure Reporting

Suppter © I  3choovcoumey O I X

School Year
NOTICE: There are other NOGAs with 0172018 v
messages 1o be viowed Chlick the
“View all NOGA Messages™ button cr

A payment rogues! 18 regures CordiCaton

Search for NOGAS Viow 3 NOGA Messages
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ER Quick Reference Guide: Enter a Refund

Enter a Refund

1.

2.

3.

4.
5.

Log on to the Expenditure Reporting (ER) System.

Select a school year from the drop down list and select Search for NOGAs. The system
displays a list of NOGA IDs that match the search criteria.

1
| ey piteia theen click the Searc b DBaticn
] Welcome to TEA Expenditure Reporting
5 School Year
Z007-2018 W | Search tor NOGAS |

L A Paryaend revpaesl bl revpared Corblsl sl
F ® -

Select the NOGA ID number for the grant program for which you want to enter a refund.

Enter Criteria then ciick the Search Button

| ———] Welcome to TEA Expenditure Reporting
School Year

: There are other NOGAs with [2017:2018 v Search for NOGAS |~ View all NOGA Messages

mes. to be viewed. Click the "View A
Messages” buttoa. C = Apayment reques! still requires certiicabion
sults (Click on NOGA 1D 10 go to Expenditure Page) | Download to Exced 1-20 of 20 NOGAS in it
Bahnces\\ Messaes J
Remaming Amoant

Tithe \\ NOGA_ID SchoolYear Award Amount|  Amount Pakd A : P Due Dates
TTIPS CYCLE . > Final 830/2018
EXTENDED YEﬁ\ 146107 137110009 2017-2018 S37 000 00 336 842 38 600,157 62 000 Rev 100172018
TTIPS CYCLE 3 . ; E B~ — Final 30:2018
EXTENDED Y[AR\\ 146107137110010 2017-2018 726.041.00 300.280.21 416.760.79 000 Rev 10/1/2018
2018-2019 P-TECH A)D . - Final 7/152019
ICIA PLANNING GRA’% 180255037110019 20172018 25,000 00 000 25.000.00 000 Rev 342019
2018-2019 P-TECH AN " Finat 711522019
ICIA PLANNING GRANT 183925017 110019 2017-2018 25,000 00 0.00 25,000 00 0.00 Rev 8/142019
CARL D. PERKINS BASIC \ | > e a i : = Final 9/14/2018
FORMULA GRANT 18420006 2017-2018 77161500 62530093 146,305 07 000 Rev 10152018

Verify you have accessed the correct NOGA.

Enter the reporting period date range for your expenditures. The From date is
automatically populated and cannot be changed, as it can be no earlier than the date the
last expenditure report was submitted. Enter the end date of the date range in the To
field. This should be the last date of the period for which expenditures are being reported
and submitted.
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ER Quick Reference Guide: Enter a Refund

6. Do not make any entries in the Enter cumulative expenditure amount box.

7.

I xpeonditure Reoport Detalls

4 NOGA Information
b NOGA, ploase contact Division of Grants Adman.

For questions of probilems r
the

Nogs 10: [

ol 512/463.0525

CARL D PERMNSG BASIC FORMULA GRANT Status: Approved

— Region: - Bogin Date: 07012017 £n0 Date: 01572018
ouns: [ c<*: I Conoressional District:
NOGA Datance Summary
Cumulative | xponditure: 539200 17 Amount Reserved: osrs
waovvd Dudget: 77161500
Total Amount Paid 530 200 17 E0ible Remaining. (3]

Enter & new Expenditure Roeport below

Enter reporting period date range This repoit type is »

From: 08102018  vo: | S Penose LT Check it tinat roport

Return 10 Search IYNEY St

If you are submitting a final report select Check if Final Report. Otherwise leave as
Periodic.

To enter a refund, reduce the cumulative expenditure amount for each class object code
affected. To calculate this amount, subtract the amount of the refund, by class object
code, from the total cumulative amount already paid for previous expenditures.

Verify entries and select Save Transaction. If submitting a Final Report and indirect
costs are included in the report, you will be prompted to complete an Indirect Cost

Worksheet. (See the Indirect Cost Worksheet section.)

1 apendture Report Detadds
NOGA Information

For guestions of problema regarding this NOGA, please contact  Devisson of Grants Admin. &t 5920463 8525

the
Noga 1D _ CARL D PERONS BANC FORMULA GRANMT Status: Approved
— Region: - Dogin Date: 07012017 Und Date: OO/ 1%2018
DUNS — CCR _ Congressional District
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10. Once the report is saved, a refund letter will populate with instructions on how to submit
the remittance to TEA. Print this refund letter for reference and use with remittance to

TEA.
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11. Select OK to confirm refund entry or Cancel to go back and reenter the amount.
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12. At the bottom of the expenditure report in the Payment History section, the system
identifies the transaction and the refund amount.

13. The payment status for this expenditure report is Saved/Not Certified. It is not yet
included in any pending balance amount and not reflected in the NOGA balance. The
transaction cannot be processed by TEA until it is certified and submitted by the
authorized official. (See the Certify/Submit an Expenditure Report section.)
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The ER system will send two reminder emails to grantees that have not certified and
submitted their payment request. If your payment request is not certified and submitted
by the tenth business day from the date it was entered, your payment request will be
cancelled. Failure to certify and submit payment requests regularly may increase the
likelihood of being selected for in-depth grant monitoring.
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14. Follow the instructions in the refund letter to submit payment to TEA. Please

include a copy of the refund letter with your payment to TEA to help expedite processing.

Once the refund has been processed by TEA, additional expenditure reports can

continue to be submitted during the grant period and until the deadline date for reporting

as found on the TEA Grant Opportunities page.
15. To work with another NOGA, select Return to Search.
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16. To exit the system, select Sign Out.
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ER Requests Requiring Manual
Review and Approval

Thresholds are established for each grant program to allow for the automatic approval of
payments as long as the payments are within the established thresholds. The ER system will
automatically forward to TEA staff for review and approval any request for payment that
exceeds the established thresholds. Currently, the payment threshold is set at 20% of the total
grant award per month for all discretionary and formula grants, with the percentage aggregating
each month.

In addition, the ER system has various system criteria that allow TEA staff to monitor requests
for payment. If a payment request violates ER system criteria or is randomly selected for
monitoring, TEA will contact the subgrantee for a simple narrative justification for review and
approval.

Manual Review and Approval Process

To comply with federal regulations, TEA monitors expenditure payment requests through a
manual review and approval process. If a payment request requires manual approval, TEA will
contact the subgrantee for a simple narrative justification. The narrative justification should be
attached to the expenditure report. Upon review of the narrative justification provided, TEA
may do one of the following:

e Approve the payment request;

¢ Request additional supporting documentation, including but not limited to the general
ledger, payroll ledger, and copies of payroll checks, invoices, receipts, and travel
vouchers; or

e Refer the payment request to the Federal Fiscal Monitoring Division for an expedited
review.

TEA considers each request individually. TEA will not ask for detailed supporting documentation
unless the circumstances require it. Once TEA receives the responsive information from the
grantee in approvable form, the expenditure request is reviewed and approved within three
business days.

Narrative Justification

The narrative justification should include a brief explanation of how the funds were used to
accomplish the grant objectives by providing the following information for expenditures in the
respective class/object code.

e Payroll (6100)
o Names of all employees associated with the expenditure
o Description of the services they provided to support the grant program
o The amount paid for salaries
o The amount paid for benefits
o Dates of the payroll period related to the expenditure

30



ER Quick Reference Guide: ER Requests Requiring Manual Review and Approval

e Professional and Contracted Services (6200)
o Names of all vendors associated with the expenditure
o Description of the services they provided to support the grant program
o The amount paid to each vendor
o Date services were provided related to the expenditure

e Supplies and Materials (6300)
o Itemized list totaling to the expenditure
o How these items were used to benefit the grant program

e Other Operating Costs (6400)
o Itemized list totaling to the expenditure
o How these items were used to benefit the grant program

e Capital Outlay (6600)
o Itemized list totaling to the expenditure

o How these items were used to benefit the grant program

e Exceeded Threshold and/or Other Monitoring
o Itemized list totaling to the expenditure

o How these items were used to benefit the grant program

Failure to Respond

If the subgrantee does not provide the narrative justification, cancels the payment request
without contacting TEA’s Grants Administration Division, or does not adequately respond with
the information requested, the subgrantee’s likelihood of being selected for in-depth grant
monitoring may be increased.
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Request to Extend Expenditure
Reporting Deadline

All grantees are responsible for meeting required deadlines. Even if your request to extend a
deadline is approved, failure to meet expenditure reporting deadlines may result in loss of funds
and could cause the grantee to be identified as “high risk.”

Submitting the Request

All requests for extension to expenditure reporting deadlines must be emailed to
TEAExpenditures@tea.texas.gov. A separate email must be sent for each grant program for
which the grantee is requesting an extension.

The email must be sent from an authorized official, the person authorized to enter the
organization into a legally binding agreement for grant payment purposes.

The subject line should read as follows: Request to Extend ER Deadline — CDN, Grantee Name
The email must include the following information:

e Grant name
NOGA ID

Name and title of authorized official

Additional payment to be requested

Responses to the following questions:

o Describe the reason you are asking to extend the expenditure reporting deadline.
Include a description of what happened—e.g., how and why the deadline was
missed.

o Describe the importance of this request to your organization. Why should it be
approved? What would be the impact if it were denied?

o Describe the procedures that will be implemented to ensure expenditure
reporting deadlines are met in the future.

e An attached report of cumulative expenditures by class/object code, including the
service dates associated with this request

Timeline for Submitting Request

Each grant program has a Final Expenditure Report due date and a Revised Final Expenditure
Report due date identified on the TEA Grant Opportunities page. For most grant programs the
request for an extension of the expenditure reporting deadline must be made no later than 30
days after the Revised Final Expenditure Report date. However, where the Final Expenditure
Report and the Revised Final Expenditure Report deadlines are the same date, the grantee has
only 10 days after the deadline to request an extension of the expenditure reporting deadline.
TEA will not consider requests that are submitted after the allotted days, 30 days and 10 days
past the deadline, respectively.
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Expenditure Reporting Deadline Information

Grantees may find expenditure reporting deadlines listed on the TEA Grant Opportunities page.
From the Application Name dropdown list, select the name of the grant. Scroll down to the
Critical Events section to find dates for all expenditure reports due for the grant. On occasion,
an errata notice will be posted to correct the date of an expenditure reporting deadline.
Therefore, grantees should also check errata notices for their particular grants.

Evaluation Process

TEA staff evaluates each request on a case-by-case basis. TEA considers requests by weighing
a number of factors related to the request itself, the individual grant program, and the time at
which the request is submitted. TEA may need to review supporting documentation, such as the
general ledger, in order to determine whether a request will be granted.

TEA will notify the grantee of the approval or denial of the request within five business days of
receiving the request. If your request for an expenditure reporting deadline extension is granted,
you must still comply with expenditure reporting deadline requirements.
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Expenditure Reporting System

Messages

Message

Description

Payment already has been submitted for this
NOGA.

A previous payment request is in process to be paid
by TEA. While this payment is pending, new
payment requests cannot be entered. Please wait
until the existing payment request has been paid
before entering and submitting another request.

A refund is due to TEA.

A refund is due to TEA. While the refund is pending,
new payment requests cannot be entered. Once the
refund has been received and posted by TEA, you
will be able to enter and submit a new payment
request.

The max indirect admin costs is limited to the
applicable indirect cost rate of actual
expenditures.

Indirect costs are reimbursed based on actual
expenditures. You have requested more indirect
costs than the maximum allowed based upon the
expenditures you have reported. You must reduce
the amount of indirect costs requested.

Total increases for class/object cannot exceed
25% of the total budget amount.

Funds may be transferred among existing budgeted
categories (class/object codes) as long as the total
amount of funds transferred is 25% or less of the
total current approved budget. You must adjust the
expenditure amounts you have requested to comply
with this variance or you must submit a budget
amendment to your grant application.

Cost share not entered

All required Cost Share amounts must be entered in
the Expenditure Report Details page for the Final
Expenditure Report.

Total Direct cost reported here does not match
direct cost on ER page

Total direct cost amounts entered in the Indirect
Cost Worksheet must match the amounts entered in
the Expenditure Report Details page.
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Term

Description

Approved

Payment status — Payment request has been approved by TEA.

Approved by

TEA staff or subgrantee’s name of the person who approved the payment
request, includes date and time.

BCM Failed Payment status — Voucher has failed budget check. TEA will research and
resolve.

BCM Passed Payment status — Voucher has passed budget check and the ER system will
continue to process payment.

Cancelled Payment status — Payment request was cancelled by either the subgrantee
or TEA.

Certified by Name of the person who certified the payment request information, including

date and time.

Closed/Cancelled by

Name of the person who closed/cancelled the payment request, including
date and time.

Cumulative
Expenditure Amount

The total amount of expenditures previously submitted and approved plus
expenditures reported in a current payment request.

Entered by

Name of the person who entered the payment request, including date and
time.

ER

Expenditure Reporting (ER) system. Subgrantees in good standing are
required to use the ER system to record expenditures and request
payments. The ER system also permits TEA to both automatically and
manually process payment requests.

Error

Payment status — The voucher process rejected the payment for a reason
specified on the payment error page. TEA will research and resolve.

Expended Amount

The total amount of expenditures submitted, approved, and paid prior to the
current payment request.

Expenditure Report
Details

A section of the ER system with information about cumulative expenditures.
The subgrantee will enter cumulative expenditures by class/object code for
each reporting period as a payment request.

FER Final Expenditure Report

NOGA Notice of Grant Award

NOGA ID A unique number assigned to each approved Notice of Grant Award.
NOGA Status Indicates the status of the Notice of Grant Award as either:

e Approved — NOGA budget was approved and a payment can be
requested

e Amended — NOGA budget was amended and a payment can be
requested

e Hold (Ext) — Subgrantee cannot enter a payment request

e Hold (All) — Neither TEA staff nor subgrantee can enter a payment
request. This status is often used by TEA during the NOGA approval
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Term Description
process to restrict payments between the time negotiations are
completed and the NOGA is officially signed for approval.
Paid/Processed Payment status — Payment request was processed successfully.

Payment Date

The date payment was sent to the subgrantee or, if the transaction was a
refund, the date the refund was recorded by TEA.

Payment Status

Indicates the stage of processing for the last payment request submitted.

Pending Approval

Payment status — Payment request is awaiting TEA approval or denial.

Pending Reserve

An amount designated to be held in reserve until specified conditions are
met.

Refund Amount

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

Report Type

The type of expenditure report being submitted, i.e., Periodic, Final, or
Revised Final.

e Periodic Reports — Typically submitted during the grant period at
regular intervals.

e Final Report — Typically submitted within 30 days after the end date of
the grant. However, some grant programs may require a shorter
reporting window.

¢ Revised Final Reports — Any expenditure report submitted after a Final
Report. Often there is an additional reporting period, typically up to 60
days after the end date of the grant, to submit a Revised Final Report.
However, some grant programs will require that the Final Report and
Revised Final Report have the same deadline. If the box next to Check
if Final Report is checked in the ER system for an expenditure report
then submitted and paid by TEA, all subsequent reports submitted will
be identified as a Revised Final Report.

Always consult the TEA Grant Opportunities page for reporting deadlines for
each grant program.

Reporting Period Date

Range - From, To

The system populates the date of the next available expenditure report as
the beginning of the reporting period. Type or use the calendar icon 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.

Saved/Not Certified

Payment status — A user with appropriate access to the ER system has
entered and saved a transaction, but the authorized official has not certified
and submitted it to TEA. Once certified, TEA will be able to process the
payment request and the payment status will change to Pending Approval or
Approved.

Thresholds

Thresholds are established for each grant program to allow for the automatic
approval of payment requests, usually a percentage of the total award
amount. The ER system will automatically forward any request for payment
that exceeds the established threshold to TEA for review and approval.

Total Amount Paid

The amount of expenditures approved and paid to date.

Total Award Amount

The total amount of grant funds awarded.

Transaction Date

The date on which the expenditure report was saved.

Vouchered

Payment status — Payment has been processed and a voucher has been
created.
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Copyright © Notice. The materials are copyrighted © and trademarked ™ as the property of the
Texas Education Agency (TEA) and may not be reproduced without the express written
permission of TEA, except under the following conditions:

1. Texas public school districts, charter schools, and Education Service Centers may
reproduce and use copies of the Materials and Related Materials for the districts’ and
schools’ educational use without obtaining permission from TEA.

2. Residents of the state of Texas may reproduce and use copies of the Materials and
Related Materials for individual personal use only without obtaining written permission of
TEA.

3. Any portion reproduced must be reproduced in its entirety and remain unedited,
unaltered and unchanged in any way.

4. No monetary charge can be made for the reproduced materials or any document
containing them; however, a reasonable charge to cover only the cost of reproduction
and distribution may be charged.

Private entities or persons located in Texas that are not Texas public school districts, Texas
Education Service Centers, or Texas charter schools or any entity, whether public or private,
educational or non-educational, located outside the state of Texas MUST obtain written
approval from TEA and will be required to enter into a license agreement that may involve the
payment of a licensing fee or a royalty.

For information contact: Texas Education Agency, 1701 N. Congress Ave., Austin, TX 78701-
1494; email: copyrights@tea.state.tx.us.
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