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Roles for the Worksheet (Application) Process

The following roles are required in CTIMS for the submission of a new Worksheet
application:

Stage 1 - FLA Local Initiative Coordinator — 15 Approval. Creates and submits new
Worksheet and CLNA. Responsible for completing all required revisions during
Worksheet approval process. R 2

Stage 2 - FLA Local Finance Coordinator — 2" Approval. Reviews and approves
or rejects Worksheet. If approved, goes to next stage. If rejected, goes back to

Stage 1. ¥

Stage 3 - FLA Local Superintendent/CEO/President — 3rd Approval.
Reviews and approves or rejects Worksheet. If approved, goes to FLA
State office for review. If rejected, goes back to Stage 1.

Stage 4 - FLA State Initiative Coordinator — 4th Approval.
ODCTE state staff reviews then approves or rejects Worksheet. |If
approved, goes to final approval, Stage 5. If rejected, goes back to

Stage 1. ‘

Stage 5 - FLA State Initiative Supervisor - Final review and
approval of Worksheet. If approved, goes to Contract
Review Stage 6. If rejected, goes back to Stage 1.

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

After the Worksheet is approved through Stage 6, the Agreement Process begins with
the FLA Local Finance Coordinator.
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Starting a New Worksheet/Application: FLA Local Initiative
Coordinator

Note: Please log in using Microsoft Edge, Mozilla Firefox or Google Chrome. CTIMS
is currently not compatible with other browsers.

Step 1: Sign in using your school email and CTIMS password at:
https://ctims.okcareertech.org/CTBDSWeb/

Step 2: Verify that you are signed on with the role of a FLA-Local Initiative
Coordinator in the top right corner. Use the dropdown arrow to select the Local
Initiative Coordinator role if it is not already shown in the box.

Mooy e 1, 202346 ko Det bt ko  *

FLA-Loa e Cordialr

,“. OKLAHOMA CTlMS

%@ CteeTech

Step 3: Click the * (small blue triangle) icon next to Grants on the left side navigation
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Step 4: Click the * (small blue triangle) icon next to Grant Process.
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Step 5: Click the * (small blue triangle) icon next to FLA Process.
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Step 6: Select FLA New Worksheet/Agreement Flow
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Step 7: Complete FLA Grant Submit Worksheet List. 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 red asterisks* represents a required field.

The Fiscal Calendar Year* and Grant Fund Type* automatically display based on your
organization login credentials. Some of the other fields may also automatically fill, so
verify that all the information is correct for your school.

1. From the dropdown menu, select an Organization Type*, K-12 Districts,
Technology Center Districts or College District for Basic grants or K-12 Schools,
Technology Sites or College District for Innovative Grants. (Samples below)

2. Select an Organization by typing in the first three letters of your school or
organization name* then selecting the school name from the dropdown menu.

3. Select an Organization District* if it does not automatically appear after
typing the first three letters of your Organization name or if you need to select
a different Organization District.

4. Select a Program Initiative* from the dropdown menu. The Worksheet No.*
will automatically display after selecting the Program Initiative.

5. Verify that Organization Type and Client Type* are Business Masters.

6. Select an Organization by typing in the first three letters of your organization
name*. This name should be the same as in field #2. The Business Code* is
associated with the Organization and automatically displays after an
Organization is selected.

7. After verifying that all information is correct, Click Save & Next button.

4 Dashboard  FLAManage Grant WorkSheelsfAgreements/invoice/Follow-up 3 | FLANew Worksheet / Agreement Flow X
i Grants
I

4 [ Grant Process FLA Grant Submit Worksheet - Step 1
4 [ FLA Process Save & Next
85| FLA New Worisheet / Agree| 7. | v savekied
6] FLA Manage Grant WorkShee Fiscal Calendar Year* 2022-2023 v Grant Fund Type:* FLA v
1. organization Type K-12 Districts - 2, Omanizaion”
3' Organization District™ v 4_ Program Initiative:* Carl Perkins High School Secondary Local Application - 421
Worksheet N WS-2223-FLA-FLA-CPHSS-421-071003050-2132DD702C79
Client Basic Information For work Sheet
Organization Type® Bysiness Masters v 5. ClentTye' Business Master (Company)
6. Organization* v Business Code” | 757
View Location(s) View Contactis)
i Year Established FEI Number

Primary NAICS Code Elementary

dary Schools (611110, Secondary NAICS Code  Agriculture, Forestry, Fishing and Hunfing (11
Years in Business Years in Oklahoma

No. of hourly Employees

No. of Salaried Employees 0
Highest Level if Employment Client Products
Approval Status Vendor Number
Year Formed Year Joined
Year Left Impact Disrict Id

Region DUNS Number

7. i savedNed
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Sample for Innovative Grant Organization Type:

W W, OKLAHOMA
S S TS
Lo M

B Dashvoerd | FLANew Workshest Agreement Flow X
[y rants

4 [ Grant Process FLA Grant Submit Worksheet - Step 1

4 [Jjj FLAProcess
Next

6] FLA New Worksheet  Agreem| » Save &N

[} FLA Manage Grant WorkShee Fiscal Calendar Year* 2022-2023 v GrantFund Type*| FLA

v
[ Organization Type* K-12 Districts ] v Organization* | Enter the fist three characters of any word that is included v
v

QOrganization District. Program Initiative:* --Select-

Worksheet No:*

Client Basic Information For work Sheet
Organization Type* | Business Masters v Client Type*  Business Master (Company) v

Qrganization® = Business Code®

Step 8: Click on the Funding Request Details tab. This begins Step 2 of the
Worksheet process where you will enter your responses to the application questions.
You must scroll down to access and complete all the sections. If there are any required
responses they will be indicated by a red asterisk (*).
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Workcshed Me™ WS TS FILAF LA-CPHESS- 2 0 3 B0 M- C U 0r a5 102

Basw- Chanl Informalon

Fundng Recueast Derbals

(ZpRedresh | (] Workcshe et Somemany  [D) Wosishest Gontrad M Het Siep

Within the Funding Request Details area, there are links to resources that will help you
complete the associated section(s). There are also links to required templates and forms
for you to download, complete and then attach in a later step.

To prevent losing your information, it is highly recommended that you type your
answers into a blank Word document and then cut and paste from that document
to fill in the Worksheet answer boxes. If necessary, you can ask your Perkins
Coordinator for a blank template

You must click Save & Next or Save as Draft for any of the information to be saved.
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Note: Returning to an Existing Worksheet

If you exited CTIMS while completing your application and need to reopen your current
Worksheet: select FLA Manage Grant Worksheet/Agreement on the left side
navigation panel. Do not select the FLA New Worksheet/Agreement Flow option
again as this will start a new,blank Worksheet.

For additional information, see the Opening a Saved Worksheet section of this
Guidebook.
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[¢3] FLA New Worksheet / Agreement Flow Calendar Year 2022-2023

[0l PLAMnage Grant WorkSheels ASeeT 0 £ pye by October 31, 2022 & Follow-Up Due by

K-12 Schools Due Dates

Step 9: After completing the Funding Request Details form click on either of the Save
& Next buttons to continue to the next page.

n ) e
aﬂ" CareerTech CTIMS FLA- Local Intiatve Coorfinator v
"N

FLA Grant Submit Worksheet - Step 2

I [ Grants = ~
4 [ Gt Process Provider Orgarization Detals () Refiesh l Worksheet Summary | () Worksheet Conlrad] | () Save & Next
4 FLAFrocess Fiscal Calendar Year | 2022-2023 v Grant Fund Type:' FLA v
FLANew Worksheet / Agree
[ FLAMange Grant VrShee Organization Type:*| K-12 Districts v Organization:* . v
Organization Distict v Program Intiative: Carl Perking High School Secondary Local Appication - 421~ v

Worksheet No*| WS-2223-FLA-FLA-CPHSS-421-071003050-213200702C79
Basic Client Information ¥
Funding Request Details .

() Refresh | [3 Worksheet Summary | (2 Worksheet Contract [ &) Save & Next
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Step 10: FLA Grant Submit Worksheet - Step 3: After clicking the Save & Next button
the CTIMS system will open the Budget Line Items section where you will enter your
itemized budget information. Be sure to budget your total Grant Allocation amount.

Budget Ling Rems

el Alscaon

Suy ke Aecabon Wikt Suaigebd Actinerant Busdipned Fidly APpierind Frimcee Agreaman Unbuodgated « (Ascatied . Mgl PPy b2 bovter
ST 1100 70100 T 100 1,100 Eudigefed) i

W

Fleg Unt Cast Fieq Linit Type ior Sheot Total Req Toldl 3
pdara Covramior L AN Conl Per (e LN Wi A
Gradaniog oourrelor Sakiry (L] BEATOSE  Cond Prer C2ams 85805 00 Adwe
pesciancy Counvieb Salary (L] B53625  Cost Per Clasy 5828 W00 A
Geidanoy Couralor Saany (L] §H020680  Cost PerClass 51020650 000 sk
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Step 11: On the Budget Line Items screen, you can click the Add Budget Line or Cancel
Budget Line Changes. You cannot "Remove Budget Line” but must change the line
status from "Active” to “Inactive.” The tagged numbers on the screen shot correspond to
the instruction steps below.

1. Type a Budget Line Desc (Budget Line Description).

Use the Allowable/Non-Allowable Guide for assistance.

Complete Req. Units (Required Units).

Complete Req. Unit Cost (Required Unit Cost).

Complete Req. Unit Type (Required Unit Type).

Verify Work Sheet Total populates correctly.

To add more budget lines, click Add Budget Line and repeat steps 1-4.

You must budget the full amount of your allocation.

You may type a Note in the space below the budget line items area if

desired.

8. Save as Draft at this point to ensure all the information you have entered
on the Funding Request Details form and the Budget Line Items has been
saved. This will not submit your Worksheet for approval. This will let you
stop the process and resume at a later time.

o vk wnh

~

Grant Allocation
Sub Award Allocation Worksheet Budgeted Worksheet Requested Total ‘Agreement Budgeted Fully Approved Invoiced gar;gir{‘:d?t Unbudgeted = (Allocated - Agrmt. Remaining to Invoice
«| $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
+ Add BudgetLine | X Remove Budget Line | () Cancel Budget Line Changes
Budget Line Desc. Req. Units Req. Unit Cost Req. Unit Type ‘Work Sheet Total Req. Total = Status
1 2. 0.00 3. 50.00 4 5. $0.00, 5000 Active
i 0.00 50.00 $0.00 $0.00 | Active
0.00 $0.00 $0.00 $0.00 |Active
5 $0.00 $0.00
7. Not ‘

)

Attachments v
Acknowledgements 8.

) Refresh Worksheet Summary Worksheet Contract | 1 One StepBack | &) Save as Draft || &2 Submit for Approval
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Step 12: Click on the word “Attachments” to open this section. In this section, you
will use the Browse and Upload & Save File buttons to attach all the required
documents such as the Comprehensive Local Needs Assessment, and any Program
of Study — Course Sequence Worksheets to your local application.

1. Save all the required documentation in a folder on your local computer.

2. 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 to the
CTIMS local application.

3. Select a single file to upload and click the Open button. You should now

see a named document icon in the space underneath of the browse
button.

Basic Client Information

Project Details

Budget Line tems

Attachments
Select files... [} uplo

Attachment Note:

@) Activelinaciive fle(s) | @) Delete fiefs) | Download al fi

File Name Attachment Note | Uploaded Date
O |Active CLNA.docx (Worksheet) 05/24/2022 13:30:34

Download Public

0 |acive Federal FY23 F5a GAN.7.5.22.pdf (Worksheet, 07/2012022 16:53.29 Download Public

O Active Program of study FCS xlsx (Worksheet) 052412022 13:30:20 Download Public

4. If it shows the file you wish to upload, you may add an Attachment Note,
if you wish, then select the Upload & Save File button.

Fliv Local inmain Comegna.

Basic Chend informaon

Sanbite™! Bhad
Berwma: B Upioad & Save e
¥ TEST DOCUMENT gecs

Alachmand Nole

Projec Delas
Budp Lne fems

Lo Y

& Actveinactive Se(i) | & Dolebe (i} | Downicad sl

Ainchment Hols  Uiplsaded Dale

TEST DOCUMENT docx GAGETUR0 111413 Ptz
TEST DOCUMENT . g00x ZETR0 135830 Pratlic

CrReesn | 0 Worksheat Seminany | (3 YWorkahael Contrsct | @ One Siep Back | & Save o8 Dra® | & Subma For Ap
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5. If the Upload & Save file was successful, a Pop-Up Box as shown below
will appear. Select "X” to close this box. Repeat steps 1 through 4 for each
file you need to attach to the application.

FLA- Local Initiative Coordinator

File Upload

Success, the upload process completed

Deleting or Inactivating an Attachment:

1. In the Attachments section, select the attached document that you wish
to inactivate or delete by checking the box to the left of the Status column
as seen below:

Basic Client Information
Project Details

Budget Line fiems

BIOWSE:  Select fles. [} Upload & Save fi

Attachment Note:

4

v) Activellnactive filefs) | (@) Delete file(s) | Download:allfil

Fiie Name Attachment Nole | Uploaded Date
[ Active CLNA. docx (Worksheef) 0572412022 13:30:34 Download Fublic
O ctive Federal FY23 F5a GAN 7.5 22 pdf (Worksheef) 0772012022 16:53°29 Downioad Public
O Active Program of study FCS xlsx (Worksheet) 05724/2022 13:30:20 Dourmioad Public
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2. As soon as the box is checked, a pop-up window as shown below will
display. You will need to type the words “Inactivate” or “Delete” or a
reason for inactivating or deleting the document then click the “OK"
button.

FLA- Local Inifiative Coordinator

TEST DOCUMENT.docx

Inactivate

3. After clicking the OK button, select either the Active/Inactive file(s) or
the Delete file(s) button to select the action you wish to take. A pop-up
window should appear indicating the record has been updated
successfully. Click on “OK".

Dashboard FLA Manage Grant

up % WS-2021-FLA-FLA-CPHSS5-423-211003050-6E33172B328E1 - New x
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4. After selecting “OK" you will see the status change from Active to Inactive
or Deleted.

Browse.  gelect fles.. ) Upload & Save file
Attachment Note:
@ Active/inactive file(s) | @ Delete file(s) | Download all files
Status File Name

Attachment Note  Uploaded Date

Deleted TEST DOCUMENT docx.
Deleted TEST DOCUMENT docx.
O |Inactive TEST DOCUMENT docx.

delete 04/28/2020 11:14:13

delete 04/28/2020 13:58:30

Inactivate 04/28/2020 17:01:29 Public
Acknowledgements

Public
Public

Do not “Submit For Approval” yet because you are required to complete the
Acknowledgements section first.

Step 13: Click on the word Acknowledgements to open this section.

READ and check all (7) of the Acknowledgement Boxes, then add an
Acknowledgement Note (required).

Attachments

Y

Acknowledgements a

Acknowledgement Note:

Thank you for all your help Mrs. Debbie Hamble!!! (My pleasure! DH)

(j Reftesh Workshee! Summary | [ Workeheet Contract | One StepBack | (&) Save as Draf
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Step 14: Select the Worksheet Summary button to view or print your Worksheet
Application before submitting to ensure it is complete and accurate.

P OH WSZMELA-FLACRHES-LH 040 JTEEZAACTIY - Fuly Approwed Sage Y

FLA Gran Submil Worksheet - Siep 3

(forkshesl Confec 4 e Shep Buch

Deganzaieon D" puinas Masinny . Chnt Tee’ umpass Master iCompany| v
Segansat SCHOCL STSTEN ' Buninas Cod' 348 VB veccazme
Progect Cutals »
Birdat L Ferng b
Azpctrsen "
AR

CpRebesh | [ vodshest Summary | [ Workshes! Coniradd o O Sheg Back | [

To Print Your Worksheet Summary (Application):

L4

Select the save/download button to download your Application as a PDF
document that you can save or print. You can save and print/or from this screen.

4‘ Dashboard ~ FLA Manage Grant WorkSheets/Agreementsiinvoice/Follow-up % WS-2223-FLA-FLA-CPHSS-421-011011050-37EE22BACT43 - Fully Approved Stage % | Grant Worksheet Summary X

. WA Jwar kMo [ Jemainee |de |
2w Worksheet / Agreem

Worksheet Requéstdndividual Summary

Carl Perkins High School Secondary Local Application - 421

Worksheet Request Number: WS-2223-FLA-FLA-CPHSS-421-011011050-37EE22BACT43

School Name: Business Name:
School Code: 01101. Office Address:
Date of Request Submitted: 05/24/2022 First Submitted By:
Last Submitted On: 08/15/2022 Last Submitted By: .
Fully Approved Date: 08/15/2022 Fully Approved
Contact Person Name: NA Current Stage
I . 0CAS 0CAS ocas
Budget Line Description Req. Units "’“‘m:tﬂ "“I"""" linekemTotal Functon  Oblect  Program
s Code  Code  Code
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Step 15: Once you have reviewed your completed Worksheet/Application, you can
close the Worksheet Summary tab. Once back on the FLA Grant Submit Worksheet —
Step 3 page, select the Submit For Approval button. You may have a pop-up
verification screen appear asking if you are sure. If so, click “OK"”. You will receive an
automatic email from the CTIMS system stating your Worksheet has been submitted
successfully to your FLA Local Finance Coordinator. It is highly recommended that
you also contact this individual and inform them that the Worksheet is available for their
review and approval / rejection.

Dashboard FLA Manage Grant WorkSheets/Agreements/invoice/Follow-up % WS-2223-FLA-FLA-CPHSS-421-071003050-2132DD702C79 - New X

FLA Grant Submit Worksheet - Step 3
Provider Organization Details Q) Refresh Worksheset Summary Worksheet Contract | M One Step Back | &2 Save as Draft & Submit for Approval v
Basic Client Information
Project Details
Budget Line ltems
Attachments

Acknowledgements

- | have attached our Ci Local Needs to this for funding

. | have attached all required Program of Study - course sequence worksheets to this application for funding.

. | acknowledge that my schoal or consortium meets the Quality requirements established above for the Carl Perkins fiscal year.

* &4 | acknowledge that my school or consortium will abide by the oi G as above for the Carl Perkins fiscal year.

* (@ | acknowledge that my school or consortium will abide by the Certifications Regarding Lobbying; Debarment, Suspension and Other Responsibility Matters; and Drug-Free Workplace Requirements Lower Tier as established above for the Carl Perkins
fiscal year.

* @ 1 certify that my school/consortium has a Program of Study for 100% of CareerTech programs or CTE Associate Degrees offered at my school/consortium and | will provide these documents upon request to meet audit and monitoring reguirements

- | ge that my ion of this acts as my signature on the Funding Ag which is through the WORKSHEET CONTRACT button, and that | have reviewed the Subaward Funding Agreement, which
reflects required award information per 2 CFR 200.331

vedgement Note:

B I U (inheriled size) ¥ | (inherited font) v  Format -

Approved and submitted. ZZ

() Refresh Worksheet Summary Worksheet Confract || [ One Step Back | (@) Save as Draﬂi () Submit for Approval I

After you submit the Worksheet, if there are any changes, you will need to use the
Change Request Process. (See Table of Contents for location in this document)
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FLA Local Finance Coordinator - Worksheet Approval

After the FLA Local Initiative Coordinator has created and submitted the Worksheet, the
FLA Local Finance Coordinator will receive a notification from CTIMS to sign in and
review the Worksheet. |If the FLA Local Finance Coordinator approves the Worksheet,
it will go to the FLA Local Superintendent/CEO/President to approve or reject using this
same process. If either person rejects the Worksheet, it will be sent back to the FLA
Local Initiative Coordinator for correction.

Please log in using Microsoft Edge, Mozilla Firefox or Google Chrome. CTIMS is
currently not compatible with other browsers.

Step 1: Sign in using your school email and CTIMS password at:
https://ctims.okcareertech.org/CTBDSWeb/

Step 2: Verify that you are signed on with the role of a FLA-Local Finance Coordinator
in the top right corner. Use the dropdown arrow to select the Local Initiative
Coordinator role if it is not already shown in the box.

esday, Uclober 18, 2 P | Hello Debbie HamDiegicaresrtech ok 9o b
W oxLanomA|
:,‘t: g:reerTecMCTIMS
iy~

4 Dashboard

Announcements I User Profile

Calendar Year 2022-2023 Name Oxiahoma Depariment of Career and Technology Education

| Shod Name 0DCTE

CESI Due by October 31, 2022 & Follow-Up Due by November 30, 2022 Organczaton Cote prrrery
K-12 Schools Due Dates o | Organization Type: ODCTE District
(Organization Status Active
K-12 Salarv & Scheduling: Seotember 30

Step 3: Click the * (small blue triangle) icon next to Grants on the left side navigation
area.

,_4‘.- OKLAHOMA, I CTIMS

‘5 CareerTech

Tt

‘lil Dashhoard

Announcements

Calendar Year 2022-2023
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Step 4: Click the * (small blue triangle) icon next to Grant Process.

‘h OKLAHOMA'CTI MS

, % CareerTech

L\

'IP‘ Dashboard
4 |5 Grants

Announcements

Calendar Year 2022-2023

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

Step 5: Click the * (small blue triangle) icon next to FLA Process.

** | Dashboard

Announcements

Calendar Year 2022-2023

4 LJjGrants

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
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Step 6: Select FLA Manage Grant Worksheet/Agreement Flow

,H‘ﬂv.- OI{LEHUHE| CTIMS

3*‘5 CareerTech
[y

d -

4 Dashboard
J_,- Grants

4 | Grant Process Announcements
4 |5 FLA Process

5] FLA Manage Grant Workshe Calendar Year 2022-2023
C!u I j

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

K-12 Schools Due Dates
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Step 7: Complete the FLA Grant Funds Worksheets List

The tagged numbers on the screen shot correspond to the instruction steps below.

Note: The red asterisks* represents a required field.

1. Verify Fiscal Calendar Year*.

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

3. Select your correct Organization Type* from the dropdown menu. Use K-12
Districts, Technology Center Districts or College District for Basic grants. Select K-
12 Schools, Technology Sites or College District for Innovative Grants

4. Select your Organization* by typing in the first three characters of the school

name and selecting from the drop-down menu.

Verify the Organization District* is the same as the Organization in #4.

Select your correct Program Initiative*.

Approval Function Type will remain as All.

Filter on Status will remain as All.

Select the Search button.

5.
6.
7.
8.
9.

K [ MO i)y

Tuesday, October 18, 2022 1:22 PM | Hell Debbie Hamble icareertech ok gov! &

FLA- Local Finance Coordinator

C Tech
?ﬁ!‘ areerTec|

4 Dashboard | FLAManage Grant WorkSheets/Agreements/invaice/Follow-up %

[} Grants
4 Grant Frocess FLA Grant Fund Worksheets List
4 |} FLAProcess
mFLAManageGranthnGh q.  Fiscal Calendar Year® 2022-2023 v 2. GrantFund Type* FLA v
|d] FLA Invoice Process 3. Organization Type:* College District v 4. Organization* Connors State College District v
5. Organization District* Connors State College District v 6. Program Iniiative:* -Select- v
7. Rowroval Funcion Type:* Al v 9
8. Filieron Status:* Al v | O, Search

v/ Save changes | @ Cancelchanges | [¢) Exportto Excel

Worksheet
Worksheet Approval Current Submission
Acti Provider Name Client Name Stage Dale Worksheet Agreement
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Step 8: After clicking the Search button, the link for the Worksheet that needs approval
will be listed under the Worksheet column. Click on the Worksheet Number to open
the Worksheet. The Worksheet number always begins with “WS-".

ishboand | FLA Manage Geant WorShess AgleemenisinvooaFolow-up X

FLA Genrd Funed WiorksPaats List

Fimcal Calendar Year

PR »  Crnnd Fued Type® FLA i
Cuganirabion Type Comprefonuve Scohacn Codnces w  CMQAnTAion VO Scrond System -
EMpararaon D = Vsl S Syatem v PTOQIRM T i Perme Hgh Sohesl Secondady - 433 -
Appoval Fusction Type * An +
Filles on Siabes: * An

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

winrichoel Appnowal

AT PRieT W

Cufresl Slige

» M Your School Sysiem YOUR SCHOO0L SYET Lol Fnanos Cos gl [=hle i

Step 9: FLA Grant Submit Worksheet - Step 2

After clicking on the Worksheet number to open the grant, the application information
should be reviewed by scrolling through the different sections of the Worksheet:
Provider Organization Details, Basic Client Information, and Funding Request
Details. To proceed to the next section, select Next Step.

FLA- Local Finance Coordinator v

Dashboard

FLA Manage Grant WorkSheets/Agreements/invoice/Follow-up % | WS-2223-FLA-FLA-CPHSS-421-011011050-37EE22BACT43 - Fully Approved Stage %

FLA Grant Submit Worksheet - Step 2
Provider Organization Details ) Refresh Worksheet Summary Worksheet Contr

ct | M NexiStep v
Basic Client Information

Funding Request Details

Welcome to the Carl Perkins Application for Career and Technical Education Funding

Below you will find two resources to help with completing the Carl Perkins Application, the first document is the “FLA CTIMS User Guidebook.” The contents of this document will help you
navigate through CTIMS and outlines the steps required to submit an application. The second document is the CLNA “The Answers” document. That document, (in the Grant Application
Information section under Frequently Asked Questions) will help if you need clarification on a question or documentation required in the Comprehensive Local Needs Assessment.

Click to access the ODCTE CTIMS - Carl Perkins Application and Invoicing Process Guide:
Click to access ODCTE Carl Perking - Grant Application Information:
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Worksheet — Application Process

Step 10: FLA Grant Submit Worksheet - Step 2: Open each section of the Worksheet
by clicking on each section headings: Provider Organization Details, Basic Client
Information, Project Details, Budget Line Items, Attachments and Acknowledgements.

Verify the contents of each section of the Worksheet. We recommend you print a PDF
of the Worksheet Summary to help with project and budget verification. (Refer to the
“Printing your Worksheet Application” section of this Guidebook.)
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If everything is correct, click on Approval Process.
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Step 11: Approval Process — FLA Grant Worksheet Approval. At this point,

1.

2.
3.
4.

You can see that the Worksheet is at the FLA Local Finance Coordinator Stage
(2" Stage).

Type in an Approval or Rejection Note. The date and your initials are fine.
Select the Reject button to reject the Worksheet, or

Select the Approve button to approve the Worksheet.

After clicking the Reject or Approve button, the system will ask, “Are you sure?” Click
“Cancel” or "OK". If OK is selected, the application is successfully approved or rejected.
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If the Worksheet is rejected it will be returned to the FLA Local Initiative Coordinator for
additional revisions or additions.

If the Worksheet is approved, an email from the CTIMS system will be sent to you
stating that your Worksheet has been submitted successfully to the FLA Local
Superintendent/President for their review. It is highly recommended that you also
contact this individual and inform them that the Worksheet is available for their review
and approval/rejection.
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FLA Local Superintendent/President: Worksheet Approval

After the FLA Local Finance Coordinator approves the Worksheet, the FLA Local
Superintendent /President will receive an automatic CTIMS email that the Worksheet
is ready for review.

To approve the Worksheet, the FLA Local Superintendent/President will follow the
same steps as in the FLA Local Finance Coordinator: Worksheet Approval process
listed in this Guidebook (shown above).

If the Worksheet is rejected it will be returned to the FLA Local Initiative Coordinator for
additional revisions or additions. The Worksheet must then progress through review
and approval by the FLA Local Finance Coordinator and the FLA
Superintendent/President before it is fully submitted.

When the submission process is complete, you will receive an email from the CTIMS
system stating your Worksheet has been submitted successfully to the FLA State Staff
for review.
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FLA State Initiative Coordinator and FLA State Initiative Supervisor:
Worksheet Approval

To approve the Worksheet, first the FLA State Initiative Coordinator, then the FLA
State Initiative Supervisor will follow the same steps as in the FLA Local Finance
Coordinator: Worksheet Approval process listed in this Guidebook.

ODCTE Contract Reviewer: Contract Approval

After the Worksheet is approved by the FLA State Initiative Supervisor, the Subaward
Funding Agreement (Contract) is reviewed and approved by the ODCTE Contract
Reviewer. The Agreement process, where the Local Finance Coordinator adds OCAS
codes to the budget lines, can then begin.
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Opening a Saved Worksheet:

If at any time you need to return to a Worksheet you have started, go to:
Grants -
Grant Process -
FLA Process -
FLA Manage Grant Worksheet in the left side navigation panel.
Do not select FLA New Worksheet again.

,_‘a"‘h OKLAHOMA I CTIMS

% CareerTech

R 2

‘l} Dashboard

Announcements

Calendar Year 2022-2023

4 |} Grant 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

K-12 Follow-Up Collection: October 1 thru November 30

Complete these sections in the FLA Grant Funds Worksheet List:
Fiscal Calendar Year -
Organization Type -
Organization -
Program Initiative -
Search -

"‘4 CareerTech FLA-Local Finance Coordinator v
Lo M

4 Dashboard | FLAManage Grant WorkSheets/Agreements/invoice/Follow-up X
4 [3Grants
4[]} Grant Process

FLA Grant Fund Worksheets List

4 [l FLAProcess
FLA Manage Grant WorkShee Fiscal Calendar Year* §022-2023 v Grant Fund Type| FLA w
o] FLA Invoice Process Organization Type:* Joollege District v Enter the first three characlers of any word thatis included i v
Organization District* Program Initiative ™ Select- v
Approval Function Type: * All v

Fiter on Status: | Al

+/ Save changes  ( Cancel changes [y} Exportto Excel

Worksheet
Worksheet Approval Current Submission
Acti Provider Name Client Name Stage Date Worksheet Agreement
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In the new section:
Scroll to the left and click on the Worksheet link under the Worksheet

column. The Worksheet link is in blue and begins with “WS.”

Dashboard | FLAManage Grant WorkSt il ts/invoice/Follow-up X

FLA Grant Fund Worksheets List

Fiscal Calendar Year*| 2022-2023 v Grant Fund Type:* FLA v
Organization Type:*, K-12 Districts v Organization.” v
Organization District:* v Program Initiative:* Carl Perkins High School Secondary Local Application - 421 v
Approval Function Type: *| All v
¥ | Q Search

Filter on Status: *| All

+ Save changes | ( Cancelchanges | [} Export lo Excel
Worksheet
Worksheet Approval Current Submission
Actit Provider Name Client Name Stage Date
e New-Draft WS-2223-FLA-FLA-CPHSS-421-071003050-21320D..

Worksheet Agreement

Scroll through the Funding Request Details section to see Worksheet answers or select
Next Step to open the rest of the Worksheet.

Dashboard ~ FLAManage Grant WorkSheeis/Agreements/invoice/Follow-up % | WS-2223-FLA-FLA-CPHSS-421-071003050-2132DD702C79 - New %

FLA Grant Submit Worksheet - Step 2

Provider Organization Details GReﬁesh 1) Worksheet Summary | [7) Worksheet Contract [ » Next Step |v

Basic Client Information

Funding Request Details

Welcome to the Carl Perkins Application for Career and Technical Education Funding:

Below you will find two resources to help with completing the Carl Parkins Application, the first document is the “FLA CTIMS User Guidebook " The contents of this document will help you
navigate through CTIMS and outlines the steps required to submit an application. The second document is the CLNA “The Answers” document. That document, (in the Grant Application
Information section under Freauentlv Asked Questions) will helo if vou need clarification on a auestion or documentation reauired in the Comorehensive Local Needs Assessment.

Selecting Next Step will allow you to see your Budget Line Items, the Attachment
function or the Acknowledgement section. The Save as Draft and Submit for
Approval buttons are also located here, along with the Worksheet Summary button
which may be selected if you want to pdf/print your Worksheet/application.
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If the Worksheet is rejected at any time during the Approval process, it is returned
to the FLA Local Initiative Coordinator role for revisions &/or additions. The
Worksheet must then be re-approved at all local levels (FLA Local Initiative
Coordinator, FLA Local Finance Coordinator and FLA Local
Superintendent/President before it is fully submitted for review. The FLA State
Initiative Coordinator, FLA State Supervisor and ODCTE Finance Reviewer) Must
review and approve the Worksheet before the grant process is completed.

Once a Worksheet has been fully approved by the ODCTE Contract Reviewer it is
locked and no further changes may be made to it.

Checking the Status of your Worksheet:

At any time during the Approval process, you can check the status of your Worksheet.
In this way you can determine who has approved the Worksheet, what level the
Worksheet is currently at and whether the Worksheet has been rejected or is fully
approved. The status of a Worksheet can be checked by any person with an assigned
CTIMS role: FLA Local Initiative Coordinator, FLA Local Finance Coordinator or FLA Local
Superintendent/President. After logging in, these selections on the left of the screen
should be made:

Grants -
Grant Process -
FLA Process —
FLA Manage Grant Worksheet

Do not select FLA New Worksheet again.

%J'E OI{LAHOMAICT' MS
W ‘a‘

% CareerTech

‘l} Dashboard

Announcements

Calendar Year 2022-2023

4 |} Grant Process

ml || FLA Manage Grant WorkSnee,
|¢s] 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

K-12 Follow-Up Collection: October 1 thru Movember 30
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Complete the required items in the FLA Grant Funds Worksheet List:
Fiscal Calendar Year -
Organization Type -
Organization -
Program Initiative -
Search -

FLA- Local Finance Coordinator v

4 Dashboard | FLAManage Grant WorkSheets/Agreements/invoice/Follow-up X 2
4 [[}Grants

4 [J) Grant Process FLA Grant Fund Worksheets List

4 [l FLAProcess
FLA Manage Grant WorkShee Fiscal Calendar Year| §022-2023 Grant Fund Type| FLA

|| 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
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

In the new section, click on the P> small dark triangle to the left of the “Active”
checkbox. Scroll down through the Approval Stage and Approval Status columns to
see the current status of your Worksheet/application.

4 |JJ FLA Process
FLA New Worksheet / Agreem

Organization District* v | Program Initiative:* Carl Perkins High School Secondary Cons

LA Manage Grant WorkShes] Approval Function Type: *

LA Invoice Process
3] FLA Grant Admin Worksheet/#

All v

|¢s] FLA Grant Admin Invoice Sum
. “ + Save changes = (9 Cancel changes =[] Export to Excel
» [[Reports

Worksheet
Worksheet Appraval Current Submission

Aot Provider Name Client Name Stage Date Worksheet

Agreement Summary

Approval Stage Approval Status Approval/Rejection Note

Approver Email
et - 15t Stage New Process
Local Finance Coordinator - 2nd Appr...  Approved 2019-20 GRANT APPROVAL

Superintendent / President - 3rd Appro...  Approved

Filter on Status: * Al v | searen

This stage is approving for Cont. 05/07/20190... | WS-1920-FLA-FLA-CPHSS-423-211C

State Local Coordinator - 4th Approval - Reject Rejected. Auto-Rejection email sent 7.1.19 DH Debbie Hamble@careertech. ok gov

Local Coordinator - 1st Stage Cancel for Chang...  Initiated Change request process.
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