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EDI Contacts

Note: For questions about specific EDI requirements or content you need to input or attached with your
worksheet, contact yolDDCTE Regional Coordinator

Help and Troubleshooting

If you do not have a CTIMS account set up or are having trouble with the navigation or software, contact
CTIMSSupport@careertech.ok.gov. Send a message describing your problem. Include your school name an
your telephone numbemand we will contact you. Someone is always monitoring that inbox and will return your
email swiftly.

If you have forgotten your password, click Bgrgot your passwordfhk to reset.

For helpful tips, see theTIMS Helpful Hingection of this document.

CTIMS Customer Support Contact
Office: (405) 745134
Email:CTIMSsupport@careertech.ok.gov



mailto:CTIMSsupport@careertech.ok.gov

Loqgqging into CTIMS
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Sign in using your school email and CTIMS passwiotighat/ctims.okcareertech.org/CTBDSWeb

Sign in to your CareerTech CTIMS account.

Email:

. OKLAHOMA
» CareerTech

v CTIMS g ] Remember me?

Password:

-

P

Forgot your password?|

Orgo to CTIMS (CareerTech Information Management System) (oklahomangbsglect the gree@TIMS

Loginbutton.

CTIMS (CareerTech Information
Management System)

CTIMS Login and Assistance
Support available Monday through Thursday 7:00 - 5:00 and Fridays 7:00 - 4:00

For help with CTIMS, contact the Information Management Division via email:
CTIMSSupport@careertech.ok.gov

Microsoft Edge - . Mozilla Firefox n . or Google Chrome ﬂ are currently the

only browsers compatible with CTIMS.

Click here to login to CTIMS ﬁ



https://ctims.okcareertech.org/CTBDSWeb
https://oklahoma.gov/careertech/products-and-services/imd/ctims.html
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Approval Process Overview

EDI Role

Worksheet Approval Stage (Stage 1)

Process

Local Coordinator

Initiate the Worksheet Approval procesghe budget is added heralong
with company information. Upload the Excel spreadsheet, as well as
supporting documents (i.e."$arty vendor proposal).

State Regional Coordinatq

Approve the budget and line items and confirm company information is
entered completely.

State Initiative Supervisor

Approve the budget and line items. The Worksheet becomes fully approy

EDI Role

Agreement Approval Stage (Stage 2)

Process

Local Coordinator

Initiate the Agreement approval process. (No changes should need to be
made.)

Local BIS Director

Approve the Agreement

State Regional Coordinatq

Approve the Agreement. The approval will generate a signature on the S|

State Initiative Supervisor

Approve the Agreement. The approval will generate a signature on the S|

Local Superintendent/CE(
(or designee)

Approve the Agreement. The approval will generate a signature on the S|

State Requisition
Coordinator

Generate the SOU, submit the requisition to finance, enter the PO numbq
into the Agreement.

Local Finance Coordinato

Enter OCAS codes and add new codes as needed. The Agreement becq
fully approved.
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Budget Adjustment Approval Stage (if Agreement changes are necessary)

EDI Role

Process

Local Coordinator

Initiate the Budget Adjustment proce3$e ludget is adjusted and/or new
line items added here.

Local BIS Director

Approve the Budget Adjustment.

State Regional Coordinatq

Approve the Budget Adjustment.

State Initiative Supervisor

Approve the Budget Adjustment.

Local Superintendent/CE(
(or designee)

Approve the Budget Adjustment.

State Requisition
Coordinator

Verify the PO amount is still accurate. (if $ increased, then request finang
increase the PO amount)

Local Finance Coordinato

Verify OCAS codes and add new codes as needed. The Budget Adjustm
becomes fully approved.

EDI Role

Invoice Approval Stage (Stage 3)

Process

Local Coordinator

After training is complete, the EDI Local Coordinator initiates the invoice
process.

Local BIS Director

Review and approve invoice line items and attachments.

Local Finance Coordinato

Review and approve invoice line items and attachments.

State Regional Coordinatq

Review and approve invoice line items and attachments.

State Requisition
Coordinator

Verify the invoices, print the documentation, and deliver to the finance
department.

ODCTE EDI Finance
Reviewer

Review and approve the invoice and documentation. The invoice becomg
fully approved. Pay the claim.
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WorksheetProcesd$-low

Roles: Worksheet Approval Process
The roles represent the stages required in CTIMS for the submission of a New Worksheet (Application).

Stage I Local Coordinatar Creates, completes, saves and submits new worksheet. This starts the Workshee
approval process. The budget is added with the company information. The mandatory Excel spreadsheet is

uploaded. ‘

Stage 2; State Regional Coordinatg2™ Approval. Reviews and approves or rejects
worksheet and line items, and confirms company information is entered completely. If
approved, the worksheet goes to the EDI State Supervisor stage. If rejected, it goes back to st:

1.
Stage 3; State Initiative SuperviseB® Approval. ODCTE state staiff review

and approve or reject the worksheet. If approved, this completes the Worksheet
approval. If rejected, goes back to stage 1.
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EDIc Local CoordinatgiWorksheet Process)

If you have more than one role in CT)M&ke sure you have the correct role selected. Verify that you are
signed in with the role d&DIg Local Coordinatan the top righthand corner. Use the dregiown arrow to

select your role, if necessary.

If you do not se&DI¢ Local CoordinatorcontactCTIMSSupport@careertech.ok.gov

v

| Hello -

YV

&, okLaHOMA

aﬂ“ CareerTech |CT|MS EDI - Local Coordinator v
P~

'IF' Dashboard
» |7 Organizations
» |[]Grants Announcements

1 Click the arrows next @@rants, Grant Proce$sEDI Process
1 Click on thd&EDI New Worksheet / Agreement Flawk.

» || Organizations
4 || Grants
4 |} Grant Process
4 | EDI Process

EDI New Worksheet / Agreement Flow -

|| EDI Manage Grant WorkSheets/Agreements/Invoice/Follow-up

_(_f EDI Invoice Process



mailto:CTIMSSupport@careertech.ok.gov
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EDI Grant Submit WorksheeStep 1

1.1¢ Complete theEDI Grant Submit WorkshegStep Iform. The tagged numbers on the screenshot
correspond to the instruction steps below. Many of these fields will automatically populate based on your
organization login credentials.

1. Fiscal Calendar Yeéarthis field automatically displays the current year. If you are applying for another

year, change this field.

Grant Fund Type- automatically displays based on your organization login and role credentials. Should

default toEDI

Organization Tyge should automatically default fbechnology Center Districts

Organizatioh - type the first three letters of your school or organization name and select it

Organization Distritt- should automatically default to your organization.

Program Initiative - select initiative you are needifigm the dropdown menu.

Worksheet Ng - automatically displays after selecting fPwgram Initiative

Organization Tyge will automatically display &usiness Masters

Selecthe appropriateClient Typé& from the dropdown menu

10 Organizatioh - start typing the first three letters of the organization naifi¢his is a new organization,
not in the Business Master, you will need to request a new business code by gaiggnizations >
Business Master > Request New Business.Code

11.Business Code will automatically display after @Drganizatioh is selected.

12. After verifying that all information is corre€lick Save & Nexbutton.

N

©OoNO Ok

NOTE:A red asterisk{ on the form indicates a required field.

Dashboard = EDI New Worksheet / Agreement Flow X

EDI Grant Submit Worksheet - Step 1

¥ Save & Next
1 Fiscal Calendar Year*| 20252025 v 2 Grant Fund Type™ EDI v
3 Organization Type:* Technology Center Districts v 4 Organization:* Technology Center v
5 Organization District:™ Technology Center v 6 Program Initiative:* Economic Development - Firefighter (Type 83) -444 v
7 Worksheet No*| WS-2526-EDI-EDI-FIREFTR-444- -7TBTAA3GAD336
lient Basic Information For work Sheet
Organization Type* Bysiness Masters v 9 Client Type®  Bygsiness Master (Company) v
10 Olganizatit)n"| Fire Department - " Business Code™ | 59709
View Location(s) View Contact(s)
Year Established FEI Number
Primary NAICS Code Fire Protection (922160) Secondary NAICS Code  Agriculture, Forestry, Fishing. ..
Years in Business Years in Oklahoma
No. of hourly Employees 0 No. of Salaried Employees 0
e-commerce website or social media e-commerce account/site e-commerce website or social media e-commerce account/site Description
Approval Status Vendor Number
Year Formed Year Joined
Year Left Impact District Id
Region DUNS Number

12 | ¥ Save & Next
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EDI Grant Submit WorksheeStep 2

1 Verify the client information on thEDI Grant Submit Worksheegbtep 2page.
1 Expand thd®rovider Organization Detassction by clicking on the words if it is not already visible.

EDI Grant Submit Worksheet - Step 2

Provider Organization Details O Refresh I Worksheet Summary I » Next Step l

Grant Fund Type:®| EDI

Fiscal (@alendar Year:™

2025-2026

Organization Type:* Technology Center Districts v Organization:* Technology Center v

Organization District* Technology Center v Program Initiative™ Economic Development - Firefighter (Type 83) -444 v

Worksheet No:* WS-2526-EDI-EDI-FIREFTR-444-
Basic Client Information v

Funding Request Details v

o Refresh Worksheet Summary M Next Step

1 Verify theBasic Client Information
1 Expand thdasic Client Informaticsection by clicking on the words.

Dashboard EDI New Worksheet / Agreement Flow

EDI Grant Submit Worksheet - Step 2

Provider Organization Details () Refresh Worksheet Summary | &) Save & Next w

Basic Client Information

‘

Organization Type* gysiness Masters v Client Type"  Business Master (Company)

Organization® FIRE DEPT v Business Code* 1172 DUNS

Funding Request Details

v

) Refresh Worksheet Summary | &) Save & Next

1 Expand thdunding Request Detadlsction by clicking on the words.

Dashboard ~ EDI New Worksheet / Agreement Flow %

EDI Grant Submit Worksheet - Step 2

Provider Organization Details o Refresh Worksheet Summary = ) Save & Next w

Basic Client Information

Funding Request Details

|

New FFT Worksheet
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This form is different for each initiative.

1 Scroll down to complete all the sectiofibe red asterisk represents a required field
1 Click theSave & Nexbutton at the top or bottom of the form.

NOTEYou can click th&/orksheet Summaryutton at the top or bottom of the form to view or save the
Worksheet details before going to the next step.

IMPORTANT:.0u must finish thEDI Grant Submit WorksheeStep 2page and clickave & Next

EDI Grant Submit Worksheet - Step 2

Provider Organization Details () Refresh Worksheet Summary | @) Save & Next v

Basic Client Information

Funding Request Details

New FFT Worksheet

Fire Station Name *

Fire Station Mailing Address *
Chief's Name *

Chief's Phone *

Chief's Email Address *
Contact's Name *

Contact's Title *

Contact's Phone Number *
Contact's Email Address *

Contract Start Date * a

Current Employees *

(Numeric value)

Number Of Trainees * (Numeric value)

Why is training being requested?

Maintain

Upgrade

What type of training is being requested?

Assessments
Training
Consumables
Curriculum Books
Curriculum Development
Video Development
Travel
Equipment
Software

Miscellaneous

) Refresh Worksheet Summary | ) Save & Next
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Program Initiative Example Forms

TIP & TIG Worksheet:

Provider Organization Details C) Refresh Worksheet Summary | ) Save & Next v

Basic Client Information v

Funding Request Details A

New TIP Worksheet

Client Name
FEI Number *

NAICS Code *

Client's Mailing Address *
CEQ's Name

CEQ's Phone

CEQ's Email Address
Contact's Name *
Contact's Title ™

Contact's Phone Number
Contact's Email Address =
Client's Product

Years in Business (Numeric value)

Years in Oklahoma * (Numeric value)

Number of Hourly Employees * (Numeric value)

Number of Salaried Employees * (Numeric value)

What has been the highest level of employment? *

Firefighter Training Worksheet:

EDI Grant Submit Worksheet - Step 2

Provider Organization Details () Refresh Worksheet Summary | () Save & Next v

Basic Client Information v

New FFT Worksheet

Fire Station Name *

Fire Station Mailing Address *
Chief's Name *

Chief's Phone *

Chief's Email Address *
Contact's Name *

Contact's Title *

Contact's Phone Number *
Contact's Email Address *
Contract Start Date *

&

Current Employees * (Numeric value)

Number Of Trainees * (Numeric value)
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New Safety Worksheet:

Submit Worksheet - Step 2

Provider Organization Details C) Refresh Workshest Summary | () Save & Next v

Basic Client Information v

New Safety Worksheet

Contact's Name *

Contact's Title 7

Contact's Phone Number *

Contact's Email Address *

Contract Start Date * B

Current Employees * (Numeric value)

Number Of Trainees * (Numeric vaiue)

Why is training being requested?

Maintain

Upgrade

What type of training is being requested?

Assessments
Training
Consumables
Curriculum Books
Curriculum Development
Video Development
Travel
Equipment
Software

Miscellaneous

() Refresh Worksheet Summary | (2 Save & Next

Economic Developmentincubator Worksheet:

ibmit Worksh

+ Provider Organization Datails G Refresh &g Worksheel Summary (3 Save & Next
< Basic Client Information
+ Attachments

= Funding Request Details

New Incubator Worksheet

Conlact's Name*

Contact's Title*

Contact's Phone Number®

Contact's Emall Address®

Contract Stan Date® =1
Curren! Employses®

Number Of Tramees®
Why is training being requested?
MaInLaIn

Upgrade

What type of training is being requested?
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Economic DevelopmentRapid Response

EDI Grant Submit

Provider Organization Details 0 Refresh Worksheet Summary » Next Step w
Basic Client Information v
Funding Request Details A

New Rapid Response Worksheet

Client Name

FEI Number

NAICS Code

Client's Mailing Address
CEO's Name

CEO's Phone

CEO's Email Address
Contact's Name
Contact's Title

Contact's Phone Number
Contact's Email Address
Client's Product

Years in Business (Numeric value)

Years in Oklahoma (Numeric value)

Number of Hourly Employees (Numeric value)

Number of Salaried Employees (Numeric value)

What has been the highest level of employment?

What types of benefits
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EDI Grant Submit WorksheeStep 3

1 On theEDI Grant Submit Workshegbtep Jpage, click on the wordudget Line Item® expand the
section of the form if it is not automatically expanded. OrBihdget Line Itemscreen, you can click
the Add Budget Lind&Remove Budget Liner Cancel Budget Line Changéie first line automatically

comes up, SO you can start typing in the budget item. Just click in the blank box under the column title:

to begin.

1. CompleteBudget Line Desgith the description of the item.

CompleteReq. UnitgRequired UnitZero (0) is not acceptable in this field).

CompleteReq. Unit CogRequired Unit Costero (0) is not acceptable in this field).
CompleteReq Unit TypéRequired Unit TypejelectReqUnit Typefrom the dropdown menu.
If your school will match any of the funds, enter that amount uMgtched Funds.
ClickAdd Budget Lingo add more budget lines and repeat stepgs {You may need to scroll to
the right to see all columns).

EDI Grant Submit Worksheet - Step 3

) Refresh Worksheet Summary | 1 One Step Back () Save as Draft = ) Submit for Approval v

o gk wN

Provider Organization Details.
Basic Client Information

Project Details

Budget Line ltems

Grant Allocation
Sub Award Allocation Worksheet Budg d Worksheet R d Total Agreement Budgeted Fully Approved Invoiced Agreement Unbudgeted = (Allocated - Agrmt. Budgeted) Remaining to Invoice

$6,607.34 $0.00 $0.00 $0.00 $0.00 $6,607.34 $0.00
~

+ Add Budget (e || X Remove BudgetLine | Cancel Budgst Line Changes

Budget Line Desc. Req. Units Req. Unit Cost Req. Unit Type Work Sheet Total Req. Total Matched Funds

| 1 2 000 3 5000 4 5000 000 5§ 0.00 Active

1 Addsupporting or required attachments. Expand Ateachmentssection by clicking the words.
T Clic{ St S O énd¥nkl foSralotument.
1 SelectUpload & Save file

Browse'  gajact files - [l Upload & Save file -

Attachment Note:

“

) Active/Inactive file(s) || &) Delete file(s) || Download all files

Status File Name Aftachment Note© Uploaded Date Action

Acknowledgements v

O Refresh Worksheet Summary M One Step Back () Save as Draft | &) Submit for Approval

NOTEIf you do not have your attachment file prepared at this time, you carSaiek as Dra#ind return later
to complete the Worksheet process.
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! Save as Draft
ClickSave as Draftt will save all information you have input on Funding Request Detaitsm and
the Budget Line Itemsection without submitting for approval. This will let you stop the process and
resume later. You can make any changes you need teuthding Request Detads the Budget Line
Itemsbeforeyou submit by selecting the line and making the changes.
Expand theAcknowledgementsection by clicking on the word acknowledgements.
Check the Acknowledgement box.
Add anAcknowledgement Note
ClickSubmit for Approvatf everything is ready to be submitted.

= =4 =4 =1

EDI Grant Submit Worksheet - Step 3

Provider Organization Details () Refresh Worksheet Summary | One Step Back | () Save as Draft @) Submit for Approval v

Basic Client Information v

Project Details v

Budget Line Items v

Attachments v

Acknowledgements A

* By checking this box, | certify that the information provided is accurate and complete.
Ac] edgement Note:

B I U (inherited size) v  (inherited font) v  Format v E E E E = == =

All is correct. AB -

4

) Refresh Worksheet Summary =~ 1 One Step Back | ) Save as Draft | &) Submit for Approval

NOTETo makesureyour worksheet is complete and accurate, you can view or print your worksheet summary
page before submitting for approvat.Be sure tdSave as Draftefore viewing the Worksheet Summary.

1 Click on th&Norksheet Summanyutton at the top or bottom of the form.

EDI Grant Submit Worksheet - Step 3
Provider Organization Details ) Refresh Worksheet Summary |4 One Step Back () Save as Draft &) Submit for Approval v
Basic Client Information v
Project Details 7
Budget Line Iltems

Attachments

Acknowledgements

‘

* By checking this box, | certify that the information provided is accurate and complete.
Acknowledgement Note:

B I U (inherited size) v (inherited font) v  Format v

0]
10}
1l
I
I
.

Il
.

il

All is correct. AB

3 ,

C) Refresh Worksheet Summary | | One Step Back | (&) Save as Draft ) Submit for Approval
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1 To export, save and/or print tAWorksheet Summarylick the blue disc button, and chodsecebr
PDHrom the dropdown menu.

o4 [t Jef22 b bl @ [ |Find| Next

Worksheet Req y file with report data ]

CSV (comma delimited)
PDF
MHTML (web archive)

Worksheet Request Number:
Excel

School Name:

TIFF file
School Code: Word
Date of Request Submitted: First Submitted By:
Last Submitted On: Last Submitted By:
Fully Approved Date: Fully Approved By:
Contact Person Name: Current Stage Title:

- . OCAS

Budget Line Description Req. Units Req. Unit Req. Unit Line ltem Total  Function
Cost Type
Code
Total

1 To return to theEDI Grant Submit Workshegbtep Form to submit for approval, click théon the
Grant Worksheet Summaigb at the top of your screen to close this talou should now be on tHeDI
Grant Submit WorksheetStep 3screen.

Dashboard EDI Manage Grant WorkSheets/Agreements/Invoice/Follow-up X WS- -EDI-EDI-FIREFTR-444-15X111745-CEB3BD6BCB29 - New X IGrant Worksheet Summary I)(

WA [T Jer2z b M@ [ Jendinex e i

Worksheet Request Individual Summary

1 On theEDI Grant Submit Worksheebtep JForm, click theSubmit for Approvalutton at the top or
bottom of the form.

Theworksheewill now go to theEDIg State Regional Coordinatimr approval.

Change Requesifter you submit the worksheet/application, if there are any changes that need to be made,
due to changén training need or it has been rejected, you will have to use the Change Request process. The
EDI¢ Local Coordinataran initiate the change request process at any twefereit is fully approved by the
ODCTE staff. You can find complete instructiorsemn

IMPORTANT you need to do £&hange Requestionot select theEDI New
Worksheet/Agreement Floaption on the left navigation.
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EDIc State Region&oordinato{\Worksheet Process)

If you have more than one role in CTIMS make sure you have the correct role selected. Verify that you are
signed in with the role d&DIg State Regional Coordinatorthe top righthand corner. Use the dregiown

arrow to select your role, if necessary.

If you do not se&DI¢ State Regional CoordinatmontactCTIMSSupport@careertech.ok.gov

v

| Hello a

\J
M. okLAHOMA
Faf: SR cTIMS
PR -

'IF' Dashboard
» ||]Grants
» JReports Announcements

1 Click the arrows next @rants, Grant ProcessEDI Process
1 Click on th€eDI Manage Grant Worksheets/Agreements/Invoice/Fallpink to approve individual

schools.

4 ||] Grants
4 L Grant Process
4 LI EDI Process
5| EDI New Worksheet / Agreement Flow
-
| EDI Invoice Process
o] EDI Grant Admin Worksheet/Agreement Summary

o] EDI Grant Admin Invoice Summary

» /] Reports



mailto:CTIMSSupport@careertech.ok.gov
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1 OrselecteDI Grant Admin Worksheet/Agreement Sumnmafist all pending requests.

1

4 k[_jGrants
4 L4 Grant Process
4 |l EDI Process
EDI New Worksheet / Agreement Flow

¥

<

e

J

«s| EDI Manage Grant WorkSheets/Agreements/Invoice/Follow-up

e

J

¢» EDI Invoice Process

m EDI Grant Admin Worksheet/Agreement Summary -

Y

¢») EDI Grant Admin Invoice Summary

» 4] Repc:-rE

e

[

.

1 Check théALEt boxes orProgram Initiative, Organization Typge and Organizatioh to list all the
requests for all schools.
1 ClickSearcho display all requests in the display screen.

Dashboard EDI Manage Grant WorkSheets/Agreements/Invoice/Follow-up % EDI Grant Admin Worksheet/Agreement Summary %

EDI Grant Admin Worksheet/Agreement Summary

Fiscal Calendar Year:* 2025-2026 v Grant Fund Type* EDI v

Program Initiative: [VINE —Select— Organization Type: [VIVE

Organizs All ‘
Approval Function Type: * ‘ v
v Q Search -

Filter on Status: * All

+ Save changes | (9 Cancel changes = [¥] Export to Excel

ﬂ Worksheet
cly Submission

InAc Provider Name Client Name Worksheet Approval Current Stage Date Worksheet
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If you are selecting individual schools, completeEbé Grant Fund Worksheets Eistn. The tagged numbers
on the screenshot correspond to the instruction steps below. Many of these fields will automatically populate
based on your organization login credentials.

NOTEThe red asteriskgepresents a required field.

=

Fiscal Calendar Yearthis field automatically displays the current year.

Grant Fund Typge- automatically displays based on your organization login and role credentials.
a. Should default t&DI

Organization Tyge should automatically default fbechnology Center Districts

Organizatioh - type the first three letters of your school or organization name and select it

Organization Distritt- should automatically default to your organization.

Program Initiative - selectthe initiative youneedfrom the dropdown menu.

Approval Function Type this will remain all.

Filter on Status- this will remain agll.

ClickSearch

N

©oONO AW

TheEDI Grant Fund Worksheets kit open and the worksheets/applications that needs to be approved will
be listed.

1 Click the black arrow on the row of the grant you need to appmepen the worksheet summary of
the Approval Stages for the worksheet. Wierksheet Approval Current Stagg@umn will show the
current role that needs to take action on the worksheet.

Dashboard EDI Manage Grant WorkSheets/Agreements/Invoice/Follow-up X

EDI Grant Fund Worksheets List

1 Fiscal Calendar Year™ v 2 Grant Fund Type™ EDI v
3 Organization Type™ Technology Center Districts v 4 Organization* Technology Center v
5 Organization District™ Technology Center A 6 Program Initiative:* Economic Development - Firefighter (Type 83) -444
Approval Function Type: * All 7 v
Filter on Status: * Al 8 v Q search Q

+ Save changes (9 Cancel changes = [¥] Export to Excel

Worksheet
Activ Worksheet Approval Current Submission

InA¢ Provider Name Client Name Stage Date Worksheet

4 Technology Center County Fire Association EDI State Regional Coordinator - ... WS- EDI-EDI-FIREFTR-444- -TBAB...

Worksheet Summary Agreement Summary

Approval Stage Approval Status Approval/Rejection Note Approver Email Approval Date
EDI Local Coordinator - 1st Stage Approved New Process

EDI State Regional Coordinator - 2nd Ap...

EDI State Supervisor - Fully Approved St...
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1 Click the worksheet blue link under #rksheetcolumn to open the worksheet (or on the EDI Grant
Admin Worksheet/Agreement Summary Screen if you are selecting from the list of all your schools).

Dashboard EDI Manage Grant WorkSheets/Agreements/Invoice/Follow-up % EDI Grant Admin Worksheet/Agreement Summary %

EDI Grant Admin Worksheet/Agreement Summary

Fiscal Calendar Year* v Grant Fund Type:* EDI v
Program Initiative: v IS _Select—- Organization Type: QA=
Organization ™ All
Approval Function Type: * All v
Filter on Status: * Al v | Q Search

+ Savechanges () Cancel changes  [¥] Export to Excel

ﬂ Worksheet
il Submission

InAc Provider Name Client Name Worksheet Approval Current Stage Date Worksheet

> Technology Center County Fire Association EDI State Regional Coordinator - 2nd Appr... WS- -EDI-EDI-FIREFTR-444-

EDI Grant Submit WorksheeStep 2

1 Click on the wordBasic Client Informaticend Funding Request Detaits expand these sections if you
want to review the information.

Dashboard EDI Manage Grant WorkSheets/Agreements/Invoice/Follow-up % WS- -EDI-EDI-TIP-434-05X111745-1BBD05688F 36 x

EDI Grant Submit Worksheet - Step 2

Provider Organization Details O Refresh Worksheet Summary » NextStep

Basic Client Information

Business Masters v Client Type”  Bysiness Master (Company) v

Organization* CENTRAL ... ¥ Business Code* | 29510 DUNS

Funding Request Details | -

O Refresh Worksheet Summary » Next Step
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NOTEWe recommend you print a pdf of tMéorksheet Summaryefore going to the next step to help with

project and budget verification.

1 Click on th&Vorksheet Summarnyutton on the top right of the screen.

Provider Organization Details ) Refresh Worksheet Summary

Basic Client Information

Organization Type* Bysiness Masters v

Organization* v Business Code* 43859

d

Worksheet Summary

Project Details
Budget Line Items
Attachments
Acknowledgements

() Refresh

EDI Grant Submit Worksheet - Step 3

4 One Step Back

) Save as Draft

Client Type*  gysiness Master (Company)

DUNS

) e

4 One Step Back = (v) Save as Draft

& Submit for Approval |v

A 4
v

v

(&) Submit for Approval

1 Click the blue disc to export tqdf.

o4 (1 Jef22 b P @ [ |Find | Next

I'.f.'l

file with report data ‘

Worksheet Re

Worksheet Request Number:
School Name:

School Code:

CSV (comma delimited)
PDF

MHTML (web archive)
Excel

TIFF file

Word

Date of Request Submitted:
Last Submitted On:
Fully Approved Date:

Contact Person Name:

First Submitted By:
Last Submitted By:
Fully Approved By:
Current Stage Title:

71 ClickNext Stepo proceed.

Dashboard EDI Manage Grant WorkSheets/Agreements/Invoice/Follow-up % WS-

Provider Organization Details
Basic Client Information

Organization Type* Bysiness Masters v

Organization* CENTRAL ... ¥ Business Code* 29510

| Funding Request Details |

-EDI-EDI-TIP-434-05X111745-1BBD05688F 36

EDI Grant Submit Worksheet - Step 2

Worksheet Summary

() Refresh

Client Type*  Bysiness Master (Company)

DUNS

C) Refresh

Worksheet Summary

x

» NextStep
A

v

| ¢

» Next Step
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EDI Grant Submit WorksheeBtep 3

1 Verify theBudget Line Items

EDI Grant Submit Worksheet - Step 3

Provider Organization Details () Refresh Worksheet Summary | M One Step Back | (&) Save as Draft (&) Submit for Approval | #* Change Request v

Basic Client Information v
Project Details %
A

Budget Line ltems

Grant Allocation
: Worksheet Requested Fully Approved Agreement Unbudgeted = L .
Sub Award Allocation Worksheet Budgeted Total Agreement Budgeted Invoiced (Allocated - Agrmt. Budgeted) Remaining to Invoice
$27,177.52 $19,117.10 $19.117.10 $15,782.20 o p—— $15,782.20

+ Add Budget Line =~ X Remove BudgetLine (9 Cancel Budget Line Changes

Budget Line Desc. Req. Units Req. Unit Cost Req. Unit Type Work Sheet Total

Structural Fire Fighter (20s 1c 48h... 96.00 $26.91 Cost Per Hour $2,5683.36 $2,583
Structural Fire Fighter Live Burn (... 24.00 $26.91 Cost Per Hour $645.84 $645
Structural FF Live Burn 2/21/26: E... 2.00 $52.85 Cost Per Each $105.70 $105

1 If everything is correct, seleApproval Process the bottom ofthe page.

EDI Grant Submit Worksheet - Step 3

Provider Organization Details () Refresh Worksheet Summary =~ M One Step Back () Save as Draft &) Submit for Approval = #° Change Request v

Basic Client Information v
Project Details R
Budget Line ltems v

v

Attachments

Acknowledgements

* By checking this box, | certify that the information provided is accurate and complete.
[Acknowledgement Note:*

() Refresh Worksheet Summary =~ |4 One Step Back = (v) Save as Draft (&) Submit for Approval  #* Change Request | 4" Approval Process
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Worksheet Acknowledgements and Approval

You are able to put aipproval Noteor Rejection Notén at this stepThe private note is for agency use only.

When you have verified the worksheet and budget, cliclApprovebutton (at the top or bottom) to send the
worksheet to the next approval stage.

NOTEThis is the only place to add additional attachments to a worksheet for roles other than the Local
Coordinator.

Approval Process - EDI Grant Worksheet Approval

NOTE Enter Approval/Rejection Note and then Click on Approval button to finalize your changes and submission to further Process.

Request Number.

WS-2223-EDI-EDI-FIREFTR-444-15X111745-E430CDACECB9

Approver Role  Approved By Approver Email  Approval Status  Note

EDI Local Coordinator - 1st Stage 611412023 20028 PM EDI - Local Coor  Andra - Beyer Andra Beyer@ca. . Cancel for Chang | New Process
EDI Local Coordinator - 1st Stage 6/14/2023 20203 P EDI - Local Coor Andra - Beyer Andra Beyer@ca. . Approved

» EDI State Regional Coordinator - 2n 6/15(2023 7°45:34 AM

EDI State Supervisor - Fully Approved | 6/15/2023 7-45:34 AM

Current Approval Stage Information
Approved By”| Beyer Andra Approval Stage” 2nd Approval Stage

rover School” oanoma Department of Career and Technology Ed Approver Rele” £p) - state Regional Coordinator
Approver Em; odea Bayer@careeriech.ok gov Approval Dale” 04152023 ]
pprovalRejection Note:
Format vy B I U E ==\ &M¢ =|ZET e ) @

— h
Format v B I U

]
‘o
*
m
i
]
3
E
i

Browse | sefect files... () View to Public

Attachment Note|

[ oo | vt | e

At this point, youworksheefapplication is successfully submittdthe worksheet will now go to thEDIg State
Initiative Supervisdor approval.
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EDIc State Initiative Supervisor (Worksheet Process)
See approval instructiomere.

EDIc Local Coordinator, ERGtate Regional Coordinator, or ESitate Supervisor (Change
Request Process)

Change Request Process

Warning: Once th&VORKSHEHRS fully approved, a change request is no longer an option.

After aWorksheetis submitted for approval, you must go through @ange Request Proceéssnake any
changes.

The following roles can initiate a change request at any time during the Worksheet process:

The ED¢ Local Coordinator
ODCTE State Regional Coordinator
ODCTE State Supervisor

Make sure you have the correct role selected. Verify that you are signed in with thethde aeés listed
abovein the top righthand corner. Use the dregiown arrow to select your role, if necessary.

If you do not se&DI¢ Local CoordinatoEDI¢ State Regional Coordinatar, EDI; State Supervisarontact
CTIMSSupport@careertech.ok.gov

| Hello -~

-4y

M. okLAHOMA

SE sl cTiMs
4PN »

-'F- Dashboard
» |7 Organizations

> |[]Grants Announcements

M Click the arrows next {@rants, Grant Proce€sEDI Process
1 Click on th€eDI Manage Grant Worksheets/Agreements/Invoice/Fallpiink.

il

» || Organizations
4 |/ Grants

4 |, Grant Process
4 |} EDI Process
\o] EDI New Worksheet / Agreement Flow

u EDI Manage Grant WorkSheets/Agreements/Invoice/Follow-up
\0] EDI Invoice Process



mailto:CTIMSSupport@careertech.ok.gov
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The tagged numbers on the screenshot correspond to the instruction steps below. Many of these fields will
automatically populate based on yarganization'sogin credentials.

NOTEThe red asterisksepresents a required field.
Fiscal Calendar Yearthis field automatically displays the current year.

Grant Fund Type- automatically displays based on your organization login and role credentials. Should
default toEDI

A o

3. Organization Tyge should automatically default tbechnology Center Districts

4. Organizatioh - type the first three letters of your school or organization name and select it
5. Organization Distritt- should automatically default to your organization.

6. Program Initiative - selectthe initiative you are needinfjom the dropdown menu.

7. Approval Function Type this will remain aall.

8. Filter on Status- this will remain all.

9. ClickSearch

Dashboard EDI Manage Grant WorkSheets/Agreements/Invoice/Follow-up X

EDI Grant Fund Worksheets List

1 Fiscal Calendar Year* v 2 GrantFund Type* EDI v
3 Organization Type® Technology Center Districts v 4 Organization™ Technology Center v
5 Organization District™ Technology Center v 6 Program Initiative™ Economic Development - Firefighter (Type 83) -444 w
Approval Function Type: * All 7 v
Filter on Status: * All 8 v Q search Q

+ Save changes (9 Cancel changes = [¥] Export to Excel

Worksheet
Activ Worksheet Approval Current Submission

InAc Provider Name Client Name Stage Date Worksheet

1 After clicking thé&Searctbutton, the worksheet/applications that are in the approval process will be
listed. Click the worksheet number to open it.

Dashboard EDI Manage Grant WorkSheets/Agreements/Invoice/Follow-up % EDI Grant Admin Worksheet/Agreement Summary X

EDI Grant Admin Worksheet/Agreement Summary

Fiscal Calendar Year™ v Grant Fund Type™ EDI v
Program Initiative: (v IS —Select- Organization Type: San-
Organization’™® Search Organizations All
Approval Function Type: * All v
Filter on Status: * All v Q Search

+ Savechanges  (§ Cancel changes | [] Export to Excel

Worksheet
chn Submission
InAc Provider Name Client Name Worksheet Approval Current Stage Date Worksheet

» Technology Center County Fire Association EDI State Regional Coordinator - 2nd Appr. .. WS- -EDI-EDI-FIREF TR-44:
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1 To make changes to your Worksheet/Application or Budget, &hartge Request

EDI Grant Submit Worksheet - Step 3
_ ) Refresh l Worksheet Summary l |4 One Step Back l ) Save as Draft I &9 Submit for Approval l # Change Request .
Fiscal Calendar Year:* v Grant Fund Type:* EDI v
Organization Type:* Technology Center Districts v Organization* Technology Center v
Organization District™ Technology Center v Program Initiative:* Economic Development - Firefighter (Type 83) - v
Worksheet No* WS- -EDI-EDI-FIREFTR-444-
Basic Client Information v
Project Details v
Budget Line ltems v
Altachments v
Acknowledgementis v
O Refresh ‘Worksheet Summary 4 One Step Back @ Save as Draft @ Submit for Approval ,’ e Request

1 The Change Request process will cancel the worksheet/application approval process.
0 ClickOKto continue.

Change Request X

You are going to cancel the approval process and initiating the change request process,

Are you sure?
o IR

1 If changes to th@®perating Unibr Purchase Order Numbeeed to be revised, expand tReoject
Detailsa SO A2y o0& Of APjedt Periszy GKS g2NRa a

EDI Grant Submit Worksheet - Step 3

Provider Organization Details () Refresh Worksheet Summary | 14 One Step Back = () Save as Draft &) Submit for Approval v

Basic Client Information ¥

Project Details

ontaet Nare. Project Start Date:*
S T o— v | 7/1/2022 |
Operating Unit: Purchase Order Number: Purchase Order Date:
6/14/2023 ﬁ
Budget Line ltems ¥
Attachments v
Acknowledgements ¥

() Refresh Worksheet Summary | 4 One Step Back = (2 Save as Draft (&) Submit for Approval
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1 To revise the budget, expand tBedget Line Itemsection by clicking on tHme withthe words
oBudget Line ltends®
o Change the budget line description by clicking in the field unddButiget Line Descolumn.
o Change thdReq. Units, Req. Unit Castd/or theReq. Unit Typeolumns to adjust the budget
line items. This will change the Total columns
o To make a budget line item inactive, click inside the field undeéttdtascolumn to check the
box.

NOTE:You cannot delete a budget line description. You may only change the status from Active to Inactive

EDI Grant Submit Worksheet - Step 3

Provider Organization Details O Refresh Worksheet Summary 4 One Step Back || ) Save as Draft | &) Submit for Approval | v
Basic Client Information v
Proiect D v

Budget Line ltems

Sub Award Allocation Worksheet Budgeted Worksheet Requested Total Agreement Budgeted Fully Approved Invoiced ga;zeer{;? Unbudgeted = (Allocated - Agrmt. Remaining to Invoice

$27,035.90 $17,410.00 $17.410.00 $3,310.00 $0.00

$23,725.90 $3,310.00

+ Add Budget Line X emove Budget Line | © Cance] gdget Line Changes

Budget Line Desc Req. Units Req. Unit Cost Req. Unit Type Work Sheet Total Req. Total Matched Funds

O R—— B s -
EMR/EMT/AEMT/Paramedic refre 10.00 $30.00  Cost Per Hour $300.00 $300.00 0.0d &

1 After making the changes, go to theknowledgemergection.
1 Check the certification box and add an acknowledgment note. Add an explanation of any changes ma
to the agreement in the budget adjustment justification note box.
o TheAcknowledgment Noteis a required field.

NOTE:It is encouraged to click ttf&ave as Draftutton onceanychangesave been maderThis will save the
changes to the worksheet without submitting to the next approval stage, so you can return and finish later.

1 SelectSubmit for Approvatf the changes to the Worksheet are complete.

EDI Grant Submit Worksheet - Step 3

Provider Organization Details o Refresh Worksheet Summary |4 One Step Back () Save as Draft | &) Submit for Approval v

Basic Client Information

Project Details

Budget Line ltems v
Attachments v

Acknowledgements

* B4 By checking this box, | certify that the information provided is accurate and complete.
Acjlyledgement Note

B I U (inherited size) v  (inherited font) v Format vIIE EIE E|l:=|i=|E

All is correct. AB -

4

o Refresh Worksheet Summary |4 One Step Back | ) Save as Draft || &9 Submit for Approval
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1 ClickOK

Grant Work Sheet

Successfully completed the current stage and going to next stage. Please wait....

1 SelectApproveto send changes tthe next approval stage.

Approval Process

EDI Grant Worksheet Approval
NOTE: Enter Approval/Rejection Note and then Click on Approval button to finalize your changes and submi

Click on Approval button to finalize your changes and submission to ODCTE
Request Number.

WS- ‘EDI-EDI-FIREFTR-444-
Approval Stage Approval Date Approver Role Approved By Approver Email Approval Status Note Privaie Note
» EDI Local Coordinator - 1st Stage EDI - Local Coordi... Cancel for Change ... New Process
EDI State Regional Coordinator - 2nd Ap..

EDI State Supervisor - Fully Approved St...

 ClickOKF G ArgyWwusire? YSaal 3So

Are you sure?

Theworksheewill now go back through the regular approval process.
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AgreementProcess$-low

The Agreement is the working copy of the Budget Line Items that contain the OCAS codes and details of
planned expenditures. Only the Agreement can be changed once the worksheet is fully approved by ODCTE
staff and the Agreement created (changes cannot bdento the Worksheet after the Agreement is created.)

**The Agreement can be started when tB®I¢ Local Coordinatareceives the email that the Worksheet has
been fully approved.

Roles: Agreement Process

Stage I Local Coordinator Initiates the Agreement approval process. (No changes should need to be made.)

¥

Stage Z; Local BIS DirectarApproves the Agreement.

¥

Stage &, State Regional CoordinatgoPpproves the Agreement. The approval will generate a
signature on the SOU.

$

Stage 4; State Initiative SuperviseApproves the Agreement. The approval will
generate a signature on the SOU.

4

Stage & Local Superintendent/CEO (or designe@pproves the Agreement.
The approval will generate a signature on the SOU.

¥

Stage 6 State Requisition CoordinatQiGenerates the SOU, submits the
requisition to finance, enters the PO number into the Agreement.

4

Stage 7 Local Finance CoordinatpEnters the OCAS codes and
adds new codes as needed. The Agreement becomes fully
approved. (The tech center is responsible for selecting OCAS
codes. See th®@CAS Codes for WEiDthe codes.)

IMPORTANT:heLocalCoordinatorcan initiate the budget adjustment process at anytime
during the Agreement proce#san invoice hasot been started. The local coordinatoust
contact the regional coordinator prior to initiating the budget adjustment process.


https://oklahoma.gov/careertech/products-and-services/imd/ctims/economic-development-initiatives.html
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EDIc Local CoordinatgtAgreement Process)

Starting New Agreement

If you have more than one role in CT)Mh&ke sure you have the correct role selected. Verify that you are
signed in with the role d&DIg Local Coordinatan the top righthand corner. Use the dregiown arrow to
select your role, if necessary.

If you do not se&DI¢ Local CoordinatarontactCTIMSSupport@careertech.ok.gov

| Hello

v

EDI - Local Coordinator v

M. oKLAHOMA ICTIMS

q‘-? CareerTech

'li" Dashboard
» || Organizations

» L[] Grants Announcements

9 Click the arrows next @@rants, Grant Proce€sEDI Process
1 Click on th€&eDI Manage Grant Worksheets/Agreements/Invoice/Falipiink.

» | Organizations

4 ||]Grants

4 L Grant Process
4 |l EDI Process
(o] EDI New Worksheet / Agreement Flow

m EDI Manage Grant WorkSheets/Agreements/Invoice/Follow-up -
(o] EDI Invoice Process
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Complete theEDI Grant Fund Worksheets kistn. The tagged numbers on the screenshot correspond to the
instruction steps below. Many of these fields will automatically populate based on your organization login
credentials.

A o

©oON®O AW

Fiscal Calendar Yearthis field automatically displays the current year.

Grant Fund Type- automatically displays based on your organization login and role credentials. Should
default toEDI

Organization Tyge should automatically default fbechnology Center Districts

Organizatioh - type the first three letters of your school or organization name and select it
Organization Distritt- should automatically default to your organization.

Program Initiative - select initiative you are needifigm the dropdown menu.

Approval Function Type this will remain all.

Filter on Status- this will remain agll.

ClickSearch

NOTE:A red asterisk*( indicates a required field.

Dashboard EDI Manage Grant WorkSheets/Agreements/Invoice/Follow-up X

EDI Grant Fund Worksheets List

1 Fiscal Calendar Year:* 2025-2026 v 2 Grant Fund Type:* EDI v
3 Organization Type:* Technology Center Districts v 4 Organization:*| Enter the first three characters of any w... v
5 Organization District:* B Program Initiative:* --Select-- v
Approval Function Type: * All 7 v
Filter on Status: > All 8 v Q, search 9

Agreement Details

After clicking th&Searchbutton, the Agreementolumn will displajNew Select the new Agreement by
clicking on the wortew.

EDI Grant Fund Worksheets List

~ Save changes @ Cancel changes [¥] Export to Excel

Fiscal Calendar Year™ 2022-2023 v Grant Fund Type:* EDI
Organization Type:*| Technology Center Districts v Organization:™ Technology Center
Organization District:® Technology Center v Program Initiative:* Economic Development - Firefighter (Type 83) -444
Approval Function Type: = All v
Filter on Status: = All v O Search

Worksheet

Worksheet Approval Current Submission

Actiy Provider Name Client Name Stage Date Worksheet Agreement

Technology Center GARFIELD COUNTY PUBLIC SA... EDI State Supervisor - Fully Appr... WS-2223-EDI-EDI-FIREFTR-444-15X111745-C62D... |New
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1 Review the Agreement details by expandingRhgect Detailsr Budget Line Itemsection, if

necessary.
After reviewing the Agreement details, click Aeknowledgementsab to expand the line.

Check the box to verify that the information provided is accurate and complete.

Add anAcknowledgement Noti the field provided.
If you do not have a note to add, type your initials, as this is a required field.

ClickSave as Draft

Provider Organization Details () Refresh View SOU Agreement Summary || + Save as Draft | (&) Submit for Approval v
Ba ept [nformation v
Project Details v
Budget Line ltems v

v

=4 =4 4 -4 A

Attachments

Acknowledgements

* B4 By checking this box, | certify that the information provided is accurate and complete.

Acknonent Note:
B I U (inherited size) ¥ | (inherited font) v Faormat

Approved. AB '

«
Ul
i
]
1}
i
i
il
il

,

&) Budget Adjustment Process

+ Save as Draft | (&) Submit for Approval

SOU History Report () Refresh View WED PEF View SOU Agreement Summary

BA Summary Report———
’ —Select- v

—Select-- v

1 ClickOKto acknowledge that the Agreement has saved.

Grant Agreement Process

Successfully completed the current stage and going to next stage. Please wait....
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Agreement Acknowledgments and Approval

7 ClickSubmit for Approvait the top or bottom of the screen.

EDI Grant Agreement

Provider Organization Details o Refresh View SOU Agreement Summary 4+ Save as Draft | (&2) Submit for Approval v
Basic Client Information v
Project Details v
Budget Line ltems v
Attachments v

Acknowledgements s

* By checking this baox, | certify that the information provided is accurate and complete.
Acknowledgement Note: I

B I U (inherited size) ¥ | (inherited font) A4 Format \d

Approved. AB

4

BA Summary Report SOU History Report () Refresh View WED PEF View SOU Agreement Summary  + Save as Draft | &) Submit for Approval | &) Budget Adjusiment Process

--Select- v

--Select- v

Theagreementill now go to theEDIg Local BIS Directéor approval.
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EDIc Local BIS Director (Agreement Process)

Accessing the Agreement List

If you have more than one role in CTIMS make sure you have the correct role selected. Verify that you are
signed in with the role &DIg Local BIS Director the top righthand corner. Use the dregoown arrow to
select your role, if necessary.

If you do not se&DI¢ Local BIS DirectopbntactCTIMSSupport@careertech.ok.gov

| Hello -

EDI - Local BIS Director v

,a‘“» OKLAHOMA'CTIMS

qg_!‘ CareerTech

'?‘ Dashboard
> |[]Grants

» ||]Reports Announcements

1 Click the arrows next @rants, Grant ProcegsEDI Process
1 Click on th€eDI Manage Grant Worksheets/Agreements/Invoice/Falipiink.

4 || Grants
4 |} Grant Process
4 |} EDI Process

EDI Manage Grant WorkSheets/Agreements/Invoice/Follow-
3| EDI Invoice Process

» || Reports
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Complete theEDI Grant Fund Worksheets kistn. The tagged numbers on the screenshot correspond to the
instruction steps below. Many of these fields will automatically populate based on your organization login
credentials.

A o

©oON®O AW

Fiscal Calendar Yearthis field automatically displays the current year.

Grant Fund Type- automatically displays based on your organization login and role credentials. Should
default toEDI

Organization Tyge should automatically default fbechnology Center Districts

Organizatioh - type the first three letters of your school or organization name and select it
Organization Distritt- should automatically default to your organization.

Program Initiative - select initiative you are needifigm the dropdown menu.

Approval Function Type this will remain all.

Filter on Status- this will remain agll.

ClickSearch

NOTE:A red asterisk*{ indicates a required field.

Dashboard EDI Manage Grant WorkSheets/Agreements/Invoice/Follow-up X

EDI Grant Fund Worksheets List

1 Fiscal Calendar Year:* 2025-2026 v 2 Grant Fund Type:* EDI v
3 Organization Type:* Technology Center Districts v 4 Organization:*| Enter the first three characters of any w... v
5 Organization District:* B Program Initiative:* --Select-- v
Approval Function Type: * All 7 v
Filter on Status: > All 8 v Q, search 9

)l
)l

The Agreement colummvill display an agreement number.
Click theagreement numbelink to open the agreement.

Dashboard EDI Manage Grant WorkSheets/Agreements/Invoice/Follow-up %

EDI Grant Fund Worksheets List

+ Savechanges (@ Cancelchanges  [¥] Export to Excel

Fiscal Calendar Year* v Grant Fund Type* EDI v
Organization Type:* Technology Center Districts v Organization™ Technology Center v
QOrganization District:* Technology Center v Program Initiative™* Economic Development - Firefighter (Type 83) -444 «
Approval Function Type: *| All v
Filter on Status: * Al v | Q Search

Worksheet

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

Technology Center County Fire Association EDI State Supervisor - Fully Appr_. WS-2526-EDI-EDI-FIREFTR-444- . 'WSAG-2526-EDI-EDI-FIREFTR-
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Reviewing the Agreement

1 Click orBudget Line Itemt® expand it and review the budget.

EDI Grant Agreement

Provider Organization Details O Refresh View SOU Agreement Summary + Save as Draft | /) Submit for Approval |w
Basic Client Information v
Project Details v

Budget Line ltems

ntAllocation
s . . Agreement Unbudgeted = (Allocated - -
ub Award Allocation Worksheet Budgeted Worksheet Requested Total Agreement Budgeted Fully Approved Invoiced Agrmt. Budgeted) Remaining to Invoice
$27,035.90 $17,410.00 $17,410.00 $15,360.00 $0.00 $11.875.90 $15,360.00

Budget Line(s) Budget Line Detail Information

+ Add Budget Line X Remove Budget Line | (O Cancel Budget Line Changes

Agreement Line Desc Units Unit Cost Req. U ype Total Approv Total Matched Funds Status

Firefighter 1 (14s 1c 100h) 1 $12,050.00 Cost Per Class $12,050.00 $12,050 OD_Actwe -

1 To review theSOUand/or Agreement Summarick on the appropriate buttons indicated below.

Dashboard EDI Manage Grant WorkSheets/Agreements/Invoice/Follow-up % WSAG- -EDI-EDI-FIREFTR-444-15X111745-0E62DD1EQOFD - 1st Stage X
Provider Organization Details o Refresh View SOU Agreement Summary + Save as Draft | &) Submit for Approval ¥
Basic Client Information v
Project Details v
Budget Line ltems v
Attachments v

‘

Acknowledgements

* By checking this box, | certify that the information provided is accurate and complete
[Acknow\edgemem Note
ab |

BA Summary Report—— SOU History Report——— (%) Refresh View WED PEF View SOU Agreement Summary | + Save as Draft | (%) Submit for Approval
—-Select- M ~Select- M ) Budget Adjustment Process | 4 Approval Process

T hyOS @ 2 dzQ@ SAgiedndrtd thé FDI GraSAgreement screen, clickdpproval Process
button at the bottom of the form.

EDI Grant Agreement

Provider Organization Details () Refresh View SOU Agreement Summary | + Save as Draft | &) Submit for Approval v
Basic Client Information I
Project Details v
Budget Line ltems v
Attachments v

Acknowledgements

= By checking this box, | certify that the information provided is accurate and complete

Acknowledgement Note:
Approved. AB

‘SOU History Report:
--Select- v

() Refresh View WED PEF View SOU Agreement Summary | + Save as Draft (&) Submit for Approval &) Budget Adjusiment Process | #* Approval Process

BA Summary Report:
’ --Select- v
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Agreement Acknowledgements and Approval

1 Add a note to theApproval/Rejection Notsection.
1 Click theApprovebutton at the top or bottom of the screen.
1 ClickOKonthe Are you sure?Pessage.

Approval Process - EDI Grant Agreement Approval

NOTE: Enter Approval/Rejection Note and then Click on Approval button to finalize your changes and submission to further Process.

Request Number.

WSAG-2223-EDI-EDI-FIREFTR-444-15X111745-D93F1EETBAAA

Approval Stage Approval Date Approver Role Approved By Approver Email Approval Status Private Note
EDI Local Coordinator - 1st Stage 6/15/2023 8:32:561 AM

EDI - Local Coordina... Andra - Beyer Andra Beyer@caree... |Approved -
» EDI BIS Director - 2nd Approval Stage 6/15/2023 8:40:35 AM

EDI State Regional Coordinator - 3rd Approv... | 6/15/2023 8:40:33 AM

New Process

EDI State Supervisor - 4th Approval Stage 6/15/2023 8:40:35 AM
EDI Local Superintendent (or designee) - 5th ... | 6/15/2023 8:40:39 AM
EDI State Requisition Coordinator - 6th Appro... | 6/15/2023 8:40:35 AM
EDI Local Finance Coordinator - Fully Approv... |6/15/2023 8:40:39 AM

[Current Approval Stage Information
Approved By*

Beyer Andra Approval Stage™ 3n4 Approval Stage

Approver School” oyjahoma Dep Approver Role”| ED) - gcal BIS Director

of Career and Tech Education

Approver Email” An4ra Bayar@carsertech ok gov Approval Date”| 06/15/2023 [
Approval/Rejection Note

Format v B I U

==& € == e ¢ B
Private Note.
Format 'BIu%E%SQ"_;:
File Name Uploaded On

Note Attachment

Theagreementwill now go to theEDIg State Regional Coordinatimr approval.
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EDIc State Regional Coordinator (Agreement Process)

Accessing the Agreement List

If you have more than one role in CTIMS make sure you have the correct role selected. Verify that you are
signed in with the role d&DI¢ State Regional Coordinatorthe top righthand corner. Use the dregiown
arrow to select your role, if necessary.

If you do not se&DI¢ State Regional CoordinatoontactCTIMSSupport@careertech.ok.gov

| Hello -

a \J

kL2 OKLAHOMAlCTl MS

FNE SR
4P »

4‘ Dashboard
» ||]Grants

» JReports Announcements

1 Click the arrows next @rants, Grant ProcegsEDI Process
1 Click on th€eDI Manage Grant Worksheets/Agreements/Invoice/Falipiink.

4 || Grants
4 |l Grant Process
4 |l EDI Process
(o] EDI New Worksheet / Agreement Flow

EDI Manage Grant WorkSheets/Agreements/Invoice/Follow-up

|| EDI Invoice Process ~
(0| EDI Grant Admin Worksheet/Agreement Summary

(0| EDI Grant Admin Invoice Summary

» || Reports
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Complete theEDI Grant Fund Worksheets kistn. The tagged numbers on the screenshot correspond to the
instruction steps below. Many of these fields will automatically populate based on your organization login
credentials.

A o

©oON®O AW

Fiscal Calendar Yearthis field automatically displays the current year.

Grant Fund Type- automatically displays based on your organization login and role credentials. Should
default toEDI

Organization Tyge should automatically default fbechnology Center Districts

Organizatioh - type the first three letters of your school or organization name and select it
Organization Distritt- should automatically default to your organization.

Program Initiative - selectthe initiative youneedfrom the dropdown menu.

Approval Function Type this will remain all.

Filter on Status- this will remain agll.

ClickSearch

NOTE:A red asterisk*{ indicates a required field.

Dashboard EDI Manage Grant WorkSheets/Agreements/Invoice/Follow-up X

EDI Grant Fund Worksheets List

1 Fiscal Calendar Year:* 2025-2026 v 2 Grant Fund Type:* EDI v
3 Organization Type:* Technology Center Districts v 4 Organization:*| Enter the first three characters of any w... v
5 Organization District:* B Program Initiative:* --Select-- v
Approval Function Type: * All 7 v
Filter on Status: > All 8 v Q, search 9

T

The Agreementolumnwill display an agreement number. Click éiggeement numbelink to open the
agreement.

Dashboard EDI Manage Grant WorkSheets/Agreements/Invoice/Follow-up %

EDI Grant Fund Worksheets List

+ Savechanges (@ Cancelchanges  [¥] Export to Excel

Fiscal Calendar Year* v Grant Fund Type* EDI v
Organization Type:* Technology Center Districts v Organization™ Technology Center v
QOrganization District:* Technology Center v Program Initiative™* Economic Development - Firefighter (Type 83) -444 «
Approval Function Type: *| All v
Filter on Status: * Al v | Q Search

Worksheet

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

Technology Center County Fire Association EDI State Supervisor - Fully Appr_. WS- -EDI-EDI-FIREFTR-444- _ WSAG- -EDI-EDI-FIREFTR-
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Reviewing the Agreement

1 Click orBudget Line Itemt® expand it and review the budget.

EDI Grant Agreement

Provider Organization Details O Refresh View SOU Agreement Summary + Save as Draft | /) Submit for Approval |w
Basic Client Information v
Project Details v

Budget Line ltems

Sub Award Allocation Worksheet Budgeted Worksheet Requested Total Agreement Budgeted Fully Approved Invoiced ﬁg;emelméegé;qlesg;jgeted = (Allocated - Remaining to Invoice

$27,035.90 $17,410.00 $17,410.00 $15,360.00 $0.00 $11,675.90 $15,360.00

Budget Line(s) Budget Line Detail Information

+ Add Budget Line X Remove Budget Line Cancel Budget Line Changes

Agreement Line Desc Units Unit Cost Req. Unit Type Total Approv Total Matched Funds Status

Firefighter 1 (14s 1c 100h) 1 $12,050.00 Cost Per Class $12,050.00 $12,050 OD_Actwe -

1 To review theSOUand/or Agreement Summarick on the appropriate buttons indicated below.

Dashboard EDI Manage Grant WorkSheets/Agreements/Invoice/Follow-up X WSAG- -EDI-EDI-FIREFTR-444-15X111745-0E62DD1EQOFD - 1st Stage X

EDI Grant Agreement

Provider Organization Details O Refresh View SOU Agreement Summary + Save as Draft | &) Submit for Approval v
Basic Client Infermation v
Project Details v
Budget Line ltems v
Attachments v

Acknowledgements

|

* By checking this box, | certify that the information provided is accurate and complete
[Acknow\edgemem Note
ab |

BA Summary Report—— (SOU History Report—— (%) Refresh View WED PEF View SOU Agreement Summary |+ Save as Draft | (&) Submit for Approval
{ —Select- M —Select— M ) Budget Adjustment Process | #° Approval Process

f hyOS & 2 dzQ @ SAghedB@ritd thé FDI GrahSAgreement screen, clickAperoval Process
button at the bottom of the form.

EDI Grant Agreement

Provider Organization Details O Refresh View SOU Agreement Summary | <+ Save as Draft &) Submit for Approval v
Basic Client Information v
Project Details Ad
Budget Line ltems hd
Attachments v
Acknowledgemenis

- 0 By checking this box, | cerfify that the information provided is accurate and complete

1t Note.
‘Approved. AB

BA Summary Report SQU History Report

—Selact-- A

) Refresh View WED PEF View SOU Agreement Summary |+ Saveas Draft (3 Submit for Approval || #* Change Request | () Budget Adjustment Frocess | #* Approval Process

—Select—- A
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Agreement Acknowledgements and Approval

1 On theApproval ProcessEDI Grant Agreement Approgaleen, add a note to th&pproval/Rejection
Notesection, and a note in therivate Notesection (optional).

1 Click theApprovebutton at the top or bottom of the screen.
1 ClickOKonthe Are you surePessage.

Approval Process - EDI Grant Agreement Approval

NOTE: Enter Approval/Rejection Note and then Click on Approval button to finalize your changes and submission to further Process.

m X Reject | + Approve
Request Number.

WSAG- -EDI-EDI-FIREFTR-444-15X111745-0E62DD1EQQ0FD
Approval
Approval Stage Approval Date Approver Role | Approved By Approver Email | Status Note Private Note
EDI Local Coordinator - 1st Stage 12/20/2022 11:40:... EDI - Local Co... Andra - Beyer Andra.Beyer@... Approved New Process

EDI BIS Director - 2nd Approval ... 12/20/2022 1:02:1... EDI - Local BIS... Andra - Beyer Andra.Beyer@... Approved
» EDI State Regional Coordinator 12/20/2022 1:05:3...
EDI State Supervisor - 4th Approv... 12/20/2022 1:05:3...
EDI Local Superintendent (or desi... 12/20/2022 1:05:3...

EDI State Requisition Coordinator... 12/20/2022 1:05:3...

.

[Current Approval Stage Information
Approved BY" Beyer Andra

Approval Stage”  3rq Approval Stage

Approver School - gyjahoma Department of Career and Technol... Approver Role”  gp _ state Regional Coordinator
Approver Email* - andra Beyer@careertech.ok.gov Approval Date”  12/20/2022 =
Approval/Rejection Note
Format v B I U E=E=E N |ZIZEE e B
Private Note
Format v B I UEE = N¢ i=i= e ¢ M
File Name Uploaded On Note Attachment
Firefighter Download Public 9
Refresher Refresher

Public

(oo | x o | v e

Theagreementwill now go to theeDI State Initiative Supervigor approval.
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EDI- State Initiative Supervisor (Agreement Process)

See instructions for EBState Regional Coordinatioere.

EDiLocal Superintendent/CEO (Agreement Process)

Accessing the Agreement List

If you have more than one role in CTIMS make sure you have the correct role selected. Verify that you are
signed in with the role &DI¢ Local Superintendent/CE®the top righthand corner. Use the dregiown
arrow to select your role, if necessary.

If you do not se&DI¢ Local Superintendent/ CE®OntactCTIMSSupport@careertech.ok.gov

| Hello a

EDI - Local Superintendent/CEO v

:;J;& OKLAHOMA| CT Mg

% CareerTech

'Iil Dashboard
» ||]Grants

Announcements

9 Click the arrows next @@rants, Grant Proce€sEDI Process
1 Click on th€eDI Manage Grant Worksheets/Agreements/Invoice/Fallpiink.

4 || Grants
4 | Grant Process
4 |} EDI Process

EDI Manage Grant WorkSheets/Agreements/Invoice/Follow-up
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Complete theEDI Grant Fund Worksheets kistn. The tagged numbers on the screenshot correspond to the
instruction steps below. Many of these fields will automatically populate based on your organization login
credentials.

A o

©oON®O AW

Fiscal Calendar Yearthis field automatically displays the current year.

Grant Fund Type- automatically displays based on your organization login and role credentials. Should
default toEDI

Organization Tyge should automatically default fbechnology Center Districts

Organizatioh - type the first three letters of your school or organization name and select it
Organization Distritt- should automatically default to your organization.

Program Initiative - select initiative you are needifigm the dropdown menu.

Approval Function Type this will remain all.

Filter on Status- this will remain agll.

ClickSearch

NOTE:A red asterisk*{ indicates a required field.

Dashboard EDI Manage Grant WorkSheets/Agreements/Invoice/Follow-up X

EDI Grant Fund Worksheets List

1 Fiscal Calendar Year:* 2025-2026 v 2 Grant Fund Type:* EDI v
3 Organization Type:* Technology Center Districts v 4 Organization:*| Enter the first three characters of any w... v
5 Organization District:* B Program Initiative:* --Select-- v
Approval Function Type: * All 7 v
Filter on Status: > All 8 v Q, search 9

T

The Agreement colummvill display an agreement number. Click séiggeement numbelink to open the
agreement.

Dashboard EDI Manage Grant WorkSheets/Agreements/Invoice/Follow-up %

EDI Grant Fund Worksheets List

+ Savechanges (@ Cancelchanges  [¥] Export to Excel

Fiscal Calendar Year* v Grant Fund Type* EDI v
Organization Type:* Technology Center Districts v Organization™ Technology Center v
QOrganization District:* Technology Center v Program Initiative™* Economic Development - Firefighter (Type 83) -444 «
Approval Function Type: *| All v
Filter on Status: * Al v | Q Search

Worksheet

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

Technology Center County Fire Association EDI State Supervisor - Fully Appr_. WS- -EDI-EDI-FIREFTR-444- _ WSAG- -EDI-EDI-FIREFTR-
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Reviewing the Agreement

1 Click orBudget Line Itemt® expand it and review the budget.

EDI Grant Agreement

Provider Organization Details O Refresh View SOU Agreement Summary + Save as Draft | /) Submit for Approval |w
Basic Client Information v
Project Details v

Budget Line ltems

Sub Award Allocation Worksheet Budgeted Worksheet Requested Total Agreement Budgeted Fully Approved Invoiced ﬁg;emelméegé;qlesg;jgeted = (Allocated - Remaining to Invoice

$27,035.90 $17,410.00 $17,410.00 $15,360.00 $0.00 $11,675.90 $15,360.00

Budget Line(s) Budget Line Detail Information

+ Add Budget Line X Remove Budget Line Cancel Budget Line Changes

Agreement Line Desc Units Unit Cost Req. Unit Type Total Approv Total Matched Funds Status

Firefighter 1 (14s 1c 100h) 1 $12,050.00 Cost Per Class $12,050.00 $12,050 OD_Actwe -

1 To review theSOUand/or Agreement Summarick on the appropriate buttons indicated below.

Dashboard EDI Manage Grant WorkSheets/Agreements/Invoice/Follow-up X WSAG- -EDI-EDI-FIREFTR-444-15X111745-0E62DD1EQOFD - 1st Stage X

EDI Grant Agreement

Provider Organization Details O Refresh View SOU Agreement Summary + Save as Draft | &) Submit for Approval v
Basic Client Infermation v
Project Details v
Budget Line ltems v
Attachments v
Acknowledgements A

- By checking this box, | certify that the information provided is accurate and complete
[Acknow\edgemem Note |

ab
BA Summary Report—— (SOU History Report—— (%) Refresh View WED PEF View SOU Agreement Summary |+ Save as Draft | (&) Submit for Approval
{ —Select- M —Select— M ) Budget Adjustment Process | #° Approval Process

f hyOS & 2 dzQ @ SAghedB@ritd thé FDI GrahSAgreement screen, clickAperoval Process
button at the bottom of the form.

EDI Grant Agreement

Provider Organization Details O Refresh View SOU Agreement Summary + Save as Draft || ) Submit for Approval v
Basic Client Information v
Project Details v
Budget Line ltems \
Attachments v

Acknowledgements A

* (4 By checking this box, | certify that the information provided is accurate and complete
{Acknow\edgement Note: |

ab
BA Summary Report—— [SOU History Report—— ' (%) Refresh View WED PEF View SOU reement Summary | + Save as Draft  (¥) Submit for Approval
—Select- M —Select— v ) Budget Adjustment Process | & Approval Process
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Agreement Acknowledgements and Approval

1 On theApproval ProcessEDI Grant Agreement Approgaleen, add a note to th&pproval/Rejection
Note section.

1 Click theApprovebutton at the top or bottom of the screen.
1 ClickOKonthe Are you surePessage.

Approval Process - EDI Grant Agreement Approval
NOTE: Enter Approval/Rejection Note and then Click on Approval button to finalize your changes and submission to further Process.

o
Request Number

WSAG-2223-EDI-EDI-FIREFTR-444-15X111745-0E62DD1EQ0FD

Approval Stage Approval Date Approver Role Approved By Approver Email Approval Status Private Note

EDI Local Coordinator - 1st Stage 12/20/2022 11:40:31 AM EDI - Local Coord._.. |Andra - Beyer Andra Beyer@car... Approved New Process .
EDI BIS Director - 2nd Approval Stage 12/20/2022 1:02:17 PM  EDI - Local BIS Di... Andra - Beyer Andra.Beyer@car... Approved
EDI State Regional Coordinator - 3rd A... | 12/20/2022 1:16:36 PM  EDI - State Regio... Andra - Beyer Andra.Beyer@car... Approved
EDI State Supervisor - 4th Approval Stage | 12/20/2022 1:26:47 PM  EDI - State Initiati... Andra - Beyer Andra Beyer@car. .. Approved
» EDI Local Superintendent (or designe 12/20/2022 1:27°46 PM
EDI State Requisition Coordinator - 6th ... | 12/20/2022 1:27:46 PM
FNIL I nral Finance Conrdinator - Fulle & [ 12/20/20272 1-27-4A P h
Current Approval Stage Information
Approved By Beyer Andra Approval Stage” 5 Approval Stage
Approver School”  oanoma Department of Career and Technology Edu.. Approver Role”| gp| | gcal Superintendent/CEQ
Approver Email®  anqra Beyer@careertech ok gov Approval Date” | 13/20/2022 &=

pproval/Rejection Note.

Format v B I

(=
]
[
Il

A

e ¢> W B

Private Note

Format v B I

[S
(]

e ¢ B

Browse  Select files

D View to Public

Attachment Note

oo ] e | s

TheAgreementvill now go to theEDI¢ State Requisition Coordinatfan approval and then it will go to tHeDI
¢ Local Finance Coordinat@nstructions below for ERIocal Finance Coordinator).
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EDIc Local Finance Coordinator (Agreement Process)

Accessing the Agreement List

If you have more than one role in CTIMS make sure you have the correct role selected. Verify that you are
signed in with the role &DIg Local Finance Coordinatarthe top righthand corner. Use the dregiown
arrow to select your role, if necessary.

If you do not se&DI¢ Local Finance CoordinatowntactCTIMSSupport@careertech.ok.gov

| Hello -

EDI - Local Finance Coordinator v

. okLaHOMA | CTIMS

€ CareerTech

n

-?- Dashboard
» ||]Grants

Announcements

1 Click the arrows next @@rants, Grant ProcessEDI Process
1 Click on th€eDI Manage Grant Worksheets/Agreements/Invoice/Fallpiink.

4 || Grants
4 |} Grant Process

4 |} EDI Process

EDI Manage Grant WorkSheets/Agreements/Invoice/Follow-up

LL EDI Invoice Process
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Complete theEDI Grant Fund Worksheets kistn. The tagged numbers on the screenshot correspond to the
instruction steps below. Many of these fields will automatically populate based on your organization login
credentials.

A o

©oON®O AW

Fiscal Calendar Yearthis field automatically displays the current year.

Grant Fund Type- automatically displays based on your organization login and role credentials. Should
default toEDI

Organization Tyge should automatically default fbechnology Center Districts

Organizatioh - type the first three letters of your school or organization name and select it
Organization Distritt- should automatically default to your organization.

Program Initiative - select initiative you are needifigm the dropdown menu.

Approval Function Type this will remain all.

Filter on Status- this will remain agll.

ClickSearch

NOTE:A red asterisk*{ indicates a required field.

Dashboard EDI Manage Grant WorkSheets/Agreements/Invoice/Follow-up X

EDI Grant Fund Worksheets List

1 Fiscal Calendar Year:* 2025-2026 v 2 Grant Fund Type:* EDI v
3 Organization Type:* Technology Center Districts v 4 Organization:*| Enter the first three characters of any w... v
5 Organization District:* B Program Initiative:* --Select-- v
Approval Function Type: * All 7 v
Filter on Status: > All 8 v Q, search 9

T

The Agreementolumnwill display an agreement number. Click éiggeement numbelink to open the
agreement.

Dashboard EDI Manage Grant WorkSheets/Agreements/Invoice/Follow-up %

EDI Grant Fund Worksheets List

+ Savechanges (@ Cancelchanges  [¥] Export to Excel

Fiscal Calendar Year* v Grant Fund Type* EDI v
Organization Type:* Technology Center Districts v Organization™ Technology Center v
QOrganization District:* Technology Center v Program Initiative™* Economic Development - Firefighter (Type 83) -444 «
Approval Function Type: *| All v
Filter on Status: * Al v | Q Search

Worksheet

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

Technology Center County Fire Association EDI State Supervisor - Fully Appr_. WS- -EDI-EDI-FIREFTR-444- _ WSAG- -EDI-EDI-FIREFTR-
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Reviewing the Agreement

1 Click orBudget Line Item® expand it and review the budget.

EDI Grant Agreement

Provider Organization Details o Refresh View SOU Agreement Summary + Saveas Draft | &) Submit for Approval |v
Basic Client Information v
Project Details v

Budget Line ltems

Agreement Unbudgeted = (Allocated -
Agrmt. Budgeted)

$11,675.90

Sub Award Allocation Worksheet Budgeted Worksheet Requested Total Agreement Budgeted Fully Approved Invoiced
$27,035.90 $17,410.00 $17,410.00 $15,360.00 $0.00

Remaining to Invoice
$15,360.00

Budget Line(s) Budget Line Detail Information

+ Add Budget Line X Remove Budget Line | (9 Cancel Budget Line Changes

Agreement Line Desc. Units Unit Cost Req. U ype Total Approv Total Matched Funds Status

Firefighter 1 (14s 1c 100h) 1 $12,050.00 | Cost Per Class $12,050.00 $12,050. OO_Actwe

1 To eview theSOUand/or Agreement Summarick on the appropriate buttons indicated below.

Dashboard EDI Manage Grant WorkSheets/Agreements/Invoice/Follow-up X WSAG- -EDI-EDI-FIREFTR-444-15X111745-0E62DD1EQOFD - 1st Stage X
Provider Organization Details O Refresh View S0U Agreement Summary + Save as Draft || ( ubmit for Approval |w
Basic Client Information v
Project Details v
Budget Line Items v
Attachments v

Acknowledgements A

- By checking this box, | certify that the information provided is accurate and complete.
[Acknow\edgement Note! |
ab

BA Summary Report SOU History Report () Refresh View WED PEF View SOU Agreement Summary |+ Save as Draft | (&) Submit for Approval
—Select— M —Select— v &) Budget Adjustment Process | &~ Approval Process
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Entering OCAS Codes

1 To enter the OCAS coding for each line item, click in the field under the Budget Line (OCAS Code)
column.
1 Begin typing the code in the Object Program Function Code (e-§961%00).
0 As you begin typing the OCAS code; a-dapn will appear with OCAS codes to select from.
1 Select the valid OCAS code for each budget item.
1 Use the scroll bdocated at the bottom of the page to scroll to the right and inputMaiched Funds

NOTETechnologyCenters areresponsible for selecting OCAS co&ee theOCAS Codes for WHGcument
for a list of OCAS codes.

EDI Grant Agreement I

Provider Organization Details O Refresh View SOU Agreement Summary + Saveas Draft | (&) Submit for Approval |w
Basic Client Information v
Project Details v

Budget Line Items A I

Grant Allocation

Agreement Unbudgeted = (Allocated - Agrmt.
Budgeted)

$11,675.90

Remaining to Invoice
$15,360.00

Sub Award Allocation Worksheet Budgeted Worksheet Requested Total Agreement Budgeted Fully Approved Invoiced
$27,035.90 $17,410.00 $17.410.00 $15,360.00 $0.00

Budget Line(s) 3 hil Information

~+ Add Budget Line X Remove Budget Line | ( Cancel Budget Line Changes

Budget Line(OCAS CODE)
Function - Object - Progra greement Line Desc. Unit Cost Req. Unit Type Approv Total Matched

| ‘efighter 1 (14s 1c 100h) 9/6/22, Phillip Ott - - $12,050.00| Cost Per Class $12,050.00 $12,050.00 - -

1 After reviewing the budget information and entering the OCAS codes, click Appraval Process
button at the bottom of the screen.

EDI Grant Agreement

Provider Organization Details O Refresh View SOU Agreement Summary + Save as Draft | () Submit for Approval |w
Basic Client Information v
Project Details v
Budget Line ltems v
Attachments v

Acknowledgements A

* By checking this box, | certify that the information provided is accurate and complete
[Acknnw\edgement Note!
ab ‘

BA Summary Report——

--Select-- v --Select-- v

@ Budget Adjusiment Process /’ Approval Process

SOU History Report——— () Refresh View WED PEF View SOU Aireement Summary | + Saveas Dratt (&) Submit for Approval | #* Change Request
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Agreement Acknowledgements and Approval

1 On theApproval ProcessEDI Grant Agreement Approgaleen, add a note to th&pproval/Rejection
Notesection, and a note in therivate Notesection (optional).
1 Click theApprovebutton at the top or bottom of the screen.

Approval Process - EDI Grant Agreement Approval

NOTE: Enter Approval/Rejection Note and then Click on Approval button to finalize your changes and submission to further Process.

Request Number.

WSAG-2223-EDI-EDI-FIREFTR-444-15X111745-0E62DD1E0OFD

Approval Stage Approval Date Approver Role Approved By Approver Email Approval Status Private Note

EDI Local Loordinator - 151 otage 1212012022 T1a0°31 .- | EDI - Local LoOr... | Anara - Deyer ANdra.ceyer@ca. .. Approved .
EDI BIS Director - 2nd Approval Stage | 12/20/2022 1:02:17 PM EDI - Local BIS . Andra - Beyer Andra.Beyer@ca... Approved
EDI State Regional Coordinator - 3rd ... 12/20/2022 1:16:36 PM EDI - State Regio_.. |Andra - Beyer Andra Beyer@ca. .. Approved
EDI State Supervisor - 4th Approval St._. | 12/20/2022 1:26:47 PM EDI - State Initiati_.. | Andra - Beyer Andra Beyer@ca. . Approved
EDI Local Superintendent (or designe... | 12/20/2022 1:39:56 PM EDI - Local Supe... |Andra - Beyer Andra.Beyer@ca... Approved
EDI State Requisition Coordinator - 6t 12/21/2022 8:22:46 AM EDI - State Requi_.. |Andra - Beyer Andra Beyer@ca. .. Approved
» EDI Local Finance Coordinator - Ful 12/21/2022 829:00 AM -

Current Approval Stage Information

Approved BY*| geyer Andra Approval Stage” | pyiy Approved Stage
Approver 3chool” | oahoma Department of Career and Technology Ed . Approver Role™  Ep) | gcal Finance Coordinator
Approver Email”| ppra Beyer@careertech.ok.gov Approval Date”  13/21/2022 &
Approval/Rejection Note
Format v B I U =E = N & == e co wl
Private Note
Format v B I U = N ¢ iz = e ¢ B
Browse | gelect files D View to Public
Attachment Note
i
File Name Uploaded Cn Note Attachment
Firefighter Download Public -
Refresher Refresher Public

4

[ o | x o | v e
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Budget Adjustment Process

IMPORTANTNnitiating the BudgeAdjustmentwill freeze any invoice in process.
The agreement will be sent back to your approval stage.

EDIc Local Coordinator (Budget Adjustment Process)

Accessing the Agreement List

After an Agreement is submitted for approval, yaustgo through theBudget Adjustment Process make
any changes.

If you have more than one role in CTIMS make sure you have the correct role selected. Verify that you are
signed in with the role d&DIg Local Coordinatan the top righthand corner. Use the dregiown arrow to
select your role, if necessary.

If you do not se&DI¢ Local Finance CoordinatowntactCTIMSSupport@careertech.ok.gov

| Hello -~

\J
M. okLAHOMA
ok e
P~

'Ii" Dashboard
» || ]Organizations

» L[] Grants Announcements

1 Click the arrows next @@rants, Grant Proce$sEDI Process
1 Click on th&eDI Manage Grant Worksheets/Agreements/Invoice/Faljpink.

IMPORTANT0Not select theEDI New Worksheet/Agreement Flow on the left navigation. This will start a
completelynewworksheet.

» || ]Organizations
4 ||]Grants
4 L Grant Process
4 |} EDI Process
(| EDI New Worksheet / Agreement Flow

EDI Manage Grant WorkSheets/Agreements/Invoice/Follow-up

(&2 EDI Invoice Process
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Complete theEDI Grant Fund Worksheets kistn. The tagged numbers on the screenshot correspond to the
instruction steps below. Many of these fields will automatically populate based on your organization login
credentials.

A o

©oON®O AW

Fiscal Calendar Yearthis field automatically displays the current year.

Grant Fund Type- automatically displays based on your organization login and role credentials. Should
default toEDI

Organization Tyge should automatically default fbechnology Center Districts

Organizatioh - type the first three letters of your school or organization name and select it
Organization Distritt- should automatically default to your organization.

Program Initiative - select initiative you are needifigm the dropdown menu.

Approval Function Type this will remain all.

Filter on Status- this will remain agll.

ClickSearch

NOTE:A red asterisk*{ indicates a required field.

Dashboard EDI Manage Grant WorkSheets/Agreements/Invoice/Follow-up X

EDI Grant Fund Worksheets List

1 Fiscal Calendar Year:* 2025-2026 v 2 Grant Fund Type:* EDI v
3 Organization Type:* Technology Center Districts v 4 Organization:*| Enter the first three characters of any w... v
5 Organization District:* B Program Initiative:* --Select-- v
Approval Function Type: * All 7 v
Filter on Status: > All 8 v Q, search 9

T

The Agreementolumnwill display an agreement number. Click éiggeement numbelink to open the
agreement.

Dashboard EDI Manage Grant WorkSheets/Agreements/Invoice/Follow-up %

EDI Grant Fund Worksheets List

+ Savechanges (@ Cancelchanges  [¥] Export to Excel

Fiscal Calendar Year* v Grant Fund Type* EDI v
Organization Type:* Technology Center Districts v Organization™ Technology Center v
QOrganization District:* Technology Center v Program Initiative™* Economic Development - Firefighter (Type 83) -444 «
Approval Function Type: *| All v
Filter on Status: * Al v | Q Search

Worksheet

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

Technology Center County Fire Association EDI State Supervisor - Fully Appr_. WS- -EDI-EDI-FIREFTR-444- _ WSAG- -EDI-EDI-FIREFTR-
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Initiating the Budget Adjustment

1 At the bottom right corner of thEDI Grant Agreementreen, clicBudget Adjustment Process.

EDI Grant Agreement
Provider Organization Details O Refresh View SOU Agreement Summary + Save as Draft | () Submit for Approval |w
Basic Client Information v
Project Details v
Budget Line ltems v
Attachments v
Acknowledgements A
By checking this box, | certify that the information provided is accurate and complete

Acknowledgement Note

o |

This record is fully approved, you are not authorized to change data within this record.

BA Summary Report SOU History Report o S - N &bt Far Ao P

{ ) Refresh View WED PEF View SOU Agreement Summary | =+ Save as Draft (&) Submit for Approval | &9 Budget Adjustment Process
--Select-- v --Select-- v

1 You will be asked to confirm that you are reinitiating the agreement approval proceS®KClick

Budget Adjustment Process

You are going to reinitiate the agreement approval process and initiating the budget
adjustment process, Are you sure? l

1 IntheBudget Line Itemsection, make the necessary changes to the budget line item by clicking in the
appropriate columns. For example, click in the cell iUthigscolumn to change the number of units.
1 Do not usd&kemove Budget Lin@tionc it doesnot work in the Budget Adjustment Process.

IMPORTANTAfter changing the units and/or unit cost columns, remembemyast manually
enter the amount in thépprov Totatolumn to match thdotal ®lumn This will release the
funds.

Budget Line(s) Budget Line Detail Information
+ Add BudgetLine = X Remove BudgetLine (8 Cancel Budget Line Chang&

Budget Line(OCAS CODE)
Function - Object - Program Agreement Line Desc.

Units Unit Cost Req. Unit Type Total Approv Total ~ Match

1 $12,050.00 Cost Per Class §12,050.00

NOTE:Once the changes have been made, youSzre as Dralily clickingSave as Draff his will save the
changes that were just made without submitting to the next approval stage, so you can return and finish later

1000-100-330 Firefighter $12,050.00

It is STRONGRécommendation is to cliSiave as Draftequentlyi 2 Y I { S &ddz2NE &2dz R2y Q
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Acknowledgements and Approval

l

T
)l
T

Format

EDI Grant Agreement

Provider Organization Details () Refresh BA Detail Report View SOU Agreement Summary | + Save as Draft | &) Submit for Approval v
Basic Client Information ¥
Project Details v
Budget Line ltems v
Attachments v

| Acknowledgements

Budget Adjustment Justification Nots

Changed number of units. -ab -

Next, expand thécknowledgmentsection by clicking on the words.

Add yourBudget Adjustment Justification Nated Acknowledgement Notghese fields are required.)
Click to check the box to verify that the information provided is accurate and complete.
SelectSubmit for Approval

v B I U

]
1
K
*
iM
i
il
|II\ |

e o B

B I

® hecking this box. | certify that the information provided is accurate and complete.
Ag ledgement Note:

Approved. AB

U | (inherited size) ¥ || (inherited font) ¥ | Format v

[ |

’ --Select--

BA Summary Report

SOU History Report:

() Refresh View WED PEF BA Detail Report Vigw 50U Agresment Summary | + Save as Draft | &) Submit for Approval | (&) Budast Adjustment Procass

v -Select- v

Theagreementwill go back through the Agreement approval process.

Releasing Funds

If a project has completed and not all funds are used, you can release the funds to be used for another projec
For example, you can release funds féredighterprogram to be used for anothérefighter program training
project.

1

In the Agreement, you will do a budget adjustment. Once the budget adjustment is fully approved, the
funds will be released, and you can begin a new Worksheet for the new training.

If you have a line item that has not been used and need to release the funds to be used for another
project, you will make that line item inactive.

For complete instructions to release funds, go to the Releasing Unused Funds section of the ghetebook
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Invoice Process

IMPORTANT: you have started an invoice and realize you need to do a budget adjustment in the
agreement, youmustmake the current invoice inactivAfter the invoice is inactive, you daen begin

the budget adjustment process. For information on the budget adjustment process, see insthuatBons

**Contact the regional coordinatomrior to initiating a budget adjustment**

Invoice Process Flow

1 All enroliments must be uploaded to CTIMS before the invoice process can be initiated.

1 Verify you have all supporting documents before submitting an invoice for approval. For more
information on funding and reimbursement, please refer toltiv@icing Checklisin page 12 of
the WED Guidelines

Roles: Invoice Process
The roles represent the stages required in CTIMS for the submission of an invoice.
Stage T Local Coordinator After training is complete, the EDI Local Coordinator initiates the invoice process.

4

Stage 2 Local BIS DirectqrReviews and approves invoice line items and attachments.

N

Stage 3 Local Finance CoordinatpReviews and approves invoice line items and attachments.

Stage 4 State Regional CoordinatpReviews and approves invoice line items and

attachments.

Stage 5 State Requisition CoordinatQi/erifies the invoice line items and
documentation, prints the documentation, and delivers to the finance

department.

Stage 60DCTE EDI Finance Revieyeviews and approves the invoice
line items and documentation. The invoice becomes fully approved. Pays
the claim
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EDIc Local Coordinator (Invoice Process)

After training is complete, thEDI¢ Local Coordinatastarts theEDI Invoice Process.

IMPORTANBefore initiating an invoice, all budget adjustmentsstby fully approved.

Accessing the Invoice

If you have more than one role in CTIMS make sure you have the correct role selected. Verify that you are
signed in with the role d&DI¢ Local Coordinatdn the top righthand corner. Use the dregiown arrow to
select your role, if necessary.

If you do not se&DI¢ Local CoordinatorontactCTIMSSupport@careertech.ok.gov

| Hello -

EDI - Local Coordinator v

K2
S csaemicTims

'IF' Dashboard
» || ]Organizations

> |[]Grants Announcements

1 Click the arrows next @@rants, Grant Proce$sEDI Process
M Click on thé€EDI Invoice Procekisk.

» || Organizations
4 || Grants
4 L Grant Process

4 L EDI Process

(| EDI New Worksheet / Agreement Flow

(| EDI Manage Grant WorkSheets/Agreements/Invoice/Follow-up

™ EDI Invoice Process
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Creating a New Invoice

Complete theEDI Grant Fund Invoices [fisitn. The tagged numbers on the screenshot correspond to the
instruction steps below. Many of these fields will automatically populate based on your organization login
credentials.

A

©oN®O AW

Fiscal Calendar Yeéarthis field automatically displays the current year.

Grant Fund Type- automatically displays based on your organization login and role credentials. Should
default toEDI

Organization Tyge should automatically default fbechnology Center Districts

Organizatioh - type the first three letters of your school or organization name and select it
Organization Distritt- should automatically default to your organization.

Program Initiative - select initiative you are needifigm the dropdown menu.

Approval Function Type this will remain all.

Filter on Status- this will remain a4l

ClickSearch

NOTE:A red asterisk* indicates a required field.

Dashboard EDI Invoice Process X

EDI Grant Fund Invoices List

1 Fiscal Calendar Year* 2025-2026 v 2 Grant Fund Type:* EDI v
3 Organization Type:* Technology Center Districts v 4 Organization:* Enter the first three characters of any ... v
5 Organization District:* B Program Initiative:* --Select-- v

Grant Worksheet/Agreement/Invoice List Manage Grant Invoices

Approval Function Type: * All 7 v

Filter on Status: * All 8 v | Q Search 9

T

After clicking th&Searctbutton, seleciNew Invoiceo start a new invoice.

Grant Worksheet/Agreement/Invoice List Manage Grant Invoices

Approval Function Type: *| All .

Filter on Status: * Al v | Q Search

[¥) Export to Excel

New Invoice BAP
Provider Name Client Name Agreement Process Agreement Submission Date

» New Invoice Technology Center FIRE DEPT WSAG-2223-EDI-EDI-FIREFTR-444-15X111745-D9... No 06/15/2023 08:29:59
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A box will pop up asking if you want to createewvinvoice or if you would like to view or charegaésting
invoice?

1 This popup helps prevent unnecessary new invoidesm being created.

Grant New Invoice Request

Please select an option below:

Create a new invoice? View or change existing invoice?

1 Expand each section by clicking the down arrow to verify the information is correct.
1 ClickSave & Next

Dashboard EDI Invoice Process X New Invoice X

EDI Grant Submit Invoice - Step 1

Provider Organization Details

Fiscal Calendar Year:* 2022-2023 v Grant Fund Type:* EDI v
Organization Type:* Technology Center Districts v Organization:* Technology Center v
Organization District:* Technology Center v Program Initiative:* Economic Development - Firefighter (Type ... =
Worksheet No:*| WS- -EDI-EDI-FIREFTR-444-15X111745-C62DB6CB8978
Agreement No:* WSAG- -EDI-EDI-FIREFTR-444-15X111745-0E62DD1EQ0FD

Invoice No:* | INV- -EDI-EDI-FIREFTR-444-15X111745-8E468CA39091

Basic Client Information v

Project Details l v

C) Refresh | » Save & Next
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1 Underthe EDI Grant Submit InvoiS&tep 2screen, select the budget line item you want to invoice by
clicking on the checkbox next to the line item.
1 You may seledll, part of, omultiple line items to invoice.

EDI Grant Submit Invoice - Step 2

Provider Organization Deta () Refresh View WED PEF View SOU Invoice Summary MW One Step Back ) Save as Draft || (&) Submit for Approval | v
Basic Client Information v

Project Details ¥

ant Allocation
| —

Invoice Line ltems

Budget Line(OCAS
CODE)
Function - Object -
Agreement Line Desc. Program OCAS Description Unit Cost

v

> Masks 1000-100-330 1000-Personnel Services - Salaries-100-Personnel S... 20.00 $2E B

1 Click on the black arrow next to the line item to expand the details.
1 Click theEditbutton to make changes.
o NOTECheck all invoice line items at once, click the check box in the column header.

Invoice Line liems

Budget Ling(OCAS
CODE)
Function - Object -
B Agreement Line Desc. Program OCAS Description

4 Masks 1000-100-330 1000-Personnel Services - Salaries-100-Personnel S...

t 4+ Add Invoice

/' Edit ' Active Masks 1000-100-330

Budget Line(OCAS CODE)

Is Active Invoice Line Desc. Function - Object - Program
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1 Make the necessary changes to tieits Unit Cost and/orReq. Unit Typg&elds by clicking in the cell or
use the arrows on each field.

1 Updatesthe Total to be InvoicedolumnAutomatically

1 Once the necessary adjustments have been made, clidiptiatebutton.

Invoice Line ltems

Budget Line(OCAS

CODE)
Function - Object -
B Agreement Line Desc. Program OCAS Description Unit Cost Req. Unit Type
Fl IMasks 1000-100-330 1000-Persconnel Services - Salaries-100-Personnel S.. 20.00 $25.00 Cost Per Each -
+ Add Invoice

Budget Line{OCAS CODE)

Is Active Invoice Line Desc. Function - Object - Program Unit Cost Req. Unit Type

rs -
® Cancel 20.00 > || 25.00 - | CostPer Each ‘

Is Active Masks 1000-100-330

1 Expand the Attachments section by clicking onAtieachmensline. Upload required documentRefer
to page 12 of the WEGuidelinesor invoicing requirements.

IMPORTANTvoice line items and the attached supporting documents must match.
All attachments must be uploaded in one PDF.

1 Clic{ St S O ifo lo€akefth§ fleX on your computer.
1 Then, seledUpload & Save fil® attach the file.
0 A message box will say you have successfully uploaded the file. Close this box.

1 Add a note in thédttachment Notesection for extenuating circumstances related to the line items

attachments.
EDI Grant Submit Invoice - Step 2 i
Provider Organization Details () Refresh View WED PEF View SQU Invoice Summary | M One Step Back ) Save as Draft | &) Submit for Approval | v

Basic Client Information v

Project Details v

Grant Allocation v

Invoice Line ltems v

{ Attachments = I
Browse: | Select files. - fl Upload & Save file -

-

| (&) Active/lnactive file(s) = ) Delete file(s) Download all files ‘

Attachment Note:

Status File Name Aftachment Note©  Uploaded Date Action

Acknowledgements v

() Refresh View WED PEF View SOU Invoice Summary M One Step Back | () Save as Draft | (%) Submit for Approval
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Go to theAcknowledgementtb by clicking on thevord Acknowledgement® expand this section.
Check the required acknowledgment box.

Type an Acknowledgment Note in the box.

ClickSave as Draft

Then, click th&ubmit for Approvautton.

= =4 =4 -4 A

EDI Grant Submit Invoice - Step 2

Provider Organization Details O Refresh View WED PEF View SOU Invoice Summary M One Step Back ) Save as Draft | &) Submit for Approval v
Basic Client Information v
Project Details v
Grant Allocation v
Invoice Line Items v
Attachments v
Acknowledgements [ A

U4 By checking this box, | certify that the information provided is accurate and complete.
Acknowledgement Note: I

1
[
1
L]
1
il
[l
il

B I U | (inherited size) v | (inherited font) v Farmat v

PDF attached has notes listed. ab

1 3.

() Refresh View WED PEF View SOU Invoice Summary || 4 One Step Back || &) Save as Draft | () Submit for Approval

1 A message will peppto let you know that you have submitted the invoice successfully.
1 Click theOK

Grant Invoice

Successfully completed the current stage and going to next stage. Please wait....
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1 Click thdnvoice Summariyutton to print or save a PDF report of the claim you have submitted.

(Optional)
Provider Organization Details O Refresh View WED PEF View SOU Invoice Summary M One Step Back &) Save as Draft | | &) Submit for Approval |w
Basic Client Information 7
Project Details \
Grant Allocation ¥
Invoice Line ltems 7
Attachments v
Acknowledgements A
- By checking this box, | certify that the information provided is accurate and complete
Acknowledgement Note
[PDF attached has notes listed. ab l ‘
() Refresh View WED PEF View SOU Invoice Summary | |4 One Step Back | () Save as Draft | (&) Submit for Approval | #* Change Request

1 Click on the blue disc to download a PDF of your invoice summary.

Dashboard EDI Invoice Process X INV-2223-EDI-EDI-FIREFTR-444-15X111745-3B2C61BC5470 X | Invoice Summary X

4 A of]. [P e \:\Findluext

Technology Center-5470: 1 of 1 poge 1071

Invoice Individual Summary

Report Generation Date: 6/16/2023 1:08:45 PM
INV-2223-EDI-EDI-FIREFTR-444-15X111745-3B2C61BC5470 - 5470
Economic Development - Firefighter (Type 83)_-444

school Name: Technology Center Client Name: FIRE DEPT - 15X111745
Vendor Number: PO Number: 800912345

Date of Request Submitted: 6/16/2023 1:05 PM First Submitted By: Andra Beyer

Last Submitted On: 6/16/2023 1:05 PM Last Submitted By: Andra Beyer

Fully Approved Date : Fully Approved By:

Fully Approver Role:

Budget Line Description Units Unit Cost Unit Type Code Regquest Item Total
Masks 20.00 $25.00 Each $500.00
Total Invoiced $500.00

The invoice has been successfully submitted and will go ©Dkglocal BIS Director
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EDIc Local BIS Director (Invoice Process)

Accessing Invoice

If you have more than one role in CTIMS make sure you have the correct role selected. Verify that you are
signed in with the role &DIg Local BIS Director the top righthand corner. Use the dregoown arrow to
select your role, if necessary.

If you do not se&DI¢ Local BIS DirectepbntactCTIMSSupport@careertech.ok.gov

| Hello -~

EDI - Local BIS Director v

,0“‘ OKLAHOMA’CTI MS
P € CareerTech
d. .\

'?‘ Dashboard
» |[]Grants

> L[]Reports Announcements

1 Click the arrows next @@rants, Grant Proce$sEDI Process
M1 Click on thé&EDI Invoice Proceksk.

4 || Grants
4 J_, Grant Process
4 .J_, EDI Process

(| EDI Manage Grant WorkSheets/Agreements/Invoice/Follow-up

%) EDI Invoice Process

» || Reports



mailto:CTIMSSupport@careertech.ok.gov
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Complete theEDI Grant Fund Invoices [fistn. The tagged numbers on the screenshot correspond to the
instruction steps below. Many of these fields will automatically populate based on your organization login
credentials.

=

Fiscal Calendar Yearthis field automatically displays the current year.

Grant Fund Type- automatically displays based on your organization login and role credentials. Should
default toEDI

Organization Tyge should automatically default fbechnology Center Districts

Organizatioh - type the first three letters of your school or organization name and select it
Organization Distritt- should automatically default to your organization.

Program Initiative - select initiative you are needifigm the dropdown menu.

Approval Function Type this will remain all.

Filter on Status- this will remain agll.

ClickSearch

N

©oON®O AW

NOTE:A red asterisk*( indicates a required field.

Dashboard EDI Invoice Process X

EDI Grant Fund Invoices List

1 Fiscal Calendar Year* 2025-2026 v 2 Grant Fund Type:* EDI v
3 Organization Type:* Technology Center Districts v 4 Organization:* Enter the first three characters of any ... v
5 Organization District:* 6 Program Initiative:* --Select-- v

Grant Worksheet/Agreement/Invoice List Manage Grant Invoices

Approval Function Type: * All 7 v

Filter on Status: * All 8 v  Q search 9
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1 Select theManage Grant Invoicesb to open the invoice that yooeedto check and approve.
o NOTE@ick the black arrow next to the invoice to expand that section and view detdhe
status of invoices already submitted.
1 Click on the blue Invoideg/pelink to open the invoice.

EDI Grant Fund Invoices List

Fiscal Calendar Year™ v Grant Fund Type:™ EDI v
Organization Type:* Technology Center Districts v Organization:™ Technology Center v
QOrganization District™ Technology Center v Program Initiative™ Economic Development - Firefighter (Type 83) -444 v

Grant Worksheet/Agreement/Invoice L\i Manage Grant Invoices _

+ Savechanges | (@ Cancel changes = [¥) Exportto Excel (%) Refresh

BAP Paymer
Status Process Days  Organization Client Name Program Initiative Invoice

Yes No 0 Technology Center Fire Department Economic Development - Firefight... INV-2526-EDI-EDI-FIREFTR-444- 1BE(

t Invoice Approval Summary l

Approval Stage Approval Status Approval/Rejection Note Approver Email Approval Date
EDI Local BIS Coordinator - 1st Stage Approved New Process _
I={alN] LB Nucoct 2od A L

EDI Grant Submit InvoiceStep 1

1 Verify that the information is correct, then sel®&ext Stego continue to the next screen.

EDI Grant Submit Invoice - Step 1

Provider Organization Details

Fiscal Calendar Year* v Grant Fund Type* EDI v
Organization Type:™ Technology Center Districts v Organization:™ 1 Technology Center v
Organization District.* Technology Center v Program Initiative.* Economic Development - Firefighter (Type 83) -444 v

Worksheet No™| WS- -EDI-EDI-FIREFTR-444-
Agreement No™* WSAG- -EDI-EDI-FIREFTR-444-
Invoice No-*| INV- -EDI-EDI-FIREFTR-444-

Basic Client Information v
Project Details v

() Refresh | »i Next Step
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EDI Grant Submit InvoiceStep 2

On theEDI Grant Submit Invoi&tep 2screen, thdnvoice Line Itemsection should automatically expand.

1. Expand the Attachments section by clicking on the vidtachments
2. ClickSelect fileso uploadany additionatequired documents that were uploaded by the
a. EDIc Local CoordinatoRefer to page 12 of the WEidelinegor invoicing requirements.
3. SelectUpload & Save fil® attach the file.
a. A message box will say you have successfully uploaded the file. Close this box.
4. Add a note in thédttachment Notesection for extenuating circumstances related to the line items
attachments.
5. Select thdDownloadhyperlink to doublecheck the attachments that were uploaded.

Dashboard  EDI Invoice Process % INV-2526-EDI-EDI-FIREFTR-444-16X111745-2344007C1BE6 X

EDI Grant Submit Invoice - Step 2

Provider Organization Details o Refresh View WED PEF View SOU Invoice Summary |k One StepBack | (&) Saveas Draft &) Submit for Approval v

Basic Client Information v

Project Details v

Grant Allocation v

Invoice Line ltems v

Attachments 1 A
Browse:  Sglectfiles . | 2 Ml Upload & Save file 3

Attachment Note: 4

| @ Activellnactive file(s) 1l Delete file(s) | % Download all files |

Status File Name Attachment Note  Uploaded Date Action
[l Active Download 5§ Public
Acknowledgements v

o Refresh View WED PEF View SOU Invoice Summary || W One StepBack (&) Save as Draft ) Submit for Approval | 4#* Approval Process

IMPORTANTnvoice line items and the attached supporting documents must
match.
All attachments must be uploaded in one PDF.



https://oklahoma.gov/careertech/products-and-services/imd/ctims/economic-development-initiatives.html
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1 Go to theAcknowledgementsab by clicking on thevord Acknowledgement® expand this section.
Check the required acknowledgment box.
1 Type an acknowledgment note in the box.
o LT @2dz R2y Qi KIF@S | y20S (2 IRRX (&L &2 dzN
1 Click theApproval Procedsutton.

=

EDI Grant Submit Invoice - Step 2

Provider Organization Details ) Refresh View WED PEF View SOU Invoice Summary || M One Step Back | &) Save as Draft | &) Submit for Approval v
Basic Client Information v
Project Details v
Grant Allocation w/
Invoice Line ltems. 7

v

Acknowledgements

By checking this box, | certify that the information provided is accurate and complete.
Acknowledgement Note
PDF attached has notes listed. ab ‘

() Refresh View WED PEF View SOU Invoice Summary || M One Step Back = &) Save as Draft | ) Submit for Approval || #* Approval Process
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Agreement Acknowledgements and Approval

1 On theApproval ProcessEDI Grant Invoice Approwaleen, add a note to th&pproval/Rejection
Notesection, and a note in therivate Notesection (optional).

1 Click theApprovebutton at the top or bottom of the screen.

Approval Process - EDI Grant Invoice Approval

NOTE: Enter Approval/Rejection Note and then Click on Approval button to finalize your changes and submission to further Process.

(e o [ e

Request Number

INV-2223-EDI-EDI-FIREFTR-444-15X111745-3B2C61BC5470

Approval Stage Approval Date Approver Role Approved By Approver Email Approval Status Private Note
EDI Local BIS Coordinator - 1st Stage 6/16/2023 1:05:43 PM EDI - Local Coordi... Andra - Beyer Andra.Beyer@car... Approved New Process -
» EDI Local BIS Director - 2nd Approval 6/16/2023 1:58:28 PM
EDI Local Finance Coordinator - 3rd Appr... 6/16/2023 1:58:28 PM
EDI State Regional Coordinator - 4th App... 6/16/2023 1:568:28 PM
EDI State Requisition Coordinator - 5th A...  6/16/2023 1:58:28 PM

ODCTE EDI Finance Reviewer - Fully Ap... 6/16/2023 1:58:28 PM

Current Approval Stage Information

Approved BY" peyer Andra Approval Stage” ang Approval Stage
Approver School”  gyiahoma Department of Career and Technology Educati . Approver Role”| £p| _ | ocal BIS Director
Approver Email"| angra Beyer@careertech.ok.gov Approval Date” g/1612023 i
App |/Rejection Note:
Format v B I U E == N& == e ¢ H
Private Note
Format v B I U = M iz E e o H
Browse | Sglect files () View to Public
Attachment Note
Z
File Name Uploaded On Note Attachment
DataRequestForm. pdf 06/16/2023 Download Public -

[vcoas ] e | o

1 A message will pop up asking if you are sure. GQKck

Are you sure?
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T 1! YSaal3sS gAff LIRL) dzZlJ aF @Ay 3IIOKR{ dzOOS&aaFdz f &

Dashboard EDI Invoice Process % INV-2223-EDI-EDI-FIREFTR-444-15X111745-8E468CA39091 X

Successfully Approved the request.

1 Go to thelnvoice Summaryutton to print or save a PDF report of the claim you have submitted.
(Optional)

EDI Grant Submit Invoice - Step 2

Provider Organization Details O Refresh View WED PEF View SOU Invoice Summary M One Step Back ) Save as Draft | & Submit for Approval |v

Basic Client Information

Project Details

Grant Allocation
Invoice Line ltems
Attachments

Acknowledgements

‘ By checking this box, | certify that the information provided is accurate and complete
cknowledgement Note
PDF attached has notes listed. ab

() Refresh View WED PEF View SOU Invoice Summary || M One Step Back | ) Save as Draft = (2 Submit for Approval

1 Click on the blue disc to download a PDF of your invoice summary.

Dashboard EDI Invoice Process % INV-2223-EDI-EDI-FIREFTR-444-15X111745-3B2C61BC5470 %X Invoice Summary X

Technology Center-5470: 1 of 1 roge 1071

Invoice Individual Summary

Report Generation Date: 6/16/2023 2:05:59 PM
INV-2223-EDI-EDI-FIREFTR-444-15X111745-3B2C61BC5470 - 5470
Economic Development - Firefighter (Type 83) -444

School Name: Technology Center Client Name: FIRE DEPT - 15X111745
Vendor Number: PO Number: 800912345

Date of Request Submitted: 6/16/2023 1:05 PM First Submitted By: Andra Beyer

Last Submitted On: 6/16/2023 1:05 PM Last Submitted By: Andra Beyer

Fully Approved Date : Fully Approved By:

Fully Approver Role:

Budget Line Description Units Unit Cost  Unit Type Code Request Item Total
Smoaoke Masks 20.00 $25.00 Each $500.00
Total Invoiced $500.00

Theinvoicehas been successfully submitted and will go toBbé, Local Finance Coordinator
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Invoice Change Request
To make changes to an invoice after it has been submitted for approval, you will needcttadgearequest in the

invoice

IMPORTANT: Changes to an Invoice can only be made by the EDI - Local Coordinator.

If an invoice is at the final approval stage - ODCTE Finance Reviewer, a change request is no longer an

option. If you need to make a change at this stage, you must contact the ODCTE Finance Reviewer to
request they reject the invoice. Then, you can initiate the change request.

EDIc Local Coordinator (Invoice Change Request)
If you have more than one role in CTIMS make sure you have the correct role selected. Verify that you are
signed in with the role &DI¢ Local Coordinatan the top righthand corner. Use the dregiown arrow to

select your role, if necessary.
If you do not se&DI¢ Local CoordinatorontactCTIMSSupport@careertech.ok.gov

| Hello -

A

,‘“‘ OKLAHOMA’CTIMS

I S
PR~

v

'IF' Dashboard

» || Organizations
» |[]Grants Announcements

9 Click the arrows next @@rants, Grant Proce$sEDI Process
9 Click on thé€EDI Invoice Procebsk.

» || Organizations

4 || Grants
4 L Grant Process
4 s EDI Process
3] EDI New Worksheet / Agreement Flow

—_

5| EDI Manage Grant WorkSheets/Agreements/Invoice/Follow-up

m EDI Invoice Process



mailto:CTIMSSupport@careertech.ok.gov
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Accessing Invoice

Complete theEDI Grant Fund Invoices [fisitn. The tagged numbers on the screenshot correspond to the
instruction steps below. Many of these fields will automatically populate based on your organization login
credentials.

A

©oN®ORA®

Fiscal Calendar Yeéarthis field automatically displays the current year.

Grant Fund Type- automatically displays based on your organization login and role credentials. Should
default toEDI

Organization Tyge should automatically default fbechnology Center Districts

Organizatioh - type the first three letters of your school or organization name and select it
Organization Distritt- should automatically default to your organization.

Program Initiative - select initiative you are needifigm the dropdown menu.

Approval Function Type this will remain all.

Filter on Status- this will remain a4l

ClickSearch

NOTE:A red asterisk* indicates a required field.

Dashboard

EDI Invoice Process %

EDI Grant Fund Invoices List

Fiscal Calendar Year* 2022-2023 v “ e Grant Fund Type:* EDI v
Organization Type:* Technology Center Districts v @ QOrganization:* Technology Center v
Organization District:™ Technology Center v @ Prograrn Initiative:| Economic Development - Firefighter (Type 83) -444 v

Grant Worksheet/Agreement/Invoice List Manage Grant Invoices

Approval Function Type: * All

Filter on Status: * All v Q Search

v
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1 After clicking theSearchbutton, select theManage Grant Invoicesb to open the invoice that you are
needing to check and approWOTETo view the approval status of an invoice already submitted for
approval, click the black arrow next to the invoice to expand that section and view details.

1 Click on the blue Invoice link to open the invoice.

EDI Grant Fund Invoices List

Fiscal Calendar Year:™ 2022-2023 Grant Fund Type™ EDI

Organization Type:® Technology Center Districts v Organization™ Technology Center

Organization District:” Technology Center v Program Initiative™ Economic Development - Firefighter (Type 83) -444

Grant Worksheet/Agreement/Invoice List IManage Grant Invoices

' Save changes (© Cancel changes [¥) Export to Excel O Refresh

BAP Paymer
Status Process Days @ Organization Client Name Program Initiative Invoice

4+ U Yes No o] Technology Center FIRE DEPT Economic Development - Firefight... INV-2223-EDI-EDI-FIREFTR-444-15X111745-3B2C6... &

Invoice Approval Summary

Approval Stage Approval Status. Approval/Rejection Note Approver Email Approval Date Approver Role

EDI Local BIS Coordinator - 1st Stage Approved New Process Andra Beyer@careertech.ck.gov 06/16/2023 13:05:43 EDI - Local Coordina
EDI Local BIS Director - 2nd Approval ... Approved Andra.Beyer@careertech.ck.gov 06/16/2023 14.03:18 EDI - Local BIS Direc
EDI Local Finance Coordinator - 3rd Ap... EDI - Local Finance !

EDI Grant Submit InvoiceStep 1

1 Verify that the information is correct, then sel®&ext Stego continue to the next screen.

EDI Grant Submit Invoice - Step 1

‘|

Provider Organization Details

Fiscal Calendar Year:* 2022-2023 v Grant Fund Type:* EDI v
Organization Type:* Technology Center Districts v Organization:* Technology Center v
Organization District:* Technology Center v Program Initiative:* Economic Development - Firefighter (Type 83)-... w

Worksheet No:* \WS-2223-EDI-EDI-FIREFTR-444-15X111745-E430CDACECB9
Agreement No:* WSAG-2223-EDI-EDI-FIREFTR-444-15X111745-D93F 1EE7BAAA
Invoice No*  INV-2223-EDI-EDI-FIREFTR-444-15X111745-3B2C61BC5470

Basic Client Information
Project Details

() Refresh  » Next Step
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1 Collapse thénvoice Line Itemsection by clicking on another row/section. For example: click on the
Grant Allocatiomow. You should now see ti@hange Requesutton at the bottom right of the screen.

1 Initiating the change request will cancel the approval prodegeu are sure you would like to begin the
Change Request cli@to confirm.

U

1 Click the black arrow to the left of the invoice line item you need to change.
1 Click theEditbutton to make the changes.









































































































































































