Change Request vs Budget Adjustment

Change Request vs Budget Adjustment

Difference Between a Change Request and a Budget Adjustment

Worksheet Change Request - to edit/change a Worksheet before it has been
fully approved by the ODCTE staff, use the Change Request Process. This can
only be started by the FLA Local Initiative Coordinator. After changes have
been made, the Worksheet must be re-approved by the FLA Local Initiative
Coordinator, FLA Local Finance Coordinator and the FLA Local
Superintendent/CEO/President before it is fully re-submitted. Once the
Worksheet Contract/Subaward Funding Agreement has been approved by the
ODCTE Contract Reviewer, the Worksheet is locked and no further changes may
be made.

Invoice Change Request - to edit/change an Invoice once it has been rejected
back to the grant recipient, they must initiate a Change Request. This can only
be started by the FLA Local Finance Coordinator.

Budget Adjustment - to make budget changes on an Agreement after it has
been approved by the ODCTE staff, use the Budget Adjustment Process. This
includes adjusting budget amounts, adding new items to the budget or
inactivating previously approved budget items. Attachments can also be added
during a budget adjustment. Budget Adjustments can only be performed by the
FLA Local Finance Coordinator.

Occasionally when a Budget Adjustment has been done previously, only the
Change Request button will be active in the Agreement. It is permissible to use
the Change Request option rather than the Budget Adjustment Process option in
these instances.

After you select “Submit For Approval” on any Change Request or Budget
Adjustment, look at the top of the page for a comment such as “To finalize your
submission, press the button on the right.” There should be a button on the
right that says “Submit” or “Final” that you can select.
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Worksheet Change Request Process

Worksheet Change Request Process

Worksheet Change Request Roles:

Stage 1 - FLA Local Initiative Coordinator
¥

Stage 2 - FLA Local Finance Coordinator

A 4

Stage 3 - F% Local Superintendent/CEO/President

Stage 4 - FLA State Initiative Coordinator — 3" Approval.
ODCTE state staff reviews and approves or rejects the
Change Request. If approved, the Worksheet goes to final
approval stage. If rejected, goes back to stage 1.

Stage 5 - FLA State Initiative Supervisor — Final
Review and approval of Change Request. If
approved, the Worksheet goes to final approval stage.
If rejected, goes back to staﬁm

Stage 6 — ODCTE Contract Reviewer — Fully
Approved Stage. This stage is only for
approving the Subaward Funding Agreement
(Contract) by the ODCTE.

Making a Worksheet Change Request:

If you need to make a change to your Worksheet after you have submitted it but
before it is approved by the ODCTE Contract Reviewer you must go through the
Change Request Process.

Step 1: Using Microsoft Edge, Mozilla Firefox or Google Chrome, sign in using your
school email and CTIMS password at https://ctims.okcareertech.org/CTBDSWeb/

Note: CTIMS is currently not compatible with other browsers.
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Worksheet Change Request Process

Step 2: Verify that you are signed on with the role of a FLA-Local Initiative

Coordinator in the top right corner. If not, use the dropdown arrow to select the
correct role.

iy (ks 1, 2 6 il Dt et s 1 *

Step 3: To re-open your submitted Worksheet, select the following options from the
menu on the left of your screen:

Grants -

Grant Process —

FLA Process —

FLA Manage Grant Worksheet

YV VYV

Do not select FLA New Worksheet again.

,ﬂ'ﬂr‘ OI{LAHOMAICTI MS

% CareerTech

It

‘l} Dashboard

Announcements

Calendar Year 2022-2023

4 || Grant Process

| m FLA Manage Grant WorkiShee,

|¢s] FLA Invoice Frocess

CESI Due by October 31, 2022 & Follow-Up Due by !

K-12 Schools Due Dates
K-12 Salary & Scheduling: September 30

K-12 CESI: October 31

K-12 Follow-Up Collection: Cctober 1 thru Movember 30
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Worksheet Change Request Process

Step 4: Complete the following fields in the FLA Grant Funds Worksheet List:

Fiscal Calendar Year
Organization Type
Organization
Program Initiative
Search

a‘f CareerTech FLA- Local Finance Coordinator v
>

4 vesioars | FLAManage Gran WorkSheetsiAgreementsinvoiceiFolow-up X

YV V VYV

¢ [[}Grants
4 [} Grant Process
4 [l FLAProcess

FLA Manage Grant WorkShee Fiscal Calendar Year| §022-2023 v Grant Fund Type| FLA v
I
|| FLA Invoice Process Organization Type* Jollege District v Enter the first hree characters of any word that is included | v

Organization District* Program Initiative™ JSelect- v

FLA Grant Fund Worksheets List

Approval Function Type: * All v

Fifter on Status: * Al

V/ Save changes  (Q Cancel changes [} Exportto Excel

Worksheet
Worksheet Approval Current Submission
Acti Provider Name Client Name Stage Date Worksheet Agreement

Step 5: After clicking the Search button, the Worksheets that are in the approval
process will be listed. Select the Worksheet Number to open it.

Enboad  FLA Manags 0ot WonEhests A greementsinomaF olos.up % -

FLA Genrd Funed WiorksPaats List

Fincal Calenadar Year* 000+ -  rand Fusd Type FLA -
Cuganirabios Typs * Comprrtenuwve Sohoon Dty w  CHpAnTaion "t YoUF Sceond System -
CHQATaranos Dt = WP S hocd Syalemn -  FTODTAM i i e High Sotsl Secondady - 433 -
Appioval Fusoon Type: An -
Filles o Siabon: * AR * | | Beanch

« Have changes | 9 Cancel changes | 1} Export 1o Excel

winrichoel Appnowal

ALY PRieT W el Solaps b OIS

» M Your School Sysiem VOUR SCHOOL SYET Local Finance Comtnaios SR WO FLA-FLA-CPHES- 4250700005
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Worksheet Change Request Process

Step 6a: On the FLA Grant Submit Worksheet Step 2 page, select the Next Step button
from either the top or bottom of the page.

riinminipemastiineiosfolon X WEIITHRLA-FLA-CPRSS-EN -SMg00ss- NRDOMRCT - hew X

FLA Grand Subms Workshesl - Slep 2

Fravider Ovgaricabon [efisl
Fiacl Calmadar Yoar *  J0L-I000 Ll Geant Fundl Typ ™ FLA L]
Crpanizaion Typa® 17 Disinicts . CpnTaion Sofwl TyTieT -
Drganizadon Disinct © Sichipod Sysiem Ll Pragrarn infigive " Card Pesiine: High School Seoondany Local Apphcaton - &21 L]

ot Mo * WS- 2T FLAFLA-CPRES-L -DTO0 30021 RD0MEC TS

BasaC Ciiet rmuten w
() Rubiah | [T Worksheal Summary || [3) Woriahwt Contract

Step 6b: To make changes to your Worksheet Narratives, Attachments, or Budget,
select the Change Request button from either the top or the bottom of the page.

Funsding Request Detay

FLA- Local Initiative Coordinator v

Dashboard FLA Manage Grant WorkSheets/Agreementsfinvoice/Follow-up x | WS-2021-FLA-FLA-CPHSS-421-141002050-44CF9ASA0FE3 - 3rd Approval Stage

FLA Grant Submit Worksheet - Step 3

Provider Organization Details ¢ Refresh | [@Worksheet Summary  [3 Worksheet Contract | v One Step Back | & Save as Drafl & Submit For Approg&l | # Change Request |+

Basic Client Information hd
Project Details A
Budget Line ltems .

Grant Allocation

Agreement Unbudgeted = (Allocated - Agrmt.
Budgeted)

§$1.00

Sub Award Allocation Worksheet B B Fully Approved Invoiced
§1.00 §1.00 $0.00 $0.00

Remaining to Invaice
§0.00

Step 7: The Change Request Process cancels the Worksheet approval process so that
changes can be applied. Click OK on the pop-up Change Request screen to continue.

Vimy s gy b e B e gy e g aiesieg P Surge g pue eie
F
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Worksheet Change Request Process

Step 8: In FLA Grant Submit Worksheet — Step 4 you may make changes to the
Worksheet Narrative, Budget Line Items or add Attachments. After making the changes,

you must re-verify the Acknowledgements, and then click Save As Draft. Only after
selecting Save As Draft should you select Submit for Approval.

’l} Dashboard ~ FLAManage Grant WorkSheets/Agreements/invaice/Follow-up X | WS-2223-FLA-FLA-CPHSS-421-071003050-2132DD702C79 - New X
4 [} Grants

4 [} Grant Process
:L (I FLAProcess FLA Grant Submit Worksheet - Step 3
[6] FLANew Worksheet / Agreem

Provider Organization Details O Refresh l Worksheet Summary l Wor
FLAManage Grant WorkShee}
v

rksheet Contract I 4 One Step Back I @) Save as Drat l@ Submit for Approval l
Fiscal Calendar Year* 20222023

Grant Fund Type:*| FLA

v
QOrganization Type:* K-12 Districts v Organization:* v
Organization District* A Program Inifiative:* | Carl Perkins High School Secondary Local Application - 421 v
Waorksheet Noi*  /S-2223-FLA-FLA-CPHSS-421-071003050-2132DD702C79

Basic Client Information
Project Details
Budget Line ltems

Attachments

v
v
v
v
Acknowledgements v
0 Refresh Worksheet Summary Worksheet Contract | 14 One StepBac} | &) Save as Draft | ) Submit for Approval

Step 9: Select Approval Process.

Pl Lol it ool g

¥ LA Gt St Wonnrest - Shep 4

= Persuion Jrgararsior Dt Ve Sy w O Sep Ba. (=

Fcal Caonlar Vo *

u i P Tyge ™ FLA

Orgarasaton Typm * s Copaaraton®

0 3 Cogaragaon Oeinct ™ & Peogers indabuy a0 Parira, g Sl Secoraiary - 4H
Vet i W VT L R 3 AR S S0 5

s Chad Wkt
it s
[T
At

e ]

s UL : ""‘”
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Worksheet Change Request Process

Step 10: Select Approve to send changes to next approval level.

Both the FLA Local Finance Coordinator and the FLA Local
Superintendent/President must fully approve the Change Request by following
Steps 1 - 9 above before the Worksheet is fully resubmitted to the Perkins staff for
review. If the Worksheet is rejected at any approval level, it will go back to the FLA Local
Initiative Coordinator (First Stage) for changes and then be resubmitted to the FLA Local
Finance Coordinator then the FLA Local Superintendent/President until both approve
the changes.

s - LA, Gt Voot Appaoeal

Step 11:  After the FLA Local Superintendent/President has approved the Change
Request, the Worksheet will then be reviewed and either approved or rejected by the
FLA State Initiative Coordinator, the FLA State Initiative Supervisor, and the ODCTE
Contract Reviewer. Once the ODCTE Contract Reviewer has approved the Subaward
Funding Agreement (Contract), the Worksheet is considered fully executed and no
further changes may be made.
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Invoice Change Request Process

Invoice Change Request Process

If an Invoice/Reimbursement Claim is rejected back to the school for any reason, the
school must initiate a Change Request before making any corrections or additions to
the invoice, otherwise none of their changes can be saved. Once the changes have been
made and the request has been submitted for approval it is sent to the ODCTE Finance
Document Reviewer and ODCTE Finance Reviewer for processing.

Invoice Change Request Roles:

FLA Local Finance Coordinator

4

ODCTE Finance Document Reviewer

4

ODCTE Finance Reviewer

Making an Invoice Change Request:

When the school receives a CTIMS notification that their invoice has been rejected they
need to open that invoice and initiate a Change Request then make any corrections or
additions necessary. Failure to initiate the Change Request will result in an inability
to save any changes made to the invoice.

Step 1: Using Microsoft Edge, Mozilla Firefox or Google Chrome, sign in using your
school email and CTIMS password at https://ctims.okcareertech.org/CTBDSWeb/

Note: CTIMS is currently not compatible with other browsers.
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Invoice Change Request Process

Step 2: Verify that you are signed in with the role of a FLA-Local Finance Coordinator
in the top right corner. If not, use the dropdown arrow to select the correct role.

esgay, (YI0Der 10 PV | el Ueobie Mammieiacareer ech ok govl &
@ : L -

M oxuanoma)

f’ﬂ‘ CareerTech‘CTlMs FLA-Local Finance Coorinalor v
nar

Dashboard

Announcements I User Profile

Calendar Year 2022-2023 Name Oxiahoma Depariment of Career and Technology Education
Short Name ODCTE
CESI Due by October 31, 2022 & Follow-Up Due by November 30, 2022 Onganction Coge pmreeree
K-12 Schools Due Dates a | Organization Type ODCTE District
Organization Status Aclive
K-12 Salarv & Scheduling: Seotember 30

Step 3: Click the > (small blue triangle) sign next to Grants on the left side
navigation panel.

,ﬂ'ﬂr.. OKLAHOMA | CTIMS

% CareerTech

Ipt

'Iil Dashboard
4 |[] Grants

@ Grant Process Announcements

Calendar Year 2022-2023

CESI Due by October 31, 2022 & Follow-Up Due by |
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Invoice Change Request Process

Step 4: Click the k (small blue triangle) sign next to Grant Process.

,ﬂ'ﬁ. OKLAHOMA | CTIMS

% CareerTech

X

-'i'- Dashboard
4 J_I- Grants

@_, Grant Process Announcements

Calendar Year 2022-2023

CESI Due by October 31, 2022 & Follow-Up Due by |

Step 5: Click the > (small blue triangle) sign next to FLA Process.

* | Dashboard
4 -derants

4 Ribliaca Announcements
» FLA Process

Calendar Year 2022-2023
CESI Due by October 31, 2022 & Follow-Up Due by November 30,

K-12 Schools Due Dates

K-12 Salary & Scheduling: September 30

Step 6: Select FLA Invoice Process.

,_ﬂ‘ﬂr.- OKLAHOMA | CTIMS

€% CareerTech

Iat

Dashboard

4 LEGrants
4 |j Grant Process Announcements

4 |} FLA Process
ant WorkSheets/Ag Calendar Year 2022-2023

3] FLA Managa
{8 FLA invoice Process ] CESI Due by October 31, 2022 & Follow-Up Due by |

K-12 Schools Due Dates

K-12 Salary & Scheduling: September 30

K-12 CESI: October 31
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Invoice Change Request Process

Step 7: Complete the requested information on this screen. The tagged numbers on
the screen shot correspond to the instruction steps below. Many of these fields will
automatically display based on your organization login credentials.

Note: The asterisks* represents a required field.

1. Verify Fiscal Calendar Year to make sure correct year is showing*.

2. Verify Grant Fund Type is set to FLA*.

3. Select your correct Organization Type from the dropdown menu (College
District, Comprehensive School Districts or Tech Centers Districts).

4. Select your Organization by typing in the first three characters of the name then

selecting the correct option from the drop-down menu.

Verify the Organization District* (auto-fills)

Select a Program Initiative*.

Approval Function Type will remain as All.

Filter on Status will remain as All.

Select the Search button.

_LA‘:‘”M-‘ e : I
¥ FLA o P

A

© 0 N o w

FLA Gl Fand breecsces Lt

Fiucal Caierisar e @V_.,__J,_._. . Oaet Fure Ty @._A
m Omargn Type ™ @ Coloren v Crparaaion® @['M:‘- il Froe characien of ooy wrd Bl »
COnganctaion Dt ® @ ¢ [Poagam indabe* @ [ ¥
L ] .
Grant Wortshert gpreemertivone Lt Mo
Approwal Funcian Type ™ T @ i
GaR @

Agreren AppITs Agreernont Agproy

71



Invoice Change Request Process

Step 8: To access your Rejected Invoice, click the P> (small dark triangle) sign to the
left of the blue words New Invoice. Do not click on the words “New Invoice.”

T Dashboard FLA Invoice Process x
4 [[4Grants
4 |} Grant Process FLA Grant Fund Invoices List
4 |1 FLA Process
] FLA Manage Grant WorkShee

Organization Type| K-12 Districts v Organization

Organization District* v Program Initiative

Fizcal Calendar Year® 2022-2023 v Grant Fund Type

Grant Worksheet/Agreementiinvoice List |~ Manage Grant Invoices

Approval Function Type: *| Al

Filter on Status: *| Al

[¥] Export to Excel

| New Invoice

Provider Name: Client Name Agreement

School System .. SCHOOL SYSTEM WS5AG-2223-FLA-FLA-CPHSS-421-191002050-0DA. . | No

Step 9: In the dropdown section, scroll right until you see Reject in the Approval Status
column then click on the Invoice Number link to the right. (The invoice number begins
with INV-).

New Immice BAP Agreement Approval Agreement Approval

Provider Name Client Hame: Agreement Process Agreement Submission Date Stage Siatus

4 New Invoice Callege District WSAG-1920-FLA-FLA-CPPS-422-F1ADT4050-B5F... | No 11262018 10.23:582 State Supervisor- Full.. | Fully Approved WS-1820-FLA-FLALC..

Invoice Summary

+ Savechanges || (8 Cancel changes | [f) Export to Excel

ActivefinActive Curent Approval Stage: BAP Process  Provider Name
3 Lacal Finance Coardinator - 15t Stage No @ IR C20-FLA-FLA-CPP5-422-51A074050-3F TE17FTO0RD - 3rd Approval Stage
» W ODGTE Finance Reviewer - Fully Approved Stage No Fully Appr... | INV-1820-FLA-FLA-CPPS-422-51A074050-E612002837CA - Fully Approved Stage
3 W ODCTE Finance Reviewer - Fully Approved Stage No Fully Appr... | INV-1820-FLA-FLA-CPP5-422-51A074050-570360880640 - Fully Approved Stage
» 7] ODGTE Finance Reviewer - Fully Approved Stage No Fully Appr... | INV-1820-FLA-FLA-CPPS-422-51A074050-82204812F7CF - Fully Approved Stage
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Invoice Change Request Process

Step 10: Verify that the information is correct, then select Next Step.

FLA Grant Submil lmeoice - Step 1

Provider Organization Details
Fiscal Calendar Year* 20152020 w ‘Grand Fund Typa:* FLA -
Cepanization Type:* College District v Orgamization” -
Ceganization District »  Program inftiatve™ Canl Parking Post-Secondary Local Applcatio_ v
Workshesl No:® WE-1620-FLA-FLA-CPPS-422-51A074050-2BF 67 244D2TE
Agreamant Ho™ WEAG 1920-FLA-FLA-CPPS-422-51A074050-B5F TTECES024
Imveice Mo 1NV 1920-FLA-FLA-CPPS-422.51 ADT4080- 3FTE1 TETDOG0

Basic Chent Information |

Project Details |

Step 11: On the FLA Submit Grant Invoice — Step 2 page, select the Change Request
button in the lower right-hand side of the screen. This is below the
Acknowledgement section. You may have to use the scroll bar to move far enough to
the right to find the Change Request button. You must select the Change Request
button before any changes you make to the invoice can be saved.

FLA-Local Finance Coordinator v

Jashboard FLA Invoice Process x | INV-1920-FLA-FLA-CPHSS-421-661001050-0A2DEG75810E - 3rd Approval Stage x

FLA Grant Submit Invoice - Step 2

Provider Organization Details ) Refresh l [ Invoice Summary l  One Step Back I@Save as Draft I & Submit For Approval l

Fiscal Calendar Year* 2019-2020 - Grant Fund Type* FLA v
Organt; Type™ C ive Schools Districts - Organization:” School System v
Organization District* School System - Program Initiative:* Carl Perkins High School Secondary Local Applicat... =

Worksheet No* | WS-1920-FLA-FLA-CPHSS-421-661001050-BDCAE9284F AF
Agreement No* WSAG-1920-FLA-FLA-CPHS5-421-661001050-85F972037ECE
Invoice No* INV-1920-FLA-FLA-CPHSS-421-661001050-0A2DEG75810E

Basic Client Information v
Project Details v
Grant Allocation v
Invoice Line ltems v
Attachments v

Acknowledgements v
1
¢ Refresh | [ Invoice Summary | W One Step Back =~ & Save as Draft & Submit For foproval | Change Request | o Approval Process
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Invoice Change Request Process

Step 12: Corrections or additions can now be made to the invoice following the same
procedures as outlined in Steps 10-16 in the “Invoicing for Reimbursement Process”

section of this Guidebook.

Editing Invoice Line Iltem Amounts — Steps 10 to 13

Select “Save as Draft” button underneath and right of the Acknowledgements.

Adding Attachments — Step 14

Acknowledgement Section and Submitting for Approval — Step 15

Step 13: After the "Submit for Approval” button has been selected, you may have a
verification approval button at the top of your screen. If so, select the Approve button
to fully submit your invoice back to ODCTE for review.

L L Popmimal i Ml e ey on Al ufion by i i harge ard sbmean b ey e

gk, toh Aol man 40 Paiipe il Changs #d sulenisnlin 10 OO0 TE E et | Ao
Pl Mamber A
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Agreement Budget Adjustment Process

Agreement Budget Adjustment Process

The Agreement is a working copy of the finalized Worksheet. The initial Agreement,
where the OCAS codes are added, must match your Worksheet and be approved by
Perkins Administrators before any changes can be made

To make budget changes on an Agreement after it has been approved by the ODCTE
staff, use the Budget Adjustment Process. A Budget Adjustment may include such
things as adjusting budget amounts, adding new items to the budget,
increasing/decreasing the number of items to be purchased, changing OCAS codes or
inactivating previously approved budget items. Attachments can also be added during
a Budget Adjustment. This process can only be performed by the FLA Local Finance
Coordinator.

Requesting a Budget Adjustment:

Budget Adjustment approval is at the discretion of the Perkins Administration and is not
guaranteed. Prior authorization should be obtained from your State Perkins
Coordinator before initiating any Budget Adjustment.

Budget Adjustments must be in alignment with your submitted application and CLNA.
In order to meet audit requirements when adding, removing or substituting budget line
items, supporting budget narrative must be submitted. This narrative/documentation
must be provided following the same format as in the local application.

Acceptable reasons to do a Budget Adjustment include:
Approved item is no longer available

Actual cost of an item was above/below budgeted amount
Approved position was not filled or was vacated
Correction to OCAS Coding is required

Unacceptable reasons to do a Budget Adjustment:
e To add unapproved items to your budget
e Deciding you want something different without adequate supporting
documentation
e Adjusting the number of budgeted items without approval
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Agreement Budget Adjustment Process

Budget Adjustment Process Roles:

FLA Local Finance Coordinator

4

FLA State Initiative Coordinator

¥

FLA State Initiative Supervisor
Making a Budget Adjustment:

Once the Worksheet and the Agreement have been fully approved, you must go
through the Budget Adjustment Process in order to make any changes to the
Agreement.

Step 1: Using Microsoft Edge, Mozilla Firefox or Google Chrome, sign in using your
school email and CTIMS password at https://ctims.okcareertech.org/CTBDSWeb/

Note: CTIMS is currently not compatible with other browsers.

Step 2: Verify that you are logged in with the role of a FLA-Local Finance Coordinator
in the top right corner. From the menu on the left side of the screen make the following
selections:

b Grants
b Grants Process

4 FLA Process
FLA Manage Grant Worksheets / Agreements / Invoice

FLA-Local Finance Coordinator v
Dashboard FLA Manage Grant WorkSh i up X

FLA Grant Fund Worksheets List

4 [[}Grants
4 |} Grant Process

4 |J) FLA Process

FLA Manage Grant WorkShee}

|¢s] FLA Invoice Process

Fiscal Calendar Year* 2019-2020 | Grant Fund Type:* FLA v

Organization Type:* College District v  Organization® Enter the first three characters of any word th v

Program Initiative:*

Organization District*

—-Select--

Approval Function Type: * Al v

Filter on Slatus: * All v | Q Search
+ Save changes = (9 Cancel changes | [§) Export to Excel

Worksheet
Worksheet Approval Current ‘Submission

Acti- Provider Name Client Name Stage Date Worksheet
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Agreement Budget Adjustment Process

Step 3: Complete these sections of the FLA Grant Fund Worksheets List. The tagged
numbers on the screen shot correspond to the instruction steps below.

Note: The red asterisks* represents a required field.

Select your correct Organization Type* from the dropdown menu.

Select your Organization* by typing in the first three characters of the name.
Select a Program Initiative*.

Select the Search button.

Use the scroll bar to scroll to the Agreement column on the right.

FLA - Local Finance Coordinator -

Dashboard | FLAManage Grant WorkSheets/Agreements/invoice/Follow-up X

uihwn =

FLA Grant Fund Worksheets List

Fiscal Calendar Year> 2022-2023 A Grant Fund Type= FLA v
1. Organization Type* | K-12 Districts v 2.  organization v
Organization District™ - 3_ Program Initiative Carl Perkins High School Secondary Consortium/CooperativeL... v
Approval Function Type: *| All v
Filter on Status: *| All v | Q Search 4

+ Save changes | (@ Cancelchanges || [&) Exportte Excel

Worksheet
Worksheet Approval Current Submission Agreemel
Acti Provider Name Client Name Stage Date Worksheet Agreement Stage
> This stage is approving for Contra._  05/19/2022 14: . 'WS-2223-FL A-FLA-CPHSS-423-211003050-C92A52 . WSAG-2223-FLA-FLA-CPHSS-423-211003050-25E. New-Draft *

Use the scroll bar to
scroll across to see
more of the line.

al

Step 4: In the Budget Adjustment Process, you will change the Agreement, not the
Worksheet. Select the Agreement Number under the Agreement column. Agreement
numbers always begin with WSAG-.

Dashboard | FLAManage Grant [Follow-up %

FLA Grant Fund Worksheets List

Fiscal Calendar Year* 2022-2023 - Grant Fund Type:*| FLA v
Organization Type:™ K-12 Districts - Organization:*| . -
Organization District™ v Program Initiative:*| Carl Perkins High School Secondary Consortium/Cooperative L R
Approval Function Type:=| Al v
Filter on Stafus:*| All v | Q Search

v Save changes | (@ Cancel changes Export to Excel

Worksheet
Worksheet Approval Current Submission

Actir Provider Name Client Name Stage Date Worksheet Agreement

> ) : This stage is approving for Contra. . |05/19/2022 14.... WS5-2223-FLA-FLA-CPH55-423-211003050-C92452 . 'WSAG-2223-FLA-FLA-CPH55-423-211003050-25E Npw-Draft *
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Agreement Budget Adjustment Process

Step 5: On the FLA Grant Agreement page, the following message is displayed in red
“This record is fully approved, you are not authorized to change data within this
record.” This indicates you cannot save change the Agreement without going through
the Budget Adjustment Process. Select Budget Adjustment Process button to
continue.

U - sl Frranao Copetnamr

b WRAGHIITI-FLAFLA-CPR -4 H- SO0 0AS-O0ARIC THiA - Fuly Aporouesd Slags 30

FLA Geanl Agresmeent

CoRstess | T Agresmant Sumeaey || 4 Seve i Ore | 54 St of Appesesl

Frol Cardis Yolr ™ 25202008 o Craed Fure Trpe™ FLA
Crzanzation Tyee® | K-13 Deincty = Cogancation School Sytem s
Crpangin Dawan~ Eono Sritem - FYOQanm maginn C30 PR Fagn BOsen SROBSENT Ll AP « £

WOrkEPH | W-TTTIFLA-FLA-CPWSS-21 DS TR AR TSRA
Adpwamuid g " WELG- JIIELA FLADOPWES 427 1900 20040 DOAB ST CROn,
B ] it
Froghn T
BudioH Lok M
| | ey

4 4 % a 4

P e 1 GRSl T Sl ecird
O Rmvean [ Aot Somematy | & = i 1 B Adeivmad Proscatl
.

Step 6: If you want to make a Budget Adjustment, select Yes in the pop-up window.
This will pull the Agreement out of approved status. You can then adjust the budget
and go through the Agreement approval process again.

FLA - Local Finance Coordinator 4

Dashboard FLAManage Grant WorkSheels/Agreements/invoice/Follow-up % | WSAG-2223-FLA-FLA-CPHSS-421-191002050-0DA84CC9605A - Fully Approved Stage X

Budget Adjustment Process

‘You are going o reinitiate the agreement approval precess and iniiating the budget
adjustment process, Are you sure?
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Agreement Budget Adjustment Process

Step 7a: The Budget Adjustment Process can be used to make several different types of
changes to your budget. If you need to Add New Items to Your Budget, click on
Budget Line Items. Next, click on Add Budget Line to add additional lines to your
budget. Complete all the required fields for the new budget line, including the OCAS
code, Agreement Line Description, Units, Unit Cost and Req. Unit Type.

FLAALDCE Firnde Coommaiod #

i Agreement Summary ) Save an Dt (2 Submi For Approval

Prosider Cipandrabon Dotads

Blagic Clionk Indoamrabon

Progect Dbty
S Amdrd] AROLBSEn Weritoe! Budgeied Ageermend Budprint Ty Agproved Frasond Agroerienl Linfaieied = (ARGCSIN] - AgrirTere Reeriing ¥ Freon
LTl S T FREE 0 080 Buagerted) 5585 00

43 304 00

emove Budget Lre () Canoe Budged Line Cranges

EE il Conil Py Each B

330100600 L0 1 5000 Cost Pt Eace §50000 1000 Acke
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Agreement Budget Adjustment Process

Step 7b: Changes to an existing budget line item. After the Budget Adjustment
Process button has been selected, changes can now be made directly to an existing
budget line item. Select the cell that you wish to change by clicking on it and then enter
the new information. You may make changes to the following cells:

B 0CAS Codes

» Units (Number of items being purchased)

» Unit Cost (Cost of item has changed)

» Req. Unit Type (Unit types are each, class, unit or student)

The Approved Total field will automatically update based on your choices.

FLA, CGrand Agindssaiit

Prtricker Organrabon Detads B Agreemert Sommary ) Save i Dl | Sutet For Asproval
Blarsic Cliand Information

Progact Ditasks

Bludgod Linsy Homs
G AdocEben

S Aowvan] Alocaion Woricshee! Busgeied Agreemend Budgeled Fualy Aggroreps ireiced Agroament Unbudgeied = [Alocsbed - Agieement Aemanag 1o moe

Az 55 39700 515545 ) 00 Daxigeied) $19.54600

B 265,00

< Fmove Budgel Line (5 Canoel Buogel Line: Changes
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Agreement Budget Adjustment Process

Step 7c: Changing Agreement Line Descriptions. You should not change the
Agreement Line Description to create a new item. Always use the Add Budget Line
feature to do that. The only permissible changes to an existing line description are to
add additional descriptors, such as shipping and handling, or to clarify the

description, such as listing specific accessories that are included with the purchase.

In order to match the actual invoice cost of an item to the budgeted total amount, it is
occasionally necessary to add the number of units (Quantity being purchased) to the line
description, change the Units to 1 and the Unit Cost to the total amount of the invoice.

FLA-LoCal Finance Cotedinalo L

_Budget Line Hems
Geant ABacation
Sub Award Alocation Workshes! Budgoled Agieement Budgeted Fully Approved imvoiced — Agreemint Unbudgeled = (Alocabed - Remaining o imméce
E27.102.00 526,177.00 58 BT TS 52237275 Agiml. Bugeled) §4,299.00
S0 25
Epcigeal Lina{(a) Bucged Ling Detad infaimalon

Badgel Line{OCAS CODE)

Functiten - Obgect - Progeam

1NN -E00- 11

OD-E00-330

TR -E00- 110

O0-S00-330

Agresmant Ling Dasc Lind Ciasd

FACE-Gusde 1o Good Fosd Mulriion L Food Preparabion insfrucion Rescunce CO-Chaa 1 £n6a.47 {.'.-DEIPHEA
FAC:S-Fosd Prepambon. Gusde o Good Food Wiorkhook Cusmiculum-Casanity 1 1 53242 CostPeE
FACS, BITE, MARKE TING-Lenova ThinkPad L¥50 Yoga 13.3 1 35600 CoslPerE
FACS-ICEY Toachar instnecional Maloraks 1 £1.40000 CostPeE
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Agreement Budget Adjustment Process

Step 7d: Inactivating a Budget Line Item. You cannot use the Remove a Budget
Line option once the original Agreement has been approved. You can, instead, change
the status of a budget line to Inactive in order to remove it from your budget
calculations. Use the scroll bar to scroll to the Status column on the right side. Click on
the word Active then click on the check-mark so it no longer shows. After you Tab to
the next column the Status should now show as Inactive and the line item and amount
are no longer included in your budget.

1 FLA-Local Finance Coordinator

+ Add BudgetLine | X Remove Budget Line @ Cancel Budget Line Changes

Agreement Line Desc. its Unit Cost  Req. Unit Type Total  Approv To'al  Status

AG-CK Worldwide 1570 Tungston Gninder b b {

AG-ESAB Rebel EMP 2151C MIG/STICKITIG Package $1,757.10  Cost Per Each $1,757.10 $1,757.10 | Active

e i v 5

MARKETING-StudentSocial Media Marketing Bundle Online Simulation-Quantity 35 1 $1,925.00 Cost Per Each $1,925.00 $0.00 | Inactive -

FACS-Welcome to Holland Curriculum-Quantity 1 0 3000 Cost Per Each 3000 30 -

FACS-From Farm to Table-Quantity 1 0 50.00 Cost Per Each 30,00 30.00 | Inactive -

FACS-Eater Beware Curriculum-Quantity 1 0 3000 CostPer Each $0.00 30.00 | Inactive -

FACS-Amazing Grains Curriculum-Quantity 1 0 $0.00 Cost Per Each $0.00 $0.00 | Inactive -

FACS-Nutribullet Pro 900 Watts-Kitchen Equipment-Quantity 2 0 $0.00 CostPer Each $0.00 $0.00 | Inactive -

FACS-Eleciric Can Opener with bottle opener & Knife Sharpener-Quantity 5 0 50.00 Cost Per Each 50.00 50.00  Inactive -‘

< >

$26,671.75  $26,671.75 -I

It is highly recommended that you execute a Save As Draft after completing changes to
the Budget Line Item section. CTIMS will produce a pop-up error message if any of the
changes you have made are incorrect. You can then make corrections before moving
onto the next step.
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Agreement Budget Adjustment Process

Step 8: Attachments. If new Attachments, such as additional Programs of Study, an
updated CLNA or Budget Narrative for new purchases, need to be added to your
Agreement, click on the word “Attachments”.

After saving all of your documents on your local computer, use the Browse and the
Upload & Save file buttons to attach your documents to the Agreement. Click the
Browse button, which will open your local computers file system. Navigate to the folder
where you saved the files you want to upload. Select a single file to upload and click the
Open button. You should now see a named document icon listed in the space under
the Select Files button. If the icon lists the file you wish to upload, type in an
Attachment Note (optional) and select the Upload & Save file button.

FLA- Local Inifiative Coordinat

Basic Client Information
Project Details

Budget Line ltems

Selectfiles... |
Browse: 0 Upload & Save file
D TEST DOCUMENT.docx x

( Attachment Ncme:)

& Activefinactive file(s) | | & Delete file(s) || Download all

Status File Name Attachment Note Uploaded Date Action
TEST DOCUMENT.docx 04/28/2020 11:14:13 Public
TEST DOCUMENT docx 04/28/2020 13:58:30 Public

Acknowledgements

C Refresh || [@ Worksheet Summary | [2 Worksheet Contract | = One Step Back || & Save as Draft | | & Submit For Ap|

If the Upload & Save was successful, a pop up box as shown below will appear. Select
OK then repeat these steps for each file you need to attach to the Agreement.

Lt k]
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Agreement Budget Adjustment Process

Step 9: Before submitting your budget changes, you must go into the
Acknowledgements section and enter a Budget Adjustment Justification Note. In
this note field you should describe ALL THE CHANGES you have made to your budget
Agreement and the Reason(s) for doing so. You will also need to click in the two
Validation/Certification Boxes with red asterisks (*) and make sure something is
written in the Acknowledgement Note field.

FLA-Loecal Finasmel Coosdima o

Budgel Adpstranl Jusiication Nols

Fofmal * B I U

* | Rty b W bkl o Firy

* | understand that appeowal of
aespurstemarits: will Balang in
Ackrcwbbagament hobs

B I U (wheredsiz) »  (nheted jont) v  Fomal * EE AR =D

#f il Thi Selbmilled Sgnieminl budgel o Complets. and acoumtine, and thal T axpandiures 1l withn T slenl of the Federal Can Perons Ad

adjrstmants is af e dscretion of the ODCTE - Canl Peridns Administration and approval i nol guaranised. | cortity that any submitisd budget
With oul submitied Applicaton

Public Ghools approves each expenditure .
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Agreement Budget Adjustment Process

Step 10: Select the Submit for Approval button (on either the top or bottom of the
page) to send the Budget Adjustment through the approval process.

FLALGCE Financs Cocednaion

P ¥ WSAG-1ENTFLA-FLA-CPYSS-421 - S000 SO0 B0F SACF I T - Fuly ASDiSend Slige: M

FLA Gamni Ageossmasnl

i dreeTend Sanrary 1 e

Enadge] Adpesimes Joanfeaton Hok

Step 11: You can check the status of the adjusted budget by going back into the FLA
Manage Grant Worksheets / Agreements / Invoice menu. Use the scroll button to
move to the right, then look at the status under Agreement Approval Status.

Woracy, darch T3, 2T $200 A8 | deso D CToabycanecisci ok gost
CHILAHOMA DEPARTMENT OF CAREER TECH EDUCATION

FLALOCE Fiinte Coorbied

1 FLA Marage Gran WorcneevagreemestiimvoneFolm-u0 3 EACH 1A T-FILA-FLA PSS el w080 S S0P TP - Fully ppeswed s

Fricsl Clleralir Wi "

k- ¥y o il Fond Tyg ™ LA

Cnanizaten Tyge*

Sumpls Scheod Sysien "
Drpanirates Damet* L Eeriorn Hegh St Sevarcury - 421 L]

A0 WSGTFLATLA CPYES-AT G0N0 | WRAG- 1617
£
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Budget Adjustment After Invoice Started

Budget Adjustment After an Invoice is Started

Budget Adjustments should be completed before you begin an invoice. If you do not
realize you need to do a Budget Adjustment until after you have started an invoice,
there are specific steps you can take.

Once you have added budget line item amounts to an Invoice, CTIMS sees those
amounts as “encumbered” and will prevent those funds being moved during a Budget
Adjustment. Initiating a Budget Adjustment Process will lock down all invoicing
abilities until the Adjustment is approved.

If you have not saved your Invoice when you realize an adjustment is needed, it is best
just to close out of the invoice process before you save a draft of it. You should then be
able to do your Budget Adjustment and return to the Invoicing process without any
complications. (See Agreement Budget Adjustment Process in this Guidebook for
detailed instructions).

If you have already saved a draft of your Invoice when you discover you need to do a
Budget Adjustment, you must Inactivate all the Invoice Line Items you will be
changing during the Budget Adjustment Process. This must be done BEFORE you
open your Agreement start the Budget Adjustment Process.

Step 1: Open your Invoice and Start a Change Request. (Detailed instructions for
this process can be found in the FLA Invoice Change Request section of this Guidebook).
Log into CTIMS as the FLA Local Finance Coordinator.

» From the left-hand menu select:
=) Grants
=) Grant Process
# FLA Process
=) FLA Invoice Process

» Complete this information in the FLA Grant Fund Invoices List:
m) Organization Type
» Organization (name)
=) Program Initiative

=) Search
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Budget Adjustment After Invoice Started

mhtced  FLA invocs Proms

(@) cotems

-

o & FLAP=ocn “
FLA o L @I!ﬁ.‘-:".ﬂl’
x

» | Dt Furd Type* @,;_., .
s | Crpermaon™ @i-ﬁvhﬂl‘mwm-:fnmlm .
«  Poogram infabe* @ S ¥

» Click on the p small dark triangle to the left of the words New Invoice to
open the Invoice Summary section. Do not select the words “New Invoice.”

» Use the scroll bar to move to the right and click on/select the applicable Invoice
Number (the one you need to change).

o oo S A

i Exeriin bl

o Gnahiige (Dol g | [ Wapn il

gy B
-

Fos’ | A ey i

Ll e Caoreae . [l Sum

> Select Next Step on the bottom right-hand side of the screen.

FLALonal Frmanos Cameinaion -

vl LA wvomon PO »

Prepect Dotai

B TR LA LT b S0t Praf PSR & e A Slage 00

008 » Ol P Troe na -

e e Roooiy Ceii v | Sp——— -
- P Vel ~ (i Wiy g Tabeinld ety (i W

W PRI F LA LA, SR o B e e ) I i 1

WA P LA F L O el 0 s S A EE A TR

P FIOF LA FILA SRS S 2T 3050, T IR F FEGR I

¢ “'.".
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Budget Adjustment After Invoice Started

» Note: If your invoice has been Rejected (is not in Draft status), you will need to
select the Change Request button on the bottom right-hand side of the screen
before continuing. You may need to scroll right in order to make this button

visible.

FLAA ool Finanos Cocsdinaion -

bt FLA ok Pastesn 3 NS TSO0-FLAFLACPHES-4T- 2 Ids0oss T ISTTEGSEIES - 6 Approval Baae X

¥ FLA Granl Subenit brvescn - Stop 2
e e s o On Bl o | Gt D
Busstac Chent briomasalion
Project Daotails
Gennt Allocabion

Ivcon Lirs llmes:
Atlnchmonts

Acknoipdgemants
O Rumnsn | [0 wosce Summary W O Siep Bk e . 5 A /.\mh#"mm!

Step 2: Inactivate Invoice Lines. You will need to inactivate every Invoice Line Item
you will be making adjustments to during the Budget Adjustment Process.

» Under Invoice Line Items, locate the invoice line you wish to inactivate.

> Click on the P small dark triangle to the left of the Agreement Line Description
and check box.

» Click on the Edit button.

FLA-Local Frusos Coondnaion -

Granl ABGCabon

B Agreermeed | ns D

o 1000500 332 1000 Saapipiiees - S00- Supphes- 112 Insinuchon 100 SRAMTE Conga

& A3 Wwiale

B3t LiessCHCAS: CO0E)

Funclian - Oty - Progeam

& Eaa Active o000 112 1.00 500000  CoitPar £
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Budget Adjustment After Invoice Started

Under the Is Active column, click on checkmark in the box to “uncheck” it.
Go back to the left and click the Update button.

AT T e

FLA-Local Finards Coondiriior

asic Chent Information
Project Details
Grant Allocation

Invoece Ling ltems

Budged Lins{ OCAS
CODE)

Fusniclon - Cibject
B Agresment Ling Dosc Progeam CICAS Descripiion

a by 1000600332 1000 Supplies-300- Supplies- 132 Instruclon 1.00 S5431T8 O

Burdge! Ling{OCAS CODE)
Is Actvn Ievwoeca Ling Dasc Funciion - (bjed] - Program Wink Cosl

‘&C‘-amd v | 1000-600-332 1.00 | 540000 2 costPe

The Is Active status should now read Inactive. If successful you will receive a
confirmation pop-up box. Click on the OK.

Updated successiully

Repeat these steps for every line you need to Inactivate. When you are done
editing a line you can click on the small dark triangle to the left of the
Agreement Line Description to collapse this section back down for easier viewing.
When finished inactivating lines, select the Save As Draft button from either the
top or the bottom of the screen and exit the Invoicing Process.
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Budget Adjustment After Invoice Started

Step 3: Complete the Budget Adjustment.

Go back to the Dashboard tab (first page after logging into CTIMS) and select the
following from the menu on the left side:

# Grant

=) Grant Process
=) FLA Process
=) FLA Manage Grant Worksheets/Agreements/Invoices

Complete the information in the FLA Grant Fund Invoices List:

=) Organization Type
Organization (name)

ms) Program Initiative

=) Search
I —— ]

FLA o Pesciin.

2 e "~

FLA Graweid Frnd brvomnes Ll
LA N ficrinPnet | A Fical el W * @;{u___-»;” 5 Oead Frad Tyvpe* @l-_p. .
Crpanaten T " @i"-'l'?"' s Crpanoraion ™ @E-ﬁr.‘qwhﬂchahcrﬁwﬂ# L
" " Onganization Disarct” @ «  Poogram infiatne* @ ot .
Grand Wonshent dgreement ivvooe List
Approeval Fancin Ty * i @ .

Fille of el

®
®

e S b s

Scroll to the right to the Agreement column and click on your Agreement Number.
|

Dashboard | FLAManage Grant [Follow-up %

FLA Grant Fund Worksheets List

Fiscal Calendar Year* 2022-2023 - Grant Fund Type:*| FLA v
Organization Type* K-12 Districts - Crganization:*| . -
Organization District.* v Program Initiative:* Carl Perkins High School Secondary Consortium/Cooperative L -
Approval Function Type: = All v
Filter on Stafus:*| All v | Q Search

+ Save changes | (@ Cancel changes Export to Excel

Worksheet

Worksheet Approval Current Submission
Actir Provider Name Client Name Stage Date Worksheet Agreement

> ) : This stage is approving for Contra. . |05/19/2022 14:. WS-2223-FLA-FLA-CPHS5-423-211003050-C92452 . 'WSAG-2223-FLA-FLA-CPHS5-423-211003050-25E Npw-Draft *
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Budget Adjustment After Invoice Started

Complete the Budget Adjustment Process. See the Budget Adjustment Process earlier
in this Guidebook for detailed instructions.

) Select the Budget Adjustment Process Button on the bottom right-hand side of
the screen.
=) Edit the individual budget line items as necessary.
=) Save as Draft

Complete the Acknowledgement Section, including Budget

Adjustment Justification Note.

=) Submit for Approval.

=) Exit the Agreement process.

Step 4: Completing Your Invoice — Reactivating Invoice Line Items

Once the Perkins staff has approved your Budget Adjustment you should go back to
your invoice, reactivate your invoice line items, and finish your invoicing process.

Go back to the Dashboard tab (first page after logging into CTIMS) and select the
following from the menu on the left side:
=) Grant
=) Grant Process
=) FLA Process
=) FLA Invoice Process

Complete the information in the FLA Grant Fund Invoices List:
=) Organization Type
Organization (name)
ms) Program Initiative

=) Search

91



Budget Adjustment After Invoice Started

E - mifcard  FLA invoce Peomss %
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Click on the p» small dark triangle to the left of the words New Invoice to open the
Invoice Summary section.

Use the scroll bar to move to the right and click on/select the applicable Invoice
Number (the one you need to reactivate lines on).
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Budget Adjustment After Invoice Started

You will now need to Reactivate every Invoice Line Item that you previously
inactivated by reversing the previous process.

> Click on the P small dark triangle to the left of the Agreement Line Description

and check box.
> Click on the Edit button.

w

Grant Allocataon

Imvoice Ling ems

Budgil Lina{DCAS

W gt Ling Dese DOAT Descriphon Uit Cost

° 1 oD B0 33 F000-Suppiles - S00-Supples- 132 Insfrucion 100 5543875 Cod e

Papcigel LinaOC

Is Ackren Irrvoice Ling Desc Funclion - Qi 0 ks Unit Gzt Req Ling

w Aciive V000-600-332 1.00 540000 | Cost Per E

» Under the “Is Active” column, click on the empty checkbox so that a checkmark

appears.
» Go back to the left and click the Update button.

FLA-Local Findrsdn Coordradon

Project Details

Grant Allocation

Invosce Line ltems

Budgef Linss HCAD
CODE)

Funciion - Object
W Agresment Line Desc Program OCAS Disscriphion

] A 0-500-332 1000- Supplies. S00-Supplies- 332 Inginechion .00 5543875 Ca

Budgs! Lime{DCAS CODE)

5 Ay Irreoaca Ling Dy Funcion - Objedt - Program Linits Lin®l Cosl £
«me )@w v 1 IOO-G00-332 100 - 5.400.00 2| || conpe
L
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Budget Adjustment After Invoice Started

The “Is Active” status should now read Active. If successful you will receive a
confirmation pop-up box. Click on the OK.

FLA-Local Finance Coordinator

Dashboard FLA Invoice Process x| INV-1920-FLA-FLA-CPHSS-421-681003050-3415F8BACF52 - New %

Updated successfully

Repeat these steps for every line you need to Reactivate. After you activate a
line you can click on the small dark triangle by the Agreement Line Description
to collapse this section back down for easier viewing.

When you have finished reactivating all of the line items and have completed all
the selections for your budget invoice, click on the Save As Draft button from
either the top or the bottom of the screen.

At this point, select the Invoice Summary button to view your Invoice and
ensure that all items you wish to submit for reimbursement are included and the

Total Invoiced amount is correct.

Complete your Attachment section by Uploading and Saving the appropriate
documentation (Expenditure Reports, Invoices, Receipts).

Complete the Acknowledgement section by clicking the certification boxes with
red asterisks * and entering the exact same Date Range as was used on Your
Expenditure Reports.

Select the Submit For Approval button.
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