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Signing in to CTIMS

Objective: This section will take you through the submission and approval stages for starting a
new ABE Worksheet in CTIMS,

Signing in to CTIMS

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

(€ hitp 5ot okcarsertach cagC THES Wk o - ac | [T o O “sreerTach (€T). =
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Oklahoma Department of Career and Technology Education

careerwech

Or,

Go to http://www.okcareertech.org/ and select CTIMS in the red bar at the top of the page. Do
not select the ODCTE Staff Login selection in the red bar. This is not the CTIMS login.

 Theme: Adaptivevy (.TIMS . CTMS W Apps  Brand Center , Help ODCTE Staff Login |

D only in current section

About | News | Events  Students  Educators Busine_s & Industry | Technol” gy Centers | Products | Contact

Note: Please log in using Microsoft Explorer version 11 or higher. CTIMS is currently not
compatible with other browsers.


https://ctims.okcareertech.org/CTBDSWeb/
http://www.okcareertech.org/

Help and Troubleshooting

On the CTIMS website, select the green CTIMS Login button.

Products  Contact

| TEgp Homa | About . State Agency | Dwisiens | Information Managemani . CTIMS

| IMER Division

| © Information Management
’ cTmMs

E Comprotensive Schoals

' Tachnology Contars

Stats Staff

Genarat Public

Forgot Your Password?

| Coatact Us

Help and Troubleshooting

CTIMS (Careeﬂecmmem]

CTIMS Login and gfssistance '
+ Chick hoto 10 login to CTIRS: M

+ Satting up your CTIMS Acolyet
+ For Help with CTIMS, contact
CTIMS Support@carartoch.ok

nformation Management Diviston ot 405743

ABE (Adult and Basic Education) Grant
+ Technical Guidebook [Coming Soon)
- Rules and Regulations [Coming Sacn)
» Contacts

Carl Perkins (FLA) Grant
« Technical Guidebook
- Vidoo Tutorials
+ Resources
+ Contacts

CESI (Comprehensive School Enroliment)

- CESI Technical Guidebook

EDI (Economic Development Initiatives)
+ Technical Guidebook [Coming Sacn)
+ Hulss ami Regulations (Coming Soon]
« Comacts

If you don’t have an account set up or are having trouble with the navigation or software,
contact CTIMSSupport@careertech.ok.gov and send a message describing your problem.

Include your school name and your telephone number and we will contact you.

If you have forgotten your password, click the Forgot your password? link to reset your

password.

If you have questions on specific ABE requirements or what content you need to input or
attach, contact the ODCTE ABE office.

Joanne Dewald
Phone: 405.743.5570

Email: joanne.dewald@careertech.ok.gov


mailto:CTIMSSupport@careertech.ok.gov

Roles

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

Stage 1 - ABE Local Initiative Coordinator — Creates, completes, saves and submits new
worksheet. ‘

Stage 2 - ABE Local Finance Coordinator — 15t Approval. Reviews and approves
or rejects worksheet. If approved, goes to next stage. If rejected, goes back to

stage 1.
\ 4

Stage 3 - ABE Superintendent/President — 2"® Approval. Reviews and
approves or rejects worksheet. If approved, goes to State approval stage.
If rejected, goes back to stage 1.

Stage 4 — ABE State Initiative Supervisor — Final Approval. After
the worksheet is approved through Stage 4, the Agreement
Process begins with the ABE Local Finance Coordinator.



Starting a New Worksheet

Starting a new worksheet
Role: Local Initiative Coordinator

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

Step 2: Verify that you are signed on with the role of an ABE-Local Initiative Coordinator in the
top right hand corner. Use the drop down arrow to select this role.

Oklahoma Department of Career and Technoiogy Education

’ g Local Finance Coorinator .

Oklahoma Department of Career and Technology Education

Snort Name QOCTE
Crganization Code SOIDH0000
Crganization Type ODCTE District

Step 3. Hit + (plus) sign next to Grants on left navigation.

OKLAHOMA DEPARTMENT OF CAREER TECH EDUCATION

Dashboard
Name OK DEPT OF CAREER &
Short Name ODOC&TE
Organization Code 501000000
Organization Type ODCTE District
Organization Status Active

Step 4. Hit + (plus) sign next to Grant Process.

OKLAHOMA DEPARTMENT OF CAREER TECH EDUCATION

S s Dashboard

Ll Grant Process Field Details
’ Name OK DEPT OF CAREER &~

Short Name ODOCA&TE
Organization Code 501000000
Organization Type ODCTE District
Oraanization Status Active


https://ctims.okcareertech.org/CTBDSWeb/

Starting a New Worksheet

Step 5. Hit + (plus) sign next to ABE Process.

Oklahoma Department of Career and Technology Education

Dashboard

nic

=] |l Grant Process

Field Details

(#) i ABE Process
Name Oklanoma Department of Career and Tech
Short Name ODCTE

Step 6. Select New Worksheet / Agreement Flow

OUklahoma Department of Career and [echnology Education

= [ Grants Dashboard

B i Grant Process Field Details

Name Oklahoma Department of Career and Technolo,
o] New Worksheet / Agroweggnt Flow P ‘
’ |s] Manage Grant WorkSheets/greements/invoice/Follow-up Short Name ODCTE

Organization Code 601000000
Organization Type ODCTE District
Arnanizatinn Ctatue Artia



Starting a New Worksheet

Step 7. Complete the ABE Grant Submit Worksheet — Step 1 form. The tagged numbers on
the screen shot correspond to the instruction steps below. Many of these fields will
automatically display based on your organization login credentials.

Note: The red asterisks* represents a required field.

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

8.

Select an Organization Type, such as Colleges, Comprehensive Schools
Districts, Other Organization, Tech Center Districts or Tech Sites*.

Select an Organization by typing in the first three letters of your organization
name*.

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

Verify that Client Type* is Business Masters.

Select an Organization by typing in the first three letters of your organization
name*. This name should be the same as #2.

The Business Code* is associated with the Organization and automatically
displays after an Organization is selected.

After selecting the Organization, the bottom of the screen displays fields that
are grayed out and cannot be changed. You can view the selected
Organization's Business Master information that was previously entered in this
area.

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

oard | MNew Worksheet / Agreement Flow 3

Fiscal Cakndar Year
Crgantzation Type
Organization District:*

Warkshaet Mo

ABE Grant Submit Workshoot - Step 1

Client Basic Information For work Sheet

@rganization Type®

Organization®

(8) = Sove s nex
|
2016-2017 v | Grant Fund Type Adult Basic Education -
@ Gomprehensive Sehaols Distics v | Dganization” @ Baresville School System -
Bartiesville School System » | Program initiatve:* @ Adult Education and Literacy-731 -
WSE-161T-ARE -ADNE -ALL-T31-FAI030050- 3G90 Ba5GR AT
Business Masters » Client Type® @ Business Masters { Company) v
@ BARTLESVILLE SCHOOL SYSTEM » | Business Code” @ 9798

= View Location(s) | = View Contacl(s) @

Year Established

Primary NAICS Code

Years in Business

Mo. of hourly Employees

Highest Level if Employment

Approval Status

Year Formed

Year Len

FEI Number
witary and Secondary Schools (6111 - Secondary NAICS Code Agricuituie, Forestry, Fishing and Hunling
Years in Oklahama
o Mo of Salaned Employeas °
Client Products
Vendor Number
Year Joined

Impaact District i

6



Starting a New Worksheet

Step 8: Open the Funding Request Details form by clicking on the +(plus) sign. Complete the
form by clicking in the certifications boxes or entering the requested information. You must
put something in every box that has a red asterisk (*). Verify your DUNS number and Zip+4 for
your physical address. If your DUNS number or Zip Code is not listed, you will need to provide
that information under FFATA Information Collection Requirements. There are some small
required check boxes you must check to certify the information. You will also need to provide
your two digit Congressional District code. Under the Budget Narrative, complete all sections
identifying planned expenditures for each OCAS coding structure identifying instructional and
administrative costs. All job descriptions must be attached that are not coded 1000/100 (see
Step 9). You can cut and paste from another document to fill in the boxes. You must finish this
form and hit Save and Next for any of the information to be saved.

Dashboarnd Mew Worksheet / Agreement Flow

ABE Grant Subrmit Workshoot - Step 2

=+ Provider OrganizalgDetails < Refresh | de

FFATA Infarmation Collecti Requirements
| certity Ut the OURNS gl listed atove e Client nformation section s correct
p If the DUNS number listed e Client Information section is Not correct, please enter the comect DUNS number here
I
cae oog ‘our Ziped for the physical street address of your primary place of business. (do Not use a Zip code for a 7.0, Box ) =

| cartify that the Zip+4 listed apove (s correct and active for my school or organization =

[1.4] - Please provide your organization’s two-digit Congressional District:=

[1.2] - For the DUNS number above. verfy your organization’s registration in the federal System for Award Management (SAM) has been updated for this yea
NUPS A sam. gov). =

Budget Narrative:

Complete a narrative clearly ﬂ.l(_,llllfylflg planned expenditlures for each OCAS coding structure you wish o utillze. Each categc
apecific. ldentify the expenditures as instructional (511) and/or administrative (519).

Examples:

Supplies: Supplies and materials Including TABE test booklets, ABE student compulers, laptops, pens, penclls, and chalrs for
Other Purchased Services: Professional development for ABE instructors and staffl 1o include but not limited 1o COABE Gonfe
trainings.

Salaries

Must attach all job descriptions that are not 1000/100.

Benens

Contracted Services

PurCnased Propeny Services

Oiher Purchased Services

Supplies

Froperty

Dues and Foes

Start Registration and Tuilion

Step 9: On the Budget Line Items screen, you can click the Add Budget Line, Remove Budget
Line, or Cancel Budget Line Changes.



Starting a New Worksheet

To add a Budget Line Item:

NounkwNR

Type a Budget Line Desc (Budget Line Description)

Type Req. Units (Required Units)

Type Req. Unit Cost (Required Unit Cost)

Type Req Unit Type (Required Unit Type-Always select [Cost Per Each])

Select Add Budget Line to add more budget lines and repeat steps 1-4.

Add supporting or required attachments by clicking on the +Attachments tab.

You can Save as Draft at this point and it will save all the information you have input
on the Funding Request Details form and the Budget Line Items without submitting
for approval. This will let you stop the process and resume at a later time. You can
make any changes you need to the Funding Request Details or the Budget Line
Items before you submit selecting the line and making the changes.

Oklahoma Department of Career and Technology Education

ABE - Local Infative Coondinator

s @ @ A Buogel Line | * Remove Budgel Ling | (2 Canced Budge! Ling Changes
Biaiget Line Desc Freq. Unit Gost Req. Unf Type Wk Shieel Total
€) 5150000 | CostPer Crass
Dooks 15.00 52500 Cosl Per Cach 537500 S000  Active
$1,875.00 $0.00
Note
@ + Atlachments |

+ Acknowlodgements |

®

G Retresh  fg Workshee! Summary | W One Step Back || (5 Save as Dralt | (0 Submit For Approval



Starting a New Worksheet

Step 10: Do Not click Save & Continue yet because you are required to complete the
Acknowledgements section.

Go to the Acknowledgements by clicking the +(plus) sign.

Check the acknowledgement button, then add an Acknowledgement Note.

Oklahoma Department of Career and Technology Education

ABE - Local Infiatve Coordinator

Dashboard  Manage Grant WorkShestsiAgreementsinvoneFollow-up X New Worlksheet [ Agreement Fiow P

ABE Grant Submit Workshoo! - Stop 4

& Refresn | fgl Workshest Summary | W One Step Back | (&) Save as Drafl | &) Submit For Approval

+ Prowider Organization Details

+ Baskc Client Information

+ Project Datails

B | I U (nhesed size) * | (inheiled font) *  Fomat Y EF AN =FEE

& Refresh L Worksneet Summary  w One Step Back (3 Save as Dvalt (3 Submit For Approval




Starting a New Worksheet

Step 11: Worksheet. Summary

You can view or print your worksheet summary page to review before submitting to ensure
your worksheet/application is complete and accurate. If you need to make any changes, open

Oklahoma Department of Career and Technology Education

ABE - Local iniative Codrdinator

Dashboard  Manage Grant WorkSheetsiAgrecmentsimolcerFoliow-up 3 | New Worksheet | Agreement Fiow X A~

ABE Grant Submit Wor _..nt - Stop 4

Refresh g Worksheet Summary | W Oné Step B

i Manage Grant Woakshae

+ Provider Organization Details

(@ Save as Drat | @ Submit For Approval |

< > + Basic Client Informaion |
+ Project Datails |
=+ Budgat Line llamns |
=+ Altachments |
To print the Worksheet Summary, select the save/download button to download a pdf

that you can save or print. Do not use the printer button.

Oklahoma Department of Career and Technology Education

ABE - Local Initiative Coardinator

Grant Worksheat Summary

) Manage Grant WorkSnee
L4 >
‘Worksheet Request Number:

School Mame:
School Code:

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

Contact Person Name:

Warksheot borm Bullder lofo

17 ABE- Warkshiet
FFATA Infesmation Collecton Requaements
T catify that the DUNS number ksted above in the Cient Information section &5~ s
correct.

1f thwe GUNS rurmber listed in the Chieet Information sechion & not coredt, please 129123123
#nter the cormedt DUNS rumber bete,

13} ncmw»dcymmu{uuuplm address of your prmary  FA0S3A36

{denluﬂanﬂuda(waﬂa.m!
uuﬁpﬂwﬁs?m.ahmdnbmkmmxdmuh«mynﬁmla Yos
eganization.

4 - Hmmwm«mmkmvmmmmm 05

[IJ] For the DUNS fumber above, vrify your ofganization's registrabion inthe  Yes
deval System for Avard Misagenent [SAM] hiss been uwdated for this year?

tMmrmm.nmw i wvenSam.gov):

Budget Narmatve:

Complete a narathy ¥ danned

ms:“m\m-hwm mmmummm

10



Starting a New Worksheet

Step 12: Submitting the Worksheet

Click on the Submit for Approval button.

Okiahoma Department of Career and Technology Education =
ABE - Local instistive Coordinatnr v

5 Ticmans Dasnboard  Manags Grant WorkShestsiAgreamentsivosceFaliowup 3 | New Worksheet { Agreement Flow X

ABE Grant Submit Worksheet - Siop 4

4 Provider Organization Details © Refresh | dp Worksheel Summary  » One Step Back | () Save as Drall | () Submit For Approval

= Basic Cliand Information
+ Project Details
=+ Budget Line ltems

+ Attachments

+ Acknowladgements

€ Refesh g Worksheet Summary | w Ogff Step Back &) Save as Draft || & Submit For Approval

At this point, your worksheet/application has been successfully submitted. You
will receive an email stating your worksheet/application has been submitted
successfully to the ABE Local Finance Coordinator.

After you submit the worksheet/application, if there are any changes, you will have to go
through the Change Request process.

11



Starting a New Worksheet

Role: Local Finance Coordinator

After the Local Initiative Coordinator has created and submitted the worksheet/application,
the Local Finance Coordinator will receive an email that they can sign in and review the
worksheet/application to approve or reject. If the Local Finance Coordinator approves the
worksheet/application, it will go to the ABE Local Superintendent/CEO to approve or reject
using the same process.

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

Step 2: Verify that you are signed on with the role of an ABE-Local Finance Coordinator in the
top right hand corner.

Oklahoma Department of Career and Technology Education

ADE - Local Finance Coordinalon

Dasnboard

Name Oklahoma Department of Career and Technolagy Education

Short Name: QDCTE

Organization Code EOIDIO000

Step 3. Hit + (plus) sign next to Grants on left navigation.

OKLAHOMA DEPARTMENT OF CAREER TECH EDUCATION

Dashboard

Field Details

Name OK DEPT OF CAREER &~
Short Name ODOC&TE

Organization Code 601000000

Organization Type ODCTE District
Organization Status Active

12


https://ctims.okcareertech.org/CTBDSWeb/

Starting a New Worksheet

Step 4. Hit + (plus) sign next to Grant Process.

OKLAHOMA DEPARTMENT OF CAREER TECH EDUCATION

Dashboard

1 Grants
Name OK DEPT OF CAREER &~
Short Name ODOCATE
Organization Code 601000000
Organization Type ODCTE District
Oraanization Status Active

Step 5. Hit + (plus) sign next to ABE Process.

Oklahoma Department of Career and Technology Education

= [ Granis
= L Grant Process

[#] 5 ABE Process

Details

Oklahoma Department of Career and Technology Education

ODCTE
Organization Code 601000000
Organization Type ODCTE District
Organization Status Active

Website

Step 6. Select Manage Grant Worksheets/Agreements/Invoice/Follow-up.

Oklahoma Department of Career and Technology Education

ABE - Local Finance Coordinator

2 L oranis Dasnincanm

Bl e Grant Process
= B ABE Frocess

1] Managpe Granl WarkShe

Ciiahoma Department of Career and Technology Education
Orgame: QOCTE

gagzation Code SHO00000

offizaton Type ODCTE District

13



Starting a New Worksheet

Step 7. Complete the Manage Grant Worksheets/Agreements/Invoice/Follow-up form. The
tagged numbers on the screen shot correspond to the instruction steps below.

Note: The red asterisks* represents a required field.

Verify Fiscal Calendar Year*.

Verify Grant Fund Type is set to Adult Basic Education®.

Select your correct Organization Type from the drop down menu.

Select your Organization by typing in the first three characters of the name.
Verify the Organization District*.

Select a Program Initiative *.

Approval Function Type will remain as All.

Filter on Status will remain as All.

Select the Search button to search for any outstanding worksheets/applications
that need your approval.

LN OoUhkwNE

Oklahoma Department of Career and Technology Education

ABE - Local Finance Coordinator

Dashboard | Manage Grant WorkShestsiAgreementainvaiceFoliow-up X ~

ABE Grant Fund Workshaets List

T8 Manage Grant W Fiscal Calendar Year™ @ 20162017 + | Grant Fund Type:* @ Adun Basic Ecucation
) Ivoice Process
< > Organization Type:” @ Cotieges v Organazation.” @ Enter te first Meoe characters of any woid hat & inc o«
Organization District* @ . Program initiate* @ Select
Approval Funclion Type: = @ Al .
Filter on Siatus: * @ Al v © Search @

(@ Save changes | (@ Cancel changes ) Export to Excel

A Provider Name ‘Worksheed Approval Curme. Workshes

14



Starting a New Worksheet

Step 8: After hitting the Search button, the worksheet/application that needs to be approved
will be listed. Select the worksheet number to open the worksheet.

DOklahoma Department of Career and Technology Education

ABE - Local Finance Coordinates -

Dashoard ge efoliowup X -

ABE Grant Fund Worksheets List

| Fiseat Calendar Year* 20162017 v | Grant Fund Type* Adult Basic Education

G ivoice Process |
< 3 Grganization Type:* Comprenensive Schooks Districts v Organization:* Samgle School System v
l Organtzation Dstrict * Sample Scnool System » | Program initiative.* Ault Education and Literacy-731 .
Approval Function Type: * Al »
Filter on Status * All | O Search

G Save changes () Cancel changes @] Expor 1o Excel

A Provider Name Warksheet Approval Current Stage worksheet . Worksheet Agrecment

- W ¥ Sample School System ABE Local Finance Coordinalor - 200 ooz, WE-1617-ABE-ABE-AEL-T31-GR930504. . Mev
I

Step 9: ABE Grant Submit Worksheet - Step 2. Open each section of the worksheet by hitting
the + (plus) sign beside the title. Verify the contents of each section of the worksheet. We
recommend you print a pdf of the worksheet summary to help with project and budget
verification.

ABE - Local Fmanoe Coordingtor v

Manage Grant WorkSheetsiagreementsinvoicesFoliow up X WS- 1617T-ABE ABE-AEL-T31-63093050-433804CB32CT - 1st Stage ¢

ABE Grant Submit Worksheset - 5

= Provider Organization Details © Refresh | 4 workshoet Summaty | # Next Sty

Fiscal Calersdar Year* 2162017 ,  Grant Fund Type * AduR Basic
Organization Type:* Comprenensive Schools Destncts »  Drpanization®
Sample  School System . Program infiatve-

WE-161T-ABE-ABE-AEL-T31-631093050-433804C832C

+ Basic Client Information |

< Funding Request Deiails |

€ Refresh  fg Worksheet Summary | (2 Change Reques! | = Next Step

15



Starting a New Worksheet

Step 10: ABE Grant Submit Worksheet — Step 2

After verifying the information by opening each screen by hitting the + (plus) sign, select Next
Step.

Okiahoma Department of Career and Technology Education

5 I Grants Dashibaand Manage Grant WarkShealwAgreemenisinvoicaFoliow up X WS-1617-ABE-ABE -AEL-731-530093050-433804CH32C1 - 2nd Approval Stagegs

=} i Grant Process

ABE Grant Submit Worksheot - Step 2

[E) W ABE Process

M #anage Grant WorkSnes Refresn & Worksheet Summary -ms‘ep|

4 Provider Organization Details

< > = Basic Chent Information

+ Funding Request Details

|
& Refresh  f3 Woskshest Summary | (3 Change Request | Next Step

Step 11: ABE Grant Submit Worksheet. Verify the information in the budget is correct. If you
need to make a change, select Change Request and follow the instructions to make the

changes.

Oklahoma Department of Career and Technology Education

Manage Grant WorkShedtsiAgreementsinvoiceFoliow-up X | WS-1617-ABE-ABE-AEL-T31-631093050-433804CHB32C1 - 151 Stage X

Dashboard

ABE Gram Submil Woakshesl - Slap 3

@ Change Request

+ Provider Organization Dtails G Refresn g Wirksheot Summary | One Step Back @

+ Basic Chent Information

+ Project Datails

= Budget Line ltems

Grant ARocation

Sub Award ASocation Worksheet Budgeted Agreemend Budgeted Fully Approved Involced Agresment Unbudgeted = (Allocated - Agrmt  Remaining to invoice

13254621 13251621 5000 50,00 Budgeded) 5000

$132516.21
® W
g, Units Feg. Unn Cost Ry, Unit Types o ot g, Totl

Instnictiona Salaies 1 $50,616.00 | Cost Per Each | $55 616,00
Instructional Banefis 1.00 $18,050.00 | Cost Per Each $18,050.00 5000 Actve
Insinuctional Supgies 1,00 $45.248 51 CostPer Fach $45. 248 61 $000  Actve
Adminslralive Saanks 1.00 $2.541.17 | Cosl Pér Each 59.54117 S000 | Ackve
Administrative Benefils 1.00 51,060 13 Cost Per Each 5106013 5000 Ackve

16



Starting a New Worksheet

Step 12: If the budget is correct, select Approval Process.

Okiahoma Department of Career and Technology Education 3
ABE - Local Fmance Coordinator v

5 Torants Dashbcard  Man

Gran! WarkSheets/Agreementa/invoice/Follow-up X WS-1617-ABE-ABE-AEL-T3-6M093050-433604CB32C1 - 151 Stage X

ABE Grant Submit Worksheet - Step 3

| + Provider Organizaton Detads © Hefresh | dg Workshest Summary W One Step Back ® ) Change Request |

| = Basa: Chant Information
| + Project Detalls

| M Budgef Line ifems

! & Attachments

| + Acknowladgements

& Refresh | [ Workshest Summary | = One StepBack (& @ (% Change Request (&) Approval Process

Step 13: Approval Process - ABE Grant Worksheet Approval.

1. At this point, you can see that the worksheet/application is at the Local Finance
Coordinator Stage (2" Stage).

2. Select the Reject button to reject the worksheet/application, (A rejection note is
required, or

3. Select the Approve button to approve the worksheet/application.

After hitting the Reject or Approve button, the system will ask, “Are you sure?” Hit cancel or ok. If ok,

the application has been successfully approved or rejected. If approved, an email will be sent to you
and the next approver (ABE Superintendent/President).

Oklahoma Department of Career and Technology Education

ABE - Local Finance Coarsnator .

= ] o]

Request Numbar

WSAGTT-ABE-ABE-AEL-TI1-E3093050-433804CRIZCT

Approval Stage: Approval Date Approver Role  Approved By Approver Email  Approvil Stilus

ABE Local ilsitive Coordinator SRV2NTIZE..

Local Superntendent/CED - Jed G207 1223

» ABE Local Finance Coordinator 6/21:2017 1220 ABE - Local ., Denise - Chri, Denise. Chaist Canced for C. New Frocess ‘
ABE State Infiative Supervisor - 6212017 12:23 |
|

Current Approval Stage Infermation

Approved By" Chelsty Denise Approval Stage” 2nd Approval Stage
Approvar Schoal” Okfahom:a Depariment of Carser and Technology Fducation  APPPoVEr Rola® ABE - Local Finance Coardinsior
Approver Email® Dentste Chisty oarsenech ok gov PRIV [ 062172007 ]
ApprovalRejection Note
Foemat B U |E® W FET @B

17



Starting a New Worksheet

At this point your worksheet/application is successfully submitted. You will
receive an email stating your worksheet/application has been submitted
successfully to the ABE Superintendent/President for review.

18



Starting a New Worksheet

Role: ABE Local Superintendent/President

Steps 1-13 are the same as the ABE Local Finance Coordinator above: After the ABE Local
Finance Coordinator approves the worksheet/application, the ABE Superintendent/President
will receive an email that a worksheet/application is ready for review. They will use the same
steps outlined above, using the role of ABE Local Superintendent/President in Step 2 and
following each step.

At this point your worksheet/application is submitted. You will receive an email
stating your worksheet/application has been submitted successfully to the ABE
State Staff for review.

19



Starting a New Worksheet

Role: ABE State Initiative Supervisor

Steps 1-13 are the same as the ABE Local Finance Coordinator above: The review and approval
or rejection process continues using the steps above for the ABE State Initiative Supervisor.
After the worksheet/application is approved by the ABE State Initiative Supervisor, the
Agreement Approval Process begins.
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Submitting the Agreement

ABE Agreement Process

Objective: This section will take you through the Agreement Process for an ABE
worksheet/grant in CTIMS.

Roles: Worksheet/Application Agreement Process
ABE Local Finance Coordinator
ABE State Initiative Supervisor

After the Worksheet/Application has been approved through the ABE State Initiative Supervisor
level, the school will receive an email from the ODCTE ABE office with the official approval
notification.

Note: Please log in using Microsoft Explorer version 11 or higher. CTIMS is currently not
compatible with other browsers.
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Submitting the Agreement

The following steps should be followed to finish the approval and agreement process in CTIMS.
Role: Local Finance Coordinator

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

Step 2: Verify that you are signed on with the role of an ABE Local Finance Coordinator in the
top right hand corner. Your account will probably automatically come up as ABE-Local Finance
Coordinator, but if not, use the drop down arrow to select the correct role.

Oklahoma Depariment of Career and Technology Education

ABE - Local Finance Cooidinator v

Okianoma Department of Career and Technolagy Education
Shon Name: OODCTE

Organizabion Code GOHOOD0O0

Step 3. Hit + (plus) sign next to Grants on left navigation.

OKLAHOMA DEPARTMENT OF CAREER TECH EDUCATION

) Dashboard
Field Details
Name OK DEPT OF CAREER &
Short Name ODOC&TE
Organization Code 501000000
Organization Type ODCTE District
Organization Status Active


https://ctims.okcareertech.org/CTBDSWeb/

Submitting the Agreement

Step 4. Hit + (plus) sign next to Grant Process.

OKLAHOMA DEPARTMENT OF CAREER TECH EDUCATION

Dashboard
Name OK DEPT OF CAREER &~
Short Name ODOC&TE
Organization Code 601000000
Organization Type ODCTE District
Oraanization Status Active

Step 5. Hit + (plus) sign next to ABE Process.

Oklahoma Department of Career and Technology Education

Dashboard

=] L Grant Process
[#] 5 ABE Process

N Oklahoma Department of Career and Technology Education
’ Shog Name ODCTE
Qfanization Code 601000000

Organization Type ODCTE District

Field

Details

Organization Status Active

Website

Step 6. Select Manage Grant Worksheets/Agreements/Invoice/Follow-up.

Oklahoma Department of Career and Technology Education

ABE - Local Finance Coordinator

& Granl Process
= [ AGE Pracess

1, Manage Granl WorkShee
5 Invnice Process
>

Oklahoma Depariment of Career and Technology Education
QOCTE

SOOA0003

ODCTE District
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Submitting the Agreement

Step 7. Complete the Manage Grant Worksheets/Agreements/Invoice/Follow-up form. The
tagged numbers on the screen shot correspond to the instruction steps below.

Note: The red asterisks* represents a required field.

Verify Fiscal Calendar Year*.

Verify Grant Fund Type is set to Adult Basic Education®.

Select your correct Organization Type from the drop down menu.

Select your Organization by typing in the first three characters of the name.
Verify the Organization District*.

Select a Program Initiative *.

Approval Function Type will remain as All.

Filter on Status will remain as All.

Select the Search button to search for any outstanding worksheets/applications
that need your approval.

LN OoUhkwNE

Oklahoma Department of Career and Technology Education

Dashbcard | Manage Grant WorkSheetsAgreementsinvoiceFolow-up X ~

ABE Grant Fund Worksheals List

Fiscal Calendar Year @ 20162017 it Fund Type:® @ Adust Basic Education

rganization Typi:* @ Comeges . Organization @ Enter e st hree characters of any word that s incl v
Onganiration District* @ ., Program initiasie @ Salect
Approvad Function Type: * @ All v
Firer on Status: * @ . + | o semrcn @

@ Save changes | (@ Canced changes | §) Fxpart 1o Excel

A Provider Name Woarkesheet Appraval Curre: Wotksheet Woarksheet Agraement Approval Cu
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Submitting the Agreement

Step 8: After hitting the Search button, select the new agreement by clicking on the word New
in the agreement column.

Okiahoma Department of Career and Technology Education

ABE - Local Finance Coordinator v

Dasnonard | Manage Grant aiFaliow-up X

=) 4 Grants

ABE Grant Fund Workshests List

Fiscal Calendar Year® 2016-2017 v Gran! Fund Type™ Adult Basic Education -
Quganization Type:* Comprehensive Schooks Districts ¥ | Organizalion:® Sarnple School Syslem »
i Cwganization District:* Sample School System v  Program infiative:* Aduit Education and Lieracy-731 ¥
Approval Function Type: = I .
Filler on States. * All » | | O Search

G Canced changes | ] Export to Exced

(@ Save changes

A Provider Name Wiorkshest Appeoval Currie Wonsheet Agreement

# M Samgle School System ABE Stale initative Supery. 0302201, W5-161 T Mewe-Dra

Step 9: Project Details: Expand the Project Details section by hitting the +(plus) sign and enter
your negotiated Indirect Cost Rate (or F&A) from your cognizant agency.

Okiahoma Department of Career and Technology Education

ABE - Local Finance Coordinator -

5 TG Dashbodrd  Manage Gant WarkSheetsiagreementsinviceFolow-up X | New X ~
} ABE Grant Agresment
5 F—— > Retesn | g Agreement Summary | @ Save as Dan | @
4 Provider Organization Datails o : ® |
1 Bwnice: Process
< > & Basic Client Information

= Project Details
Cantact Name Project Dae* Indirert Cost Rate
—Seled— v TROE ]

Operating Unit Purchase Crder Nsmber Purcnase Order Date:
B2017

< Budget Line ltems
=+ Atlachments

+ Acknowledgements

i” Summary Report —Seie- . & Retresn | 43 Agreement Summary | ® Save as D @ @
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Submitting the Agreement

Step 10: ABE Grant Agreement: Open the Budget Line Items section by clicking on the + (plus)
sign.

Okiahoma Department of Career and Technology Education

ABE - Local Finance Coordinator

Dashioid  Manage Grant WarkShedts/AgreementsiivoiceFollowup X | New X ~

ABE Grant Agreament

& Provider Organization Dalails & Refresh | g Agreement Summary @) Save as Drall | (&

+ Basic Chent Information

= Budget Line ltems
‘ Grant Allocatian

Sub Awand Allcation 1 Buggeted Agreement Budgeted Fully Approved Invoiced Agreement Linbudgeted = (ARocated - AGIL  Remaining 1o Invoie
$132516 1 /51621 $0.00 $0.00 Budgeted) $0.00
$132 516 21

Buiget Line

Agreement Ling Desc und Cost  Heq. Unit Type

Instructional Saaries T $S8BIG00 | Cost Per Each $54,616.00 SS616.00  Actve I
Instructicnal Benefits 1 $18.05000 Cost Per Each $18.050.00 $18.05000 Active
Instrictional Supplies 1 84524891 | CostPer Each $45,248.91 $4524891 | Actve
Administrative Salaries 1 $9.54117 | Cost Per Each £9,541 17 £9.541.17 | Active I
Administratie Bencits 1 $1.060.13 | Cost Per Each $1,060.13 $1.060.13 | Actve I

Step 11: ABE Grant Agreement — OCAS Codes. Go to the Budget Line Items. Click inside the blank
box under the Budget Line (OCAS CODE) column. Enter the OCAS coding for each of the line items in the
following order: Object-Program-Function Code (e.g. 100-511-1000). As you begin typing the OCAS
code, a drop down of OCAS codes will come up that you can select from. Select the valid OCAS code for
each budget item. After entering all OCAS codes, “Save as Draft”.

Okkahoma Department of Career and Technology Education

ABE - Local Finance Conrdinatar

Dashbosrd  banage Grant WorkSheets/Agresment New 23
= e 58
+ Provider Organization Delais & Retresh | [ Agreement Summasy | 39 Save as D (@ vil |
& invoice Process
< > = Basic Client information

+ Project Details

= [ydget Line ltams
Grant ABGcation
Sub Award Alocation Worksheet Budgeted Agreemen Budgeted Fulty Approved Invoiced Agreement Unbudgeted = (Allocaled - Agnmi.  Remaining to Invoice:

$132,516 21 5132516 71 000 $0.00 Budgeled) 000
13251621

® =

Units

Agreement Line Desc Unit Cost  Req Unt Type Tatal Approv Total

Cosl Per Cach s5A G600 | 358 616 00 |

Insinpctional Salaries 558 61600

Instructional Benefis. 1 S18.05000 Cost Per Each £18,060.00 S1B050.00  Active
Instructional Supples 1 54524051 CoslPer Each 54524091 54524091 | Active
Administratee Salanes 1 454117 Cosl Per Each 5454117 954117 | Active

Adminisbiatve Benehts 1 $1.060.13  Cosl Per Each $1,060.12 $1.06013  Active
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Submitting the Agreement

Save as Draft before checking acknowledgements.

Step 12: ABE Grant Agreement -Acknowledgements. Scroll down the page to the
Acknowledgement tab. Click the certify box and put in an acknowledgment note.

Oklahoma Department of Career and Technology Education

ABE - Local Fmance Coondinatos -

Dachboand  Manage C VeBts ¥ wap X =

ABE Granl Agreement

| + Provider Organization Details © Refresh gl Agreement Summary | @ Save as Dran | &

=+ Basic Chent Information

+ Prgject Dotails

=+ Budget Line lems

= fAcknowladgements

* By checking tis box, | certfil that the submitted CTIMS ABE agresment budget and coding matches our Systems accounting software budget and coding

Acknowledgement Note*

v {inherited fonl} v | Format E ¥ 3B =EZI

B 7 U (inhenied

BA Summary Report Select ¢ Retresn | [ Agreefent 5

Step 13: ABE Agreement Submit for Approval. Select Submit for Approval. The agreement will
now go back to the ABE State Initiative Supervisor for approval.

Oklahoma Depariment of Career and Technology Education

AHBE - Locai Fmance Coordinator i

© Refresh | 4l Agreement Summary | @ Save s Dran | & Subait For Approval

ABE Granl Agreament

= Provider Organization Details

I Maanag: Grant WorkSher
5 Iovoiee Process
< »

Fiscal Calendar Year F016-2017 » | Ge3N Fund Type:* Addul Basie Education

Organizaton Type ™
Qrganization District™
\Workshest No'*

Agreement ot

o Basic Clent Information
+ Project Details

= Budgel Line ltems

+ Allachments

+ Acknowledgemeants

BA Summary Report Selact

Comprehensive SChouss Disiricts v Diganization”

Shawnes School System w | PROgTam infbative.
WS-1617-ABE-ABE-AEL-731 631093050-43364CEIZC

WEAG-1E1T-ABE-ABE-AEL-T-6N093050- TAEDSED02810

. & Refresh | Agreement flimmary @ Save as Dran G2 Submit For Appeoval |

Sharamee Schoo System ’

Adul Education and Literacy-731 -
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Submitting the Agreement

Role: ABE State Initiative Supervisor

Steps 1-13: The review and approval or rejection process continues using the steps above for
the ABE State Initiative Supervisor. The ABE State Supervisor will select the agreement
number to review and approve. After the Agreement is approved by the ABE State Initiative
Supervisor, the Local Finance Coordinator can begin submitting invoices.
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Invoicing

ABE Invoice Process

Objective: This section will take you through the steps to submit an invoice for payment.

Roles: Invoice Process

ABE Local Finance Coordinator
ABE State Initiative Supervisor

ODCTE Finance Reviewer

Note: Please log in using Microsoft Explorer version 11 or higher. CTIMS is currently not
compatible with other browsers.
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Invoicing

Role: Local Finance Coordinator

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

Step 2: Verify that you are signed on with the role of an ABE-Local Finance Coordinator in the
top right hand corner. Your account will probably automatically come up as ABE-Local Finance
Coordinator, but if not, use the drop down arrow to select the correct role.

Okiahoma Department of Career and Technology Education

ABE - Local Finance Coordmator T

Name Hdanoma Depanment of Career and Technalogy Education

Shon Name: OOCTE

Crganization Code EHNO0000

Step 3. Hit + (plus) sign next to Grants on left navigation.

OKLAHOMA DEPARTMENT OF CAREER TECH EDUCATION

Dashboard
Name OK DEPT OF CAREER &
Short Name ODOC&TE
Organization Code 501000000
Organization Type ODCTE District
Organization Status Active
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Invoicing

Step 4. Hit + (plus) sign next to Grant Process.

OKLAHOMA DEPARTMENT OF CAREER TECH EDUCATION

Dashboard

i Grant Process Field Details

Name OK DEPT OF CAREER &~
Short Name ODOC&TE

Organization Code 601000000

Organization Type ODCTE District
Oraanization Status Active

Step 5. Hit + (plus) sign next to ABE Process.

Oklahoma Department of Career and Technology Education

Dashboard

=) L Grant Process
[+ LE ABE Process

Field

Details
Oklahoma Department of Career and Technology Education
Name ODCTE

fanization Code 601000000

Organization Type ODCTE District

Organization Status Active

Website

ABE - Local Finance Coordnator

Oklishema Degariment of Career and Technology Education

= Manage Granl WorkStiee

L& Imvoiee Process ODCTE
’ 2 j Code GOIOD0D00
 Type ODCTE District
1 Slalus Adctive
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Invoicing

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

Note: The red asterisks* represents a required field.

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

Verify Grant Fund Type is set to Adult Basic Education®.

Select your correct Organization Type from the drop down menu.

Select your Organization by typing in the first three characters of the name.
Verify the Organization District*.

Select a Program Initiative *.

Approval Function Type will remain as All.
Filter on Status will remain as All.
Select the Search button.

O N OoUhk,wNRE

©

Oklahoma Department of Career and Technology Education

ABE - Local Finance Coordinaor v

) Diceants Dashboard | Manage Grant WorkSheets/AgRementsimaioe Eollow-up ]
G ABE Grant Fund Worksheets List
B manage Gt W Fiscal Calendar Year* @ 20162017 . Grant Fund Type™ @ Adult Basic Edueation -
o tvoae Process
< > Crganization Type:" @ Cotieges . Otganization* @ Enter the Trst three characiers of any word mat s incl v
Orpanization Clistrict* @ . Program infiathve * @ Selact
Approval Function Type: * @ Al -
Filter an Status: * @ iy ¥ | |G Sewch @

(@) Save changes | (@ Cancel changes || &) Export to Excel

A Provider Name Workshest Approval Cumre. Winrkshest Woarkshest
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Invoicing

Step 8: ABE Grant Fund Invoices List - After hitting the Search button, select New Invoice to
start the invoice process, not the + (plus) sign.

Okiahoma Department of Career and Technology Education

ABE - Local Finance Coorsnaton

Dishboard | Involce Process %

[ Manage Grant WorkSnes! Fiszat Calendar Year® 201627 + Grant Fund Type® Adul Basic EGucation v
< > Crganization Type:® Comprenensive Schooks Districts v Organization® Sample Schol System v
Crgandzation Distnct* Sample Sehaol System y | PrEgEAM nitEtve: Aduit Edueaton and Litaracy-731 -

Grant Worksheet'Agreementinvoice List  Manage Grant Invosces.

Agproval Funcian Type: * A0

Filer on Status. a v | o seancn

&) Export 1o Excel

Agreement Approv...  Agreement Approv.

Mew Invod Frovider Name Agreesmant 8 Agreement Submission Date

@ ew invoice 0ogEYstem WSAG- 1617 ABE-ABE-AEL-731-6309305. No 0212017 14:43.47 ABE State Superyl...  Fully Approved

Step 9: ABE Grant Submit Invoice - Step 1 - Verify that the information is correct by expanding
each section by hitting the +(plus) sign. Select Save & Next.

Oklahoma Department of Career and Technology Education

ABE - Local Fmance Coordinator -

Drashibxoard Invoice Process X New Invoice

ABE Granl Submit Invosce - Step 1

4 Provider Organization Datails

<+ Basic Client information

e Project Datails

G Refresh | s Save & Next |

7
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Invoicing

Step 10: ABE Grant Submit Invoice — Step 2.

Under the Invoice Line Items tab, select the budget line item you want to invoice by clicking on
the + (plus) sign. You can invoice all or part of the budget line.

Oklahoma

ent of Career and Technology Education

ABE - Local Finance Coordinasor

(=] i} Grants TOOESS W New Invoice X

= ¥ Grant Process ABE Gramt
=l 6 ABE Process

G Retresn | dg) Involce Summary | = One Step Back ) &ave as Draft | &) Submit For Approve

< Manage Grant WorkShee = Provicder Orgamzation Datails
< > = Basic Client Information
+ Project Detaits
+ Grant Allocation
gice Line ltems
Budgat Line(.
[ | Agreement Line . Program - Functk O Descriphon Approv Total - Avi 1o Inv Currend LI Tatal inval
“ M & Instuctional Salaries 511-1000-100 511 - ABE Implementation Funclion-1000 -, £58,616.00 £55.616.00 $58.616.00 £0.00 20.00  Instruc -
[ @ & Instuctional Benefts 5111000200 | 511 - ABE Implementalion Funchion-1000 $18050.00  $1805000  $18.050.00 $0.00 $0.00  Instruc
& Instuctionl Supples 511-1000-600 511 - ABE Implementation Funclion-1000 -.. 54524891 £45248.91 54524801 20.00 £0.00  Instruc
# [ Adminisirative Salary 511-1000-100 | 511 - ABE Implementation Function-1000 954117 $9,541.17 $9,541 17 $0,00 $000  Ademink
W T Administrat ehits S11-1000-200 | 511 - ABE Implementation Function-1000 -, $1.060.13 $1,060.13 $1,060.13 $0,00 $0.00  Admink
£ >
$132,516.21  $132.518.1  $1325180 $0.00 $0.00
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Invoicing

Step 11: Attach the OCAS Expenditure Summary and Detailed Reports that match the amount
of reimbursement you are requesting. Attach receipts and invoices. Expenditure Summaries,
Budget Analysis and Expenditure Analysis will no longer be accepted. Detailed and Summary
Expenditure Quarterly Reports are required.

To attach a document, go to the Attachments tab, Browse your computer for the file, select
Upload and Save File.

ABE - Local Finance Coorfinator -

ABE Grant Submat Invowce - Slep 2

© Refresh | dg Invoice Surmmary | W One Step Back | (=) Save as Drall &) Submit For Approval

| = Provader Organuzation Detals

| = Basic Clhent Informabion

| = Granl Allocation

| = Invoice Line llems

| = Allachments

Browss:

Browse.. m Upload & Save me

Attachment Note:

A Artinlinartvee fieicl | Downinad 2l e

Step 12: Scroll down and expand the Acknowledgement tab. Check in the boxes to certify that
the information is correct. If this is the final payment, check the Is final payment? box. Put in
an acknowledgement note. Select the Submit for Approval button.

Oklahoma Department of Career and Technology Education

ABE - Local Finance Coondinaior

 Project Datails

+ Grant Allocation

I3 final payment?

Acknawiedgemment Note.”

B 1 U (nhered sioe) v | (mhented font) v Format + EEE3m o= E @

© Fetesn || g voice Summary | W One Syl Back ) Save a5 Dral (& Submit For Approval |

4
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Invoicing

Step 13: The invoice request will go to the State Initiative Supervisor and the Finance Reviewer
to be approved or rejected.

Note: Recipients are held to the 5% administrative cost rate or the negotiated rate of actual
expenditures, not budgeted. Each invoice/claim must be submitted at the site’s negotiated
administrative cost rete. The site may elect to apply indirect costs/administrative costs to their
grant until the final claims. If sites elect to invoice above their approved administrative rate,
they must complete an estimated year-end projection. The projection must be approved
before invoices are approved. A projection template is available on the ABE Forms website.
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Initiating an ABE Change Request

Process: ABE Change Request

After a worksheet/application is submitted for approval, you must go through the Change
Request Process to make any changes.

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

Step 2: Verify that you are signed on with the role of an ABE-Local Initiative Coordinator in the
top right hand corner. Your account will probably automatically come up as ABE-Local Initiative
Coordinator, but if not, use the drop down arrow to select the correct role.

Cklahoma Department of Career and Technology Education

ADE - Local Finance Cogrdinator

Okiahoma Depanment of Carser and Technology Education
Short Name: ODCTE

Crganization Code GOIDD0OO0

Step 3. Hit + (plus) sign next to Grants on left navigation.

OKLAHOMA DEPARTMENT OF CAREER TECH EDUCATION

Dashboard
Field Details
Name OK DEPT OF CAREER &
Short Name ODOCS&TE
Organization Code 601000000
Organization Type ODCTE District
Organization Status Active
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Initiating an ABE Change Request

Step 4. Hit + (plus) sign next to Grant Process.

OKLAHOMA DEPARTMENT OF CAREER TECH EDUCATION

Dashboard

[=] UIGrants
Ll Grant Process Field Details

OK DEPT OF CAREER &

Name

Short Name ODOCS&TE

Organization Code 601000000

Organization Type ODCTE District
Active

Oraanization Status

Step 5. Hit + (plus) sign next to ABE Process.

Oklahoma Department of Career and Technology Education

[ Grants
=/ b Grant Process Field Details
[# W@ ABE Process

Oklahoma Department of Career and Technology Education
ODCTE

Organization Code 601000000

Organization Type ODCTE District

Organization Status Active

Website

Step 6. Select ABE Manage Grant Worksheets/Agreements/Invoice/Follow-up.

Oklahoma Depariment of Career and Technology Education

ABE - Local Finance Coarsnator

B Rincice Gimnl Wil Odahoma Departmend of Career and Technology Education

ODCTE

1 Invoice Process

>

38



Initiating an ABE Change Request

Step 7. Complete the ABE Manage Grant Worksheets/Agreements/Invoice/Follow-up form.
The tagged numbers on the screen shot correspond to the instruction steps below. Many of
these fields will automatically display based on your organization login credentials.

Note: The red asterisks* represents a required field.

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

Verify Grant Fund Type is set to Adult Basic Education®.

Select your correct Organization Type from the drop down menu.

Select your Organization by typing in the first three characters of the name.
Verify the Organization District*.

Select a Program Initiative *.

Approval Function Type will remain as All.

Filter on Status will remain as All.

Select the Search button to search for any outstanding worksheets/applications
that need your approval.

oo N ok whRE

Oklahoma Depariment of Career and Technology Education

Dashboard | Manage Grant WorkSheelsiAgreementsinvoiceFolow-up X ~

ABE Gianl Fund Workshesls List

Fiscal Calendar Year” @ 20162017 . Grant Fund Type:~ @ Ayt Basic Egucation
€ Organization Type” @ Colieges v CHgEnizaton” @ Enftier the frst Meee characters of any word thal is ind «
Organization District * @ . Program initiative- @ celect
Approval Function Type: * @ Al 5
Fifler on Status: * @ a v | 0 search @

@) Save changes | (&) Cancel changes | ] Expont o Fxcel

Woarksheed Approval Curre. Whorkshest ‘Workshest
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Initiating an ABE Change Request

Step 8: After hitting the Search button, the worksheet/applications that are in the approval
process will be listed. Select the worksheet number to open it.

nd Technokogy Educafion

ABE - Local Finance Coorgnalorn v

Dashooard | Manage Grant WorkSheets/AgreemenisAnvoice/Folow-up X

ABE Grant Fund Worksheets List

Fiscal Calsndar Year* 2016-2017 »  Grant Fund Type:* Adull Basic Education v
Grganization Type:* Comprehensive Schoals Districts » | Organization:* Sample Scnool System b4
Organization District* Sample Sthuol System v | Program Infiathe.* Adull Education and Literacy-131 v

Approval Function Type: * All -

Fifter on Status: * All = | @ Search

(= Save changes | (0 Canced changes ] Export 1o Excel

der Name Wonksheet Approval Cibre

H & Sample Scnow System ABE Local Finance Coordmalor - 2

= Do
= i Gran

&l E ADE Process

~ Provider Organization Delails & Fetresh | g Worksheet Summary | Next Slep

< Fiscal Calerctar Year * 2016-2017 o | Grant Fund Type* Adull Basic Education -
Organization Type™ Comprehensive Schaols Distrncts v | Organizaion: Sample School System v
Organization District* Sample Schooi System »  Program infiative Adult Education and Literacy-731 .
Worksheet No* WE-1617-ABE-ABE-AEL-T31-5H09I050- 4338040 B32C1

+ Basic Client Information

+ Funding Request Details A
|

€ Rekesh g Workshee! Summary (2 Change Reques! = Nex(\tep
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Initiating an ABE Change Request

Step 10: The Change Request process cancels the worksheet/application approval process.
Click OK to continue.

Changa Raquast

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

Are you sure?

Step 11: You can now make any changes to the worksheets or budget items. After making the
changes, select Submit for Approval.

Oklahoma Depariment of Career and Technology Education

ABE - Local Finance Coordinator—— »

ABE Grant Agreament

=) oL Grants

|:JUJ- :ill'-u":[:':"‘ — Provider Organization Details © Reesh | g Agreement Summary @ Save as Dran | @ Suomin For Approval
B Marage Granl WorkShec I
7 Imvnice Frocess FIsc Goienoar Yoo G017 & Grant Fund Typec Atult Base Foucaticn
i ? Organezation Tyge* Comgrenensive Schools Disticts | Organcation.” Shawnee Scnoal System .
Organeation Distnct™ Shawnee School System | Program initattve: Adult Egucation and Literacy- 731 -
Worksheet Noc* WS-1617-ABE-ABE-AEL-TI-63I093050-430804CEI2C1
Agreement No.* WSAG-1617-ABE-ABE-AEL-T31 63093050 TAEDSS0D2810

# Basic Client Information
| Project Details
[ = Budgel Ling llems

+ Attachmeants

[ + Acknowledgemants

ry &) SaveasDral () Submit For Approval | ()

'

BA Summary Report -Selart . @ Refresh | 3 Agraement Su
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Initiating an ABE Change Request

Step 12: Select Approve to send changes to next approval level.

Oklahoma Department of Career and Technology Education

ABE - Local Finance Coonsnator -

Approval Process - ADE Grant Workshee! Approval A

NGTE: Enter ApprovalRegection Nobe snd then Click on Approal bution o finalize your chang

Request Number

WS1617-ABE-ABE-AEL-731-631093050-433804CRI2C1

Approver Role Appoved By Approver Emall - Approvil Stitus - Mol Private: Note

Approvill Dan:

ABE Loc Infliative Coordinator 22N

» ABE Local Finance Coordinatol 6212017 1222 ABE - Local. Denise - Chri. Denise Chaist Cancel for C. Mew Process.

Local SuperintendentiCED - 3rd. SRARNT 1233

ABE State initiabive Supenvisor -, | 6212017 1223

Current Approval Stage Infermation

Approved By Chiisty Denise Approval Stage” and Approval Stage
Appraver Schoal® Oklahoma Department of Caseer and Technology Education Approver Role® ABE . Local Finmice Coardnalor
Approver Emai” Dentse Chisty@careenec ok pov Appreval Date” 0212017 o

ApprovaliRejection Note

Fomat  « B J U F ¥\ ¥ 5 E T ol R

Step 13: After the worksheet is approved and an agreement is made, you cannot make changes
to the worksheet, only the agreement.

NOTE: Once a change request is initiated by a user, it must be completed by the same user.
Change Requests are author based, not role based.

ABE Budget Adjustment Process

Change Request or Budget Adjustment?

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

Budget Adjustment — To make budget changes on an agreement after it has been approved by

ABE staff, use the Budget Adjustment Process. This can only be performed by the ABE Local
Finance Coordinator.
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Requesting a Budget Adjustment

Requesting a Budget Adjustment
Logging in to CTIMS

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

Or,

Go to http://www.okcareertech.org/ and select Web Apps in the red bar at the top of the page.
Do not select the Login selection in the red bar. This is not the CTIMS login. Select CTIMS
(Career Information Management System) from the menu. CTIMS will be all the way at the top
of the page. Make sure you are logging in to CTIMS and not another application.

Note: Please log in using Microsoft Explorer 11 or higher. CTIMS is currently not compatible
with other browsers.

Roles: Budget Adjustment Process

ABE Local Finance Coordinator

&

ABE State Initiative Supervisor

43


https://ctims.okcareertech.org/CTBDSWeb/
http://www.okcareertech.org/

Requesting a Budget Adjustment

Process: Budget Adjustment

After the worksheet/application and the agreement are approved, you must go through the
Budget Adjustment Process to make any changes.

Step 1: After logging in to your CTIMS account, verify that you are logged in with the role of an
ABE-Local Finance Coordinator in the top right hand corner. Select the + (plus) sign next to
Grants, Grants Process, ABE Process, then Manage Grant
Worksheets/Agreements/Invoice/Follow-Up.

Okiahoma Department of Career and Technology Education

ABE - Locad Finance Coordinatar T

Details

Okiahoma Department of Carser and Technalogy Education

Short Name QDCTE

Organiration Code EOID0A000

OKLAHOMA DEPARTMENT OF CAREER TECH EDUCATION

Dashboard
Name OK DEPT OF CAREER &’
Short Name ODOCS&TE
Organization Code 601000000
Organization Type ODCTE District
Organization Status Active

OKLAHOMA DEPARTMENT OF CAREER TECH EDUCATION

Dasnboard

I Grams

MName OK DEPT OF CAREER &~
‘ Short MName ODOCETE

Organization Code G0I000000

Crganization Type ODCTE District

Ciraanization Status Active
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Requesting a Budget Adjustment

Oklahoma Department of Career and Technology Education

Dashboard

]

= [l Grant Process
[+ Lb ABE Process

Details
Oklahoma Depariment of Career and Technology Education
Shortlame ODCTE

flanization Code 601000000

Organization Type ODCTE District

Organization Status Active

Website

Oklahoma Department ol
ABE - Local Finance Coorsnator

Details

T L
R Mahage Grart WokShoe! Odahoma Department of Career and Technology Educalion

1% Invoice Process Snor Name
>

OOCTE
01000000

ODCTE District
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Requesting a Budget Adjustment

Step 2: Complete the Manage Grant Worksheets/Agreements/Invoice/Follow-up form. The
tagged numbers on the screen shot correspond to the instruction steps below. Many of these
fields will automatically display based on your organization login credentials.

Note: The red asterisks* represents a required field.

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

2. Verify Grant Fund Type is set to Adult Basic Education*.

3. Select your correct Organization Type from the drop down menu.

4. Select your Organization by typing in the first three characters of the name.
5. Verify the Organization District*.

6. Select a Program Initiative*.

7. Approval Function Type will remain as All.

8. Filter on Status will remain as All.

9. Select the Search button.

Oklahoma Department of Career and Technology Education

ABE - Local Finance Cocedinalor

Grants Dashboand  Manage Grant WorkSheetsiAgreementsTnvoice Folow-up X i

ABE Grant Furnd Worksheals Lis!

Fiscal Calendas Year® @ 20162047 v Grant Fund Type™ @ Adun Basic Education
< Organization Type:™ @ Colleges v CHgEnAzation” @ Enter the first thiee characters of any wond hat s nd »
Crganization District* @ » Program intiatee:* @ Sedact
Approval Function Type: * @ A 5
Filter on Status: * @ Al v 0 Searcn @
() Save changes | (@ Cancel changes | §) Export 1o Excel

A Provider Nama Workshea! Appeoval Cumre. . \Worksheet.  Winrksheel Agresment Approval Cul
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Requesting a Budget Adjustment

Step 3: In the Budget Adjustment Process, you will change the agreement, not the worksheet.
Select the link under the Agreement column.

Oklahoma Department of Career and Technology Education

ABE - Local Finance Coordinaton -

Dashboard Manage Grant WorkSheets/Agreements/invoiceFoliow.up X WEAG-1617-ABE-ABE-AEL- T31-631093050- TAEDSDO2810 - Fully Approved  Stage X ~

ABE Granl Fund Worksheels List

Fistal Calendas Year* 20162017 »  Grant Fud Type™ Adult Basic Education -
Organization Type * Conmprehensive Schools Districts v | gamTation Sample School System .
Organization Distrct* Sample School System v Program ingiative:" Adult Education and Literacy-131 v
Apprewal Function Type: * All =
Filter on Stalus: * Al v O Seanch

(@ Save changes & Cancel changes | ) Export 1o Excel

Agn. “ment Agproval Curre.. Weksheet Approved Sta

Agreement

Wricsheet

Warkshest Appeoval Curme Wirikahes!

A Provider Name

Sample School System New-Draft WE-161/-ABE-ABE-AEL-T31-6093050-5.

(TR

0S3050-4. . WEAG-1617-ABE-ABE-AEL-T31-63109305, ABE Stalg Supenvisor - Ful Fuity Approved

A

Step 4: Select Budget Adjustment Process. There is an image saying “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.

= & Sample School System ABE State Infiative Supery. 0302201... | WS-1617-ABE-ABE-AEL-T31-8

Oklahoma Department of Career and Technology Education

ABE - Local Finante Coordinator -

Manage Grant WorkSheetaAgresmentaImuiceTollow-up % WSAG-1617-ADE-ADE-ALL-TH-63I083050-TAEDSADD2810 - Fully Approved Stage X

Drashbouard

ABE Granl Agresment

= Providar Organization Details & Refresh | {g Agreement Summary & {1

Flacal Calendar Year* 20162047 » | GGrant Fund Type® Adult Basic Egucation -
Organization Type:* Comprenensive Schools Districts v | Organization:® Sample School Sysiem .
Organization Destrict™ Sample  School System » | Progfam infiative™ AUt Egucation and Lieracy-731 v
Worksheet No* WE-1617-ABE-ABE-AEL-T31-621093050-433804CB22C1

Agreement No* WSAG-161T-ABE-ADE-AEL-731-6M053050-TAEDSADDZA10

+ Basic Client Information
+ Project Details

= Budget Line ltems

+ Attachments

+ Acknowledgemeants

[This record is fully approved, you are not authorized to change data within this record.
| BA Summary Repart —Select- . & Refresn | [ Agreement Summary &) (=] ) Baxiget Ajustment Process
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Requesting a Budget Adjustment

Step 5: 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 Department of Career and Technology Education

ABE - Local Finance Coordinator

190 . Fully Approviad Stage X | WSAG-1617-ABE-ABE-AEL-731-631093050 TAEDSE0DZE10 - Fully Apjroved Stage % ~

‘

1o rednitiate the agreement approval process and mitating the
bugget adjustment process, A you sure?

volceFollow-up X WSAG1617 ABE - ABE-AEL-T3

4 3N WorksnestsiAgreaman

@Yes = No

Step 6: Click on the +(plus) sign next to Budget Line Items. Click on Add Budget Line or Remove
Budget Line to adjust the budget.

Oklahoma Department of Career and Technology Education
ABE - Local Finance Coonginator -

WEAG-1617-ABE-ABE - AEL-731-631092050. TAEDSED0O2810 - Fully Approved Stage ¢ WSAG-1617-ABE-ABE -AEL-731-631093050-TAEDS8DD2610 - Fully Approved Stage X ~

« A0t WorkShestaAgreamentimoiceFolow.up M

ABE Grant Agrearnent

& Refesh | g BA Detail Repod | g Agreement Summary | @ Save as Drafl | (2 Submit For Approval

o Project Datails

= Budget Ling hems

Grant ABOCALOn
Fullty Approved Invoiced Agreement Unbudgeted = (ASocated - Agrmit. Buageted)  Remaining to Invoice:
$s2sE N

" v Units unit Gost BudgelLin, Resy Units
S50 /61600 3 S50,616.00 .
\ S11-1000-200 Insiruchona Benetis 1 $18.080.00 = £18,080.00 S18 05000 J
000-600 Instructonal Supples 1 2405 { Per Each £4524081 545,240 91
B11-1000-1 Adminisiriive Satanes Gost Per Each 954117 sas4107 3
511-1000-200 Adminitstrative Benets 1 $1,060.13 Cost Per Each $1,060.13 $1,060.13  Actve

<
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Requesting a Budget Adjustment

Step 7: Before submitting your budget changes, you must go into the Acknowledgements tab
and put in a Budget Adjustment Justification Note.

Oklahoma Department of Career and Technology Education

Pas
ABE - Locl Finance Coordnaion - 5
o Wl WOnShEetAGeemerlEAVOCE T SlowAp X WEAG- 161 T A ABE-ALL. FRT-EA0SI080- FALDSIO0ZID - Filly Apgroved Stage X WSAG-181 FADE-ABE-AEL-FI1. EM093050-TAEDSSDOZA10 « Fully Approved Stage ~
N
ABE Grant Agreament
4 Provider Organization Dolails © Refresh | dgl BA Detall Report | g Agreement Summary | & Save as Drant | & Submit For Approval |
1 He
< Basic Cliont Information

Project Datai
< Budgat Line ltems
=+ Attachments
= Acknowledgements
Bucget Adustment Justinics

U E E 3 5E2 o@H

* By checking this box, | certify that the submiticd CTIMS ABE agreement Dudget and coding malches our sysiems acoounting software budget and coding
Acknowieagement Nate

B I U (nheried sipe) *  {nhented font) * | |Format | EEamllzE =

ade

Step 8: Select Submit for Approval to send the Budget Adjustment through the approval
process.

Oklahoma Department of Career and Technology Education

4 ANt WorkShotisiAgreementsImoe/Folow-up X WSAD-161 7-ABE-ABE-AEL-T31-631093050-TAEDISD0ZE10 - Fuly Approved Stage X | WSAG-1617-ABE-ABE-AEL-T31-63093050- TAE

ABE Grant Agreemsant

= Provider Organization Detalls

& Refresh g B Detall Report g Agreement Sumiflary & Save as Draft || () Submit For Approval

= Hasic Client Information ’
+ Project Details

+ Budgel Line ltems
+ Attachments

+ Acknowiedgements

BA Summary Report 2alact o

© Refresh  fg BA Detall Report  §g Agreement Summary &) Save as Draft | () Submé For Approval | (2

Step 9: You can check the status of the adjusted budget by going into the Manage Grant

Worksheets/Agreements/Invoice/Follow-Up. Use the scroll button to scroll to the right, then
look at the status under Agreement Approval Status.
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