Invoice Process

Invoice Process

Roles for the FLA Invoice Process:

FLA Local Finance Coordinator

4

ODCTE Finance Document Coordinator

2

ODCTE Finance Reviewer
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Invoice Process

Submitting an Invoice for Reimbursement: FLA Local Finance
Coordinator

This section will take you through the steps to submit an Invoice/Claim for
Reimbursement.

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

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.

Fiiday, October 21, 2022 9:24 AM | Hella Ne"= [0, L ogarouriouunywr: m ™

FLA- Local Finance Coordinator L 4

. OKLAKOHA 7 G

?ﬂ.g‘ CareerTech

4‘ Dashboard
+ [ Grants

Announcements | User Profile
\

Calendar Year 2022-2023 Name Oklahoma Department of Career and Technology Education
Short Name ODCTE
Organization Coda 601000000

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

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

,ﬂﬂa OKLAHOMA I CTIMS

% CareerTech

T

‘l} Dashboard
* Grants
Announcements

Calendar Year 2022-2023

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

Announcements

Calendar Year 2022-2023

4 -derants

L FLA Process

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.

,_d"ﬂ- OKLAHCIMA| CTIMS

€% CareerTech

It

Dashboard
4 [[7 Grants

4 |j Grant Process Announcemenits
4 B FLA Process

3 FLA Manans ant WorkSheets/Ag Calendar Year 2022-2023
[ ] 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 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.
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Invoice Process

Step 8: After clicking the Search button, click on the blue words New Invoice to start
the new Invoice Process.

Note: To see the status of a Draft Invoice in process or an invoice already submitted or
paid, click the »(small dark triangle) sign to the left of the blue words New Invoice
Additional information is included in the “Accessing a Draft Invoice” or the “View
Status of Submitted Invoice” section of this Guidebook.

T Lashboard FLA Invoice Frocess X
4 ._J:G!’ﬂms
4 [Jf Grant Process FLA Grant Fund Invoices List
< B FLA Process
[¢}] FLA Manage Grant WorkShee

[&] FLA Invoice Process Organization Type:* K-12 Districls v Organization

Organization District™ v Program Initiative

Fizcal Calendar Year™ 2022-2023 R Grant Fund Type

Grant Worksheet/Agreement/Invoice List | Manage Grant Invoices

Approval Function Type: * All

Filter on Status:* Al

[¥) Export to Excel

Mew Invoice

Provider Name Client Name Agreement

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

Step 9: Verify that the information is correct, then select Save & Next.

4 Dashboard  FLAInvoice Process X = Newlnvoice X

FLA Grant Submit Invoice - Step 1

Fiscal Calendar Year* 2022-2023 v Grant Fund Type:*| FLA v
Organization Type* K-12 Districts v Organization." School System )
Organization District* School System v Program Initiative:*| Carl Perkins High School Secondary Local Application - 421 v

Worksheet No*  WS-2223-FLA-FLA-CPHSS-421-191002050-TF2ABFET58FA
Agreement No-*  WSAG-2223-FLA-FLA-CPHSS-421-191002050-0DAB4CC9505A
Invoice No:*  INV-2223-FLA-FLA-CPHSS-421-191002050-5A1F5EC03835

Basic Client Information >

Project Details

I [v] Reiresnl ¥ Save & Next
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Invoice Process

Step 10(a): Under the Invoice Line Items tab, select the Agreement Line Desc
(Description) you want to add to your Invoice. The system will default to claim the full
budget line amount. If you want to claim the full amount shown in the “Total” column,
simply click in the check box to the left of the description. Repeat this for all the line
items where you are claiming the Total amount shown. If you have now claimed
everything you want in your invoice, you can proceed to Step 13.
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Invoice Process

Step 10(b): If you do NOT want to claim the full amount of the line item, click on the P>

(small dark triangle) to the left of the line description. Next, click on the Edit button
which appears in the dropdown section.
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Invoice Process

Step 11: You can now edit/change the Units, Unit Cost, Req Unit Type &/or Total
amount to claim only the amount of the Total line item costs that you need. This
ensures your requested reimbursement will match the invoice/receipt you are
submitting for documentation.

If you want to enter the Date of Expense on this line item, you may need to use the
scroll bar at the bottom of the page in order to move your cursor that far to the right.
After you are finished editing the amount of the budget line to match what you are
invoicing, select the Update button on the left. If you do not select the Update button
your changes will not be saved.
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Invoice Process

Step 12: If you start to edit a line and discover you don't want to save your changes you
can select the Cancel button on the right.

If you discover that you have made a mistake after you have selected the Update
button, you must use the Edit button again, correct your errors then re-select the
Update button.

If you have already Saved/Updated a line item and you then want to totally remove it
from your invoice, you will have to Inactivate the line item. To do this, select Edit.
Next, click on the checkmark in the Is Active column to remove it and inactivate that
line item. Finally select Update. That line becomes Inactive and will not show up in
your invoice. Another way to inactivate a line is to put zeroes in the Units and Unit
Cost boxes and select Update.
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Invoice Process

Step 13: Verify that the Total Invoiced amounts are correct for the amount of
reimbursement you are requesting. Verify that the line item amounts and OCAS codes
match the Expenditure report you will attach in Step 14.

Current Line

Req. Unit Type Approv Total Avl. to Invoice Invoicr.d Total Invoiced Waoi'sheet Budget Line Desc.
$124.72 Cost Per Each 312478 12478 38339 $0.00 minish‘a‘lol EBenefits
3,568.41 Cost Per Each $13,5628.41 $13,568.41 $9,045.60 $0.00 $4,522.81 Guidance Counselor Salary - 30°
3.262.81 Cost Per Each $3.263.81 $3.263.21 $1.015.97 $1.123.92 $2.247.24 i C

< >
$16,957.00 $16,957.00 $10,144.96 $1,123.¢ $6,812.04

Select the Save As Draft button from either the top or the bottom of the screen.

Select the Invoice Summary button (on either the top or the bottom of the page) to
pull up a copy of your invoice. Verify that all your items are listed and the amounts and
OCAS Codes are correct and match those on your expenditure reports. If these items
do not match, your reimbursement claim will be rejected.

Daskboad  FLA Invoice Plocess W BOV-1020-FLA-FLA-CPHSS-01- 3004 5050 S0 ECHRABRAD - New 3

FLA Grant Submit Invoice - Shen 2

e Ca it P & ebesn « O 980 vt oo

Basic Client Information

| |
i Project Datails |
| Grant Allocation |
|

Imvoeca Ling Rems

Curment Line
Reqg Uit Type o Appeoe Total  Awl 1o Iewoice Ivvriced
ST Cost P Each 148 12478 Hinm 2000 5413 Admanistalor Benefits
356841 CostPer Each S5 a 513 %841 55,045 60 000 528 Gudance Counselor Salary - 0%
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Invoice Process

Step 14: Scroll down and select the Attachments heading. Use the Browse then the
Upload and Save buttons to attach the signed and dated Summary Expenditure
Report and Detail Expenditure Report that you have saved on your computer, along
with any required receipts and vendor invoices. The Expenditure report amounts should
match the amount of reimbursement you are requesting on your invoice. You may
upload multiple attachments, but they must be uploaded individually. *Additional
instruction on adding Attachments is available in Step 12 of Starting a new Worksheet
Application in this Guidebook.

Project Details

Grant Allocation

‘ Attachments
Browse: | sgjact files...

Attachment Note:

il Upload & Save file

) Activelnactive file(s) @ Delete file(s) | Download all files

Status File Name Attachment Note  Uploaded Date Action

Step 15: Scroll down and select the Acknowledgements heading. Check the required
certify/disclaimer boxes. Input the required Reporting Period (Claim) Date Range.
NOTE: The Reporting Period date range must match exactly the date ranges in your
Detail and Summary Expenditure Reports.

If this is the final payment request you will submit for this fiscal year, check the “Is final
payment?” box. Type a required Acknowledgement Note in the box. Select the
Submit for Approval button.

Altachmeants

cknowledgements

By chadkdng s b, 1 cerlify to #e best of nry inowiedge and beled thal fhe repod is rue, complele, and acowale, and e ependiues, dsbursemends and cash receipts ane for fhe
oes and obiecives sof forh in e lerms and conditions: of T Federal sward. | am awane that any taise, icilious, o Traudulent information, of T emission of amy maderal e, may

ot me Lo crimnal, civil or adminishative penalles for faud, lalee Salements, taloe dams o olberwise. U5, Code Tilke 18, Sechon 1001 and TRe 31, Sechons 37253730 and X500-3812
200 4158} {CFR 2015 ed )

| Ny QLRI e Fiocheral Sionl A ALERATY ACOiuning Dieport Tl S hiv prool of paryminis (OCAS Ipore) tar SisirSary Mopeenly, OCAS of OFGT BCCouTTing § e b

plogy Caniies and collegis. Fnarscal Anarpise ropars are NOT sdeguaie lor parmeni wd will causes e reoios Do e nepcied)
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Ackrizabeogera Wl

CaRetresh | 5 invoice Summary | One Slep Back o Sar 'E bl Fow AL s :]
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Invoice Process

Step 16: Click on the Invoice Summary button, at either the top or the bottom of the
screen, to create and print a PDF report of the Invoice you submitted.

URLARHONIA DEFRHTM

Cve e Back, () Save as Dl () Submd For Approval

Propest Doty

Grand Allocaion

Iwvoice Line Hems

> |
Scroll up to the top of the page and select the pdf button L] from the top

toolbar to open a PDF copy of your invoice. You should now be able to Save or Print
the PDF Invoice document as usual.

[ Geants Dustboued  FILA Inwoion Process W M- TR0 LA-FLA-CPHES S 0- T I00R050-TISTTE QR TIEL - 4 Apgeowal Stige 3 Wvoid Semmiry

Gieand Proscesss
.

+ I FLA Proces e Tt A
e ool Fysteme 1 L od | 1w

FLA Wlanags Graml W,
FLA bowoio Procins

rveice Individual Summary
i s s (3l 45508 4 1 i
B 1 FLACFLA-CPHSS A3 TEI0 J050- 119 TPEOSEIES - B304
Carl Perkin High Sehool Secondary Comortiim\oope st Local Agpication - 413

Schaol Mama Bra Nima
b N 0 b 1.10M
Lt o Eoter fmmis WLIHERD 110 AN Pt fetvmeniid iy

§ o Last Bolwmed O SO0 Bl Lt b=t by b Fambiy:
Py vt v A/ TLIERS D23 B Futy b iend By it Histgei.

Fuby dppemvee Room Pl Srte Infidevn Saperyror

e rL— e e E ey 1E

D o wark Ao opan o s o e M Hipla [LAER ypat! From cimaok oy L Cance

The Invoice is now successfully submitted and will go to ODCTE for review and
processing.
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Invoice Process

Accessing a Draft Invoice or View Invoice Status

To open an invoice that you have started but not submitted, or to view the current
status of an invoice, open the Invoice Process as normal by selecting:

» Grants
» Grants Process,
> FLA Process and then
> FLA Invoice Process

Complete the required sections of the FLA Grant Fund Invoices List:
» Organization Type
» Organization
> Program Initiative then select
> Search

To see the status of a Draft Invoice (in process) or one already submitted or paid, click
the pp- (small dark triangle) sign to the left of the blue words New Invoice.

T Dashboard FLAInvoICE Frocess X

4 |[Grants
4 |fa Grant Process FLA Grant Fund Invoices List

4 B FLA Process

(6] FLA Manage Grant WorkShee Fiscal Calendar Year* 2022-2023 v Grant Fund Type
J&] FLA Invoice Process Organization Type:*| K-12 Districts v Organization
Qrganization District* v Program Initiative

Grant Worksheet/Agreement/Invoice List | Manage Grant Invoices

Approval Function Type: *| All

Filter on Status: *| Al

[) Export to Excel

New Invoice
Provider Name Client Name Agreement

- School System .. SCHOOL SYSTEM WSAG-2223-FLA-FLA-CPHSS-421-191002050-0DA... |No
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Invoice Process

Scroll to the right to view the Current Approval Stage column or click on the Invoice
number under the Invoice column to open the selected invoice.

New

Invoice BAP Agreement Agreem|
Provider Name Client Name Agreement Proce Agreement Submission Date Approval Stage Approv

4 Newlnv.. WSAG-1920-FLA-FLA-CPHS5-421- .. No | 09/24/2019 14:28:25 Siate Superviso... | Fully Ap

Invoice Summary

+ Save changes @ Cancel changes  [4 Export to Excel

Approval
Active/inActive Current Approval Stage BAF Process Provider Name Status Invoice

» No INV-1920-FL A-FLA-CPHSS-42
3 i~ ODCTE Finance Reviewer - Fully Approved Stage | No Fully Ap... | INV-1920-FLA-FLA-CPHSS-4:

» New-Draft No V-1920-FLA-FLA-CPHS5-4

For additional information on the status of an invoice, select the P (small dark
triangle) to the left of the invoice you are inquiring about. This will access a drop down
menu indicating what approval level this invoice is at. In the example below, the invoice
has been approved and submitted by the FLA Local Finance Coordinator and is
awaiting review/approval by the FLA State Initiative Coordinator.

Prorsder Mams el Mamas AT TS DUt

¢ [Wew bre WEAS- 1501 F LA-FLA-CPHES-433 Mo 092015 15414 Slale Supenaso Fuilly Appr &

Iwcn Sumtenary

+ Save changes @ Cancel changes | [ Export o Exced

ActrisActio Cramint Agpioval Slage RAP Process Prorider Mams

GRCTE Francs R - Ful

]

erepetr Appdoval Sumimany

Appecval

Agpiowal Slage Siats ApprovalToipaction Nob Al ol il Sl CLate

Appetrred Mrm Proceds QAR 1023 | FLA-LoCH Firance Coond
AN 1004 FLA- State Indate Sups
¥
o e — = b AAMAS A AL EN 3, SRl It P
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Invoice Process

If you have saved and want to re-open a Draft invoice, click on the invoice number
then select the Next Step option on the following page. You can then continue to make
changes to your Invoice Line Items, add attachments or complete your
Acknowledgement section before you do a “Save as Draft” then “Submit for
Approval” to send the invoice to Perkins staff for review.

Dashboard  FLA Invoice Process | INV-1920-FLA-FLA-CPHS5-421-011025050-EBES5SB2FC311 - New

FLA Grant Submit Invoice - Step 2

Provider Organization Details ¢ Refresh  [3Invoice Summary =« One Step Back = & Save as D ( Submit For Approval v

Basic Client Information v
Project Details v
Grant Allocation v

Invoice Line ltems

Budget Line
(OCAS

CODE}
Function -
Object -
B Agreement Line Desc. Program OCAS Descripfion its Unit Cost Req. Unit Type

< & Edit Active | STEM- Dell optiplex... ~ 1000-600-332 1.00 $2512  Cost Per Each 52512 §25.12 ~

$25.12 $25.12
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