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Requesting a Budget Adjustment

FLA Budget Adjustment Process
Do I Need a Change Request or a Budget Adjustment?

Change Request — To edit/change a Worksheet, or budget before it has been
approved by the ODCTE staff, use the Change Request Process. This can only be
started by the FLA Local Initiative Coordinator, followed by approval by the Local
Finance Coordinator and the Local Superintendent/CEO/President.

Budget Adjustment — To make budget changes on an Agreement after it has been
approved by the ODCTE staff, use the Budget Adjustment Process. The can only
be performed by the FLA Local Finance Coordinator.

Requesting a Budget Adjustment

The Agreement is a working copy of the finalized Worksheet Budget Section. You
must go through the Budget Adjustment Process in the Agreement to make any
budget changes, and only after the Agreement is fully approved. In the Budget
Adjustment Process you can only edit the Units, Unit Cost, and Req Unit Type.
Editing the Description is not allowed.

TIP: A Change Request can also be done in the Invoicing phase if changes are
needed after a rejection.

Roles for the Budget Adjustment Process:

FLA Local Finance Coordinator

State Initiative Coordinator

¥

State Initiative Supervisor
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Requesting a Budget Adjustment

Process: FLA Change Request

After the Worksheet and the Agreement are approved, you must go through the
Budget Adjustment Process to make any changes to the Agreement.

Step 1: Using Internet Explorer version 11 or higher, sign in using your school email
and CTIMS password at https://ctims.okcareertech.org/CTBDSWeb/

Note: CTIMS is currently not compatible with other browsers.

Step 2: Verify that you are logged in with the role of a FLA-Local Finance
Coordinator in the top right corner. Select the + (plus) sign next to Grants, choose
Grants Process, and then FLA Manage Grant Worksheets / Agreements / Invoic

OKLAHOMA DEPAR OF CAREER DUCATIO

FLA-Local Finance Coordinat

s Dashboard | FLA Manage Grant WorkSheeis/Agreements/Invoice/Follow-up %

= [ Grant Prot™
=) L FLA Process

3 FLA New Workshe® Agi | Fiscal Calendar Year* 2016-2017 ,  Grant Fund Type* FLA v
FLA Manage Grant W ) '
T Organization Type: Colleges v | Organization: Enler the first three characters of any word that Isir v
¢ FLA Manage Paypffits Organization District* . Program Initiative:* —Select—
>
Approval Function Type: * Al v
Filter on Status: * Al v O Search

(@ Save changes | ® Cancel changes

A... Provider Name Worksheet Approval Curre...  Worksheet...  Worksheet Agreement Agreement App
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Requesting a Budget Adjustment

Step 3: Complete the FLA Manage Grant Worksheets / Agreements / Invoice
form. The tagged numbers on the screen shot correspond to the instruction steps
below.

Note: The red asterisks* represents a required field.

Select your correct Organization Type from the dropdown menu.

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

Select the Search button to search for any outstanding Worksheets that need
your approval.

To see the status of the Worksheet, use the scroll bar to scroll to the right.

FLA-Local Finance Coordnator

« B GEn WarkShestsApreemantainvoicaallow up % FLA Managa Grant WarkSheetsiAreementsinvaicaPoliow up % FLA Manage Grant WorkSheets/Aqreementsinvolcaioliow-up % FLA Managa Grant WorkSneetsiAgees o

FLA Granl Fund Workshessls Ll

Fiacal Calendar Year* 20162017 w Grant Fund Type* ELA -
Crganization Type.* Comprehensive Schools Disticts @ »  Organization® Sample School System @
Organization Dislrict* Sample School System w  Program Inflistive* § Canl Preriing High School Secondary - 421 @ L
Approval Funchion Type: * Al
: Use the Scrall bar to
Filter on Status Al scrall acroas to sea v | Search @
more of the line.

@ 8ave changes | () Cancel changes

A Provider Name Workshest Approval Curre. Worksheel . Workshesat Agreemant Agreement Approval Cume,, Worksheel Approved St

@ ¥  Sample Scnoot System State Supervisor - Fusy Ap... 02103201 M WS-1617 FLAFLA-CPHSS 42160101605, WSAG-1617-FLA-TLA-CPHSSA21-500016...  State Supervisor- Fully Ap... | Fully Approved
< 2 W

Step 4: In the Budget Adjustment Process, you will change the Agreement, not the
Worksheet. Select the number under the Agreement column.

OKLAHOMA DEPARTMENT OF CAREER TECH EDUCATION
FLA-Local Finance Coordinator A

o B GrAn WondhesisiAgeementsimviiceFolow up. X FLA Manage Grant WirkShestsiAgreementsinniceFollow-up % FLA Manage Gi q ceifollow-up X | FLAManage Grant WordshesislAgree o

FLA Giranl Fund Worksheels Lis|

| Fiseal Calendar Year® 20162017 . Grant Fund Type* ELA

Onganization Type.* Compiehensive Schools Deticts v  Organization* sample School System *
| Organizalion Destrict* Sample School System v Program indiative.* Can Perkns Hgh School Secondary - 421 "
Approval Function Type' * Al -
Filter on Status * Al « | O Search

) Weement Appeoval Cure. . Wonehes! Approved Statis  Agreemen Aqreement Agproved Statis  Chent Name

LAFLA-CPHSS-421-50/(RE09, WSAG-1617-FLA-FLA-CPHSS-421-80I1016, . He Supenvisr - Fully Ap. . Fully Approved 02147201, Fully Approved sample SCHOOL SYSTEM

£ > W
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Requesting a Budget Adjustment

Step 5: Select Budget Adjustment Process. The following message is displayed,
“This record is fully approved. You are not authorized to change data within this
record.” You cannot change the Agreement without going through the Budget
Adjustment Process. Select Budget Adjustment Process to continue.

OKLAHOMA DEPARTMENT OF CAREER TECH EDUCATION

FLA-Local Finance Coondinator

[=1 Grants Dashboard FLA Manage Grant WonkSheets/AgresmentsinvoicaFoliow up X WSAG- 1617 FLA-FLA-CPHSS-421 601016050 128C1CRAS4DT - Fully Approved Stage X r
El i Grant Frocess FLA Granl Agreement
B $EriAPmoess
4 FLA New Work = Provider Organization Details Ao MY <
Bl LA Manage G
af FLA lvoice Pri Frscal Calendar Year * MBI v Granl Fund Type ® FLA v
4 FLA Manage B
< > Qrganization Type™ Comprehensive Schols Districts » | Organtzaion:™ School System v
Qrganizanon Destnet™ Senocd System » | Program InRiative: Carl Perians High School Secondary - 421
Worksneet No* WS-1617-FLA-FLA-CPHSS421-501016050-493436540500
Agreement No.* WSAG-161T-FLA-FLA-CPHSS-421-501016050-128C 1CSAMDT

| & Rasic Cliant Information
I. | o Project Dietails

‘ + Budget Line tems

| + Allachmenls

| + Acknowladgemants

This recerd is fully approved. you are net autherized to change data within this recerd.

| BA Summary Report —Selert- 3 de Agreement Summary & (=) (%) Dudget Adjustment Frocess
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Requesting a Budget Adjustment

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

OKLAHOMA DEFARTMENT OF CAREER TECH EDUCATION

FLA-Lozal Finance Coordinator

Dashboard  FLA Manage Grant WoneSheetsAreenenis/imaalFolow-up % WSAD-1617-FLAFLA-CPHSS-421-50I016050-90F S52F 226F 2 - Fully Appeoved Stage X a

lJustment process, Are you sure?

@Yes | x Mo

Step 7: Click on the + (plus) sign next to Budget Line Items. Click on Add Budget
Line or Remove Budget Line to adjust the budget.

ORKLAHOMA D N

FlLA-Local Finance Coordinator Ed

FLA Grant Agrecment
< Provider Organization Details B Agreement Summary @) Save as Drafl | (@ Submit For Approval |
& Rasic Cliant Information |
+ Proyect Delaiks ‘
= Budget Ling tems

Grant Allocation

Sub Award Allocabin Vitrksheet Budgeted Agreement Hudgeted Fully Approverd Invnices

e (ABICATE - AL g I Invoice:
$15,646.00 ! Buaggeled)

Total Approv Total  Status Budget Lin. Req. Units

5400.00 $400.00 | Active
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Requesting a Budget Adjustment

Step 8: Before submitting your budget changes, you must go into the

Acknowledgements tab and enter a Budget Adjustment Justification Note to
describe the reason for the adjustment(s).

FLA-Local Finance Cocrdnatar
[xashboard

FLA Manage Grant WoldShestaigresmentsinoca®olowup X | WEAG-1617-FLA-FLA.CPHES-471 60NV B050-90F 552F206F 7 - Fully Approved Stage

FLA Grant Agresmant

| <+ Provider Organization Details
| + Basic Client Information

|  Project Details

| + Budgel Ling llems

| + Atlachments

= Acknmwledgements

Butiget Adjustment Justiication Nole

F . =
Budpet Adjustment Hote >

| cerlify fo the best of my knowledge that he submilled agreement budgel s compiele, and accuraste, and Ul the expenditures fall within the intenl of the: Cal Perkins act of 2006
Acknomiedgement Nate ™

B i E ilNIL‘!’ﬂt\Iﬁq e . PN r EE3N | E@

Submit for Agreement )

N

@ Agreement Summary | ) Save as Dran | (=) Subeit For Approval
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Requesting a Budget Adjustment

Step 9: Select Submit for Approval to send the Budget Adjustment through the
approval process.

OKLAHOMA DEPARTMENT OF CAREER TECH EDUCATION

FLA Manage Grant Workshestsidgreements/involceTolow-up X WSAG-1617-FLA-FLA-CPHSS-421-601016050-907 552F 2261 Z - Fully Approved Stage X

Dasnooan

FLA Grant Agreement

=+ Provider Organization Delads
& Basic Client Information ’
+ Projact Datails

+ Budget Line ltems

+ Allechmenls

= Acknowledgemenls
|
Dudget Adjustment Justification Note

Step 10: You can check the status of the adjusted budget by going into the FLA
Manage Grant Worksheets / Agreements / Invoice. Use the scroll button to move
to the right, then look at the status under Agreement Approval Status.

Monday, March 13, 2017 1048 AM | Hello Denise Chiisty@carceriech ok govl

OKLAHOMA DEPARTMENT OF CAREER TECH EDUCATION

FLA-Local Finance Coondinator

Dashbosd | FLA Manage Grand eFollow-up X = WEAG-161T-FLA-FLA-CPHES-421-50I0 5 EF2 - Fully -1 i A
FLA Granl Fund Worksheels Lis!

Flscal Calenaar Year® 016-2017 y  Grant Fund Type™ FlA = [
Organization Type:* Comprehensive Schoots Districls »  Organization* Sample School System v
Cganization Distnct ™ Sample Schoot System Nam Initiative™ Car Peridns High Scnood Secondary - 421 =

Approval Function Type: * All Use Serall bar to serell over to v

Agreement Approved Status.
Filter on Status = Al Agreement | Pending agaln and * O Search

must be reveiwed and
approved by State Coordinatar.

(%) Canod changes

(#) Save changes

Workshied Worksheel Agreement Agresml Appe Workshee! Approved Slalus Agreemen, Agreement Approved Stats— Clienl Name

Stale ntiative Coordnator  Fully Approved LEREE Pending Sample sC
> Y]

02N WE1617-FLA FLA-CPHSES- 421 GIHF &G WEAG- 1617 FLA CPHESE-421-800016

<

© 2016 - Produchon Sie. Flease 1o in using Microsoll Explorer version 11 or higher CTIMS 15 curmently not compatible with other browsers | Verson' 10 | CTBDS
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