CAREERTECH
INFORMATION
MANAGEMENT SYSTEM
(CTIMS)

CARL PERKINS (FLA)
WORKSHEET/APPLICATIO
GUIDEBOOK

IMD

careervech

April 17, 2017







Table of Contents

[T T [T o TN T T (o T O I 11 PP 1
Help andTroubleshooting...........coooo e 2
ROIES . e a e as 3
Starting a New WOrKSNEEL...........ooiiiiiiiiiieeee e 4
Role: Local Initiative CoOrdiNator............ccovviiiiiiiiiiiimiiiieeneeeeeee e 4
Returning to an existing WOrkSheet...............ccccoiiiiiiiiiceeiieieieeeeeeeeeee 7

Role: Local Finance CoOrdiNator............oovvvevivuiinieeiiiis e e e e e e e enees 14
Role:FLA Local Superintendent/CEQ............uuuuiiiiiiiiee e 20
Role: FLA State Initiative CoOrdiNator...............uuuiiriiiiiiiimneeeeeeeeeeeeeeeeeeeeeeeee 21
Role: FLAState INitiative SUPEIVISOL..........uuuiaaaeaae e eeeeee e 21
Creating andSubmitting the AQreement...........c.coovvvviiiiiii s e 22
1170} [o T o P 30
Making a FLA Change REQUESL...........cooiiiiiiiiiiiiie e 41

Requesting a Budget AdjUSIMENL..............uuiiiiiiiiiieiee e 48



[233Ay3 AY

Objective: Thissectionwill takeyou through the submission and approval stages for
startinga newFLA Worksheet/Application CTIMS

Logging in to CTIMS

Sign in using yowschoolemail andCTIMS$assword at
https://ctims.okcareertech.org/CTBDSWeb

€ httpsi//ctims.okeareartach.org/CTRDSWek £ - @O Wab Applications = CarsarTac., € Contact — CarearTech (CT).. * f t
Fle Gt View Favortes Tools Help X @Convert v M) Select

VM v B v LY mh v Pages Satetyv Tools v @+

)
Oklahoma Department of Career and Technology Education

Sign in

Use a CareerTech account to sign In

careervech

Password: | |

(] Remember me? Sign in

Or,

Go tohttp://www.okcareertech.org/and lectWeb Appsn the red bar at the top
of the pageDo notselect the Login selection in the red bar. This is not the CTIMS
login.

C http:/fwww.okeareertech.org/ P~ & | (' Web Applications — CareerTec... { CareerTech (CT) - okcareert... X

View Faverites Tools Help

tlook Web App | CESI Test Site (' CTIMS Test Site & Oracle PeapleSoft Enterpr... @ Amazon & Bowker's Books In Print Pr... { CareerTe,

Theme: Deskiop

careervech Powering Oklahoma's ‘

About

| Home News Events Students Educators Business & In.'stry | Technology Center= Products  ~ Contact

Sdect CTIMS (Career InformatiManagement Systejrfrom 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.

£ - € || C |Web Applications — CareerTec,, ( Web Applications — Career,, %

% @sConven v [)Select

i (0] Outlook Web Af | CESITest Site ' CTIMS Test Site 2] Oracle PeopleSoft Enterpr. Amazon £] Bowker's Books In Print Pr.. (" CareerTech (CT) - okcaree,. ] Free Hotmail [E] Google £715P U ofi v B v L @ v Pagev Safeyv Toolsw @+

CTIMS (CareerTe
« ¥login
+ For Help with CTIMS, cont
« FLA Tutorials

Information Management System) “|

he Information Management Division at 406-743-5126 or email CTIMSSuppor@careertach ok gov

Note: Please log in using Microsoft Explorer version 11 or higher. CTIMS is currently
not compatible with other browsers.
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https://ctims.okcareertech.org/CTBDSWeb/
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Help and Troubleshooting

LT @2dz R2y Qi KIFI @S t+y | 002dzyd aSid dzZLJ 2NJ I NB
software, contactCTIMSSupport@careertech.ok.cand send a message describing

your problem. Include your school name and your telephone number and we will

contact you.

If youhave forgotten your passwordlick theForgd your passwordink to reset
your password.

If you have questions ospecific Perkins requirements what content you need to
input or attach, contact the ODCTE FLA office.

Janet Cooper
Phone: 405.743.5130
Emailjanet.cooper@careertech.ok.gov

Josh Miller
Phone: 405.743.5401
Email;josh.miller@careertech.ok.gov

Jared Bates
Phone: 405.743569
Email jared.bates@careertech.ok.gov


mailto:CTIMSSupport@careertech.ok.gov
mailto:janet.cooper@careertech.ok.gov
mailto:josh.miller@careertech.ok.gov
mailto:jared.bates@careertech.ok.gov

w2t Sa

Roles: Worksheet Approval Process
The following are the roles representing thegesrequired in CTMS for the
submission of a NeWorksheet (fplication).

Stage 1- FLA Locdhitiative Coordinator¢ Creates, ompletes, saveand submits
new worksheet

\ 4

Stage 2 FLALocal Financ€oordinatorg 15t Approwal. Reviews and
approves or rejects worksheetf approved, goes to next stage. If
rejected, goes baclo stage 1

A 4

Stage 3 FLALocal Superintendent/CEQ2" Approval. Reviews
and approves or rejects worksheet. If approved, goes to State
approval stage. If rejected, goes baokstage 1.

$

Stage 4 State Initiative Coordinator- 3@ Approval. ODCTE
state staff reveiws and approves or rejects worksheet. If
approved, goes téinal approval stage. If rejected, goes
back to stage 1.

\ 4

Stage 5 State Initiative Spervisog FinalApproval
After the worksheet is approved through Stage 5,
the Agreement Process begiwith the FLA Local
Finance Coordinator



{GFNBYy3 + bSég 22NJ]a

Starting a new worksheet
Role: Local Initiative Coordinator

Step 1:Sign inat https://ctims.okcareertech.org/CTBDSWaelising yourschool
email andCTIMS$assword

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

Step 2:Verify that you are signed on with the role oFaALocal Initiative
Coordinatorin the top right hand cornerUse the drop dowrarrowto select ths
role.

OKLAHOMA DEPARTMENT OF CAREER TECH EDUCATION
FLA- Local Initiative Coordinator

Dashboard

# [Derants

Details

OK DEPT OF CAREER & TECHNOLOGY EDUC

Name

Short Name ODOCATE
Organization Code 601000000
Organization Type ODGTE District

Arnanizatinn Statie Artiva

Step3. Hit + (plus)sign next toGrantson 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

Step4. Hit + (plus)sign next toGrant Process.

OKLAHOMA DEPARTMENT OF CAREER TECH EDUCATION

2 [Grants Dashboard
’ Name OK DEPT OF CAREER &
Short Name ODOC&TE
Organization Code 601000000
Organization Type ODCTE District
Oraanization Status Active


https://ctims.okcareertech.org/CTBDSWeb/
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Stepb. Hit + (plus)sign next ta=LA Process.

OKLAHOMA DEPARTMENT OF CAREER TECH EDUCATION

Dashboard

= L Grant Process

Field Details

[+ & FLA Process
‘ Name OK DEPT OF CAREER &~
Short Name ODOC&TE
Organization Code 501000000
Organization Type ODCTE District
Oraanization Status Active

Step6. SelectFLA New Worksheet/Agreement Flow

OKLAHOMA DEPARTMENT OF CAREER TECH EDUCATION

Dashboard

=] Lk Grant Process
[E] W FLA Process

Field Details

% Name OK DEPT OF CAREER &
1] FLA New Workshe®t / Agi
orks Short Name ODOC&TE
Organization Code 601000000
Jaaec Payments
< > Organization Type ODCTE District
Organization Status Active



{GFNBYy3A2N]l BES S

Step 7. Complete theFLA Grant Submit WorksheetStep 1form. Thetagged
numberson the screen shotorrespond to the instruction steps belowMany of
these fields will automatically display based on your organization login credentials.

Note: The red asterisksrepresents a required field.

TheFiscal Calendar Yé&aand Grant Fund Typeautomatically dsplay based on
your organization login credentials. Some of the other fields may also automatically
fill, so verify that all the information is correct for your school.

1. Select anOrganization Typesuch as Comprehensive School District, Technology
CenterDistrict, College District or College name

2. Slect anOrganizationby typing in the firsthree letters of yourschool or
organization name.

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

4. Select &Program Initiativeé’ from the dropdown menuTheWorksheet Nd.

automatically displays after selecting tReogram Initiative

Verify thatClient Typé is BusinesMasters

Select arOrganizationby typing in the firsthree letters of your organization

name*. This name should be the same as #heBusiness Codeis associated

with the Organization andutomatically displays after &@rganizationis
selected.

7. After verifying that all information is corred@lick Save & Nexbutton.

OKLAHOMA DEPARTMENT OF CAREER TECH EDUCATION J
FLA-Local Initiative Coordinator v

Dashboard | FLA New Worksheet/ Agreement Flow X "

o g

& Dcrants

B K Grant Process FLA Grant Submit Worksheet - Step 1
(=) Wi FLA Process
@ -
[9] FLA Manage
¢ Fiscal Calendar Year. 20162017 v Grant Fund Type:* FLA

[ FLA Invoice |

[6] FLA Manage Organization Type:* @ Colleges v Organization: @ Enter the first three characters of any word that is incli v
< >

Organization District* @ Program Initiative:* @ —Select-

Worksheet No*

Client Basic Information For work Sheet

Organization Type* Business Masters y  Client Type* @ Business Masters ( Company)

Organization* @ Enter the first three characters of any word thatis inclu¢ v = Business Code*
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Step 8:0penthe Funding Request Detaiferm by clicking on the-(plus)sign This

is Step 2in the processThis form haseveralsections. You must scrolban to
accessand complete all thesections. You must put something in every box that has
a red asterisk*). There are some smakquiredcheck boxes you must check to
certify the information.

In the form, there are links to other resources that will help you complete the form.
There are also links to required templates and forms for you to download, complete
and attach (see Step 9You can cut and pasteom another documento fill in the
boxes.

You must finistBtep 2and hitSave and Nextor any of the information to be
saved.

If you cannot finish all the fields, you can put a pladdaocharacter in all the fields
(all required fiedls must have something in therahd hitSave and Next

Returning to an existing Worksheet

When you come back to edit the fieldfter usingSave and Nexftlick on the
+(plus)sign next toFLA Manage Grant Worksheet/Agreemeon the left
navigation panelo go into you worksheet or budget to update

Note: Do notselectthe FLA New Worksheet/Agreement Floaption, as this will
start a whole new worksheet.

OKLAHOMA DEPARTMENT OF CAREER TEGH EDUCATION = -
FLA- Local Initiative Coordinator v

= Derants Dashboard | FLA New Worksheet / Agreement Flow X

(B [{E Grant Process
E W FLA Process
& FLA New Wo + Provider Organization Details & Worksheet Summary | @ Save & Next

[é] FLA Manage |
0] FLA Inyg®P + Basic Client Information
[¢] FLggManage |

< > + Attachments

Funding Request Details

FLA Grant Submit Worksheet - Step 2

Welcome to the FY17 Carl g#€kins Application:
Blestions based off of your school's plan for the FY17 fiscal year.

SECTION 1: FFATA INFORMANTION COLLECTION REQUIREMENTS.
Enter your Data Universal Numbering System number=

| certify that the DUNS number listed above is correct and active for my school or organization.*

Enter your Fiscal Agent's extended mailing zip code*

I certity that the Zip+4 listed above is correet and active for my school or organization.*

Please provide your Oklahoma Federal Congressional District Number

I certity that as the fiscal agent receiving funding that all required information is updated and active within the System for Award Management (SAM)
(www.sam.gov).

In your organization's preceding completed fiscal year, did your organization receive (1) 80% or more of your annual gross revenues in U.S. federal

contracts, subcontracts, loans, grants, subgrants, and/or cooperative agreements; and (2) $25,000,000 or more in annual gross revenues from U.S.
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Step 9: Attachsupporting andequired documents by clicking on th€plus) sign
before Attachments. Browseto find the correctattachment onyour computer,
then hit the upload and save file buttonYou will need to follow this procedure for
each file that you upload.

OKLAHOMA DEPARTMENT OF CAREER TECH EDUCATION )
FLA- Local Initiative Coordinator v

Dashboard  FLA Manage Grant WorkSheets/Agreements/invoice/Follow-up X | WS-1617-FLA-FLA-CPHSS-421-601016050-44F§79C4BFCE - New X

= DGrants

B EcrantProcess FLA Grant Submit Worksheet - Step 2
= B FLA Process

~

ider Organization Details i) Worksheet Summary | @ Save & Next

+ Basic Client Infon

= Attachments

Browse:

. Upload & Save fle

Attachment Note:

@ Active/inactivee file(s) | Download all files

File Name: Date Note Action Detail Status

=+ Funding Request Details

&2 Worksheet Summary | @ Save & Next

Step 10:After completing thd=unding Request Detaiferm and attaching the
required documents, click osither ofthe Save & Nexbuttonsto continue to the
next page.

OKLAHOMA DEPARTMENT OF CAREER TECH EDUCATION
FLA- Local Initiative Coordinator v

& Eorants Dashboard  FLA New Worksheet / Agreement Flow X

B I Grant Process
(=] W FLA Process
FLA New Worksheet/ Ag

FLA Grant Submit Worksheet - Step 2

3 Worksheet Summary | @ Save & Next

=+ Provider Organization Details

¢ FLA Manage Grant Work<
ol FLA Invoice Process = Basic Client Information
4] FLA Manage Payments

< > + Attachments

+ Funding Request Details

@wmrg @ Save & Next
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Step 11 FLA Grant Submit WorksheeStep 3

Verify Project Dateis July 01 of the funding year, théit Save and Next

+ Alnvoice Process X FLA Manage Grant WorkSheets/Agreements/invoice/Follow-up % | FLA New Worksheet / Agreement Flo
B W GrantProcess

FLA Grant Submit Worksheet - Step 3
B dFLAProcess
FLA Manage Grant WorkSheets/Agreements/In
1] FLA Invoice Process

+ Provider Organization Details i Worksheelisummary | 1« One Step Back | © Save & Next

+ Basic Client Information
1] FLA Manage Payments

= Project Details

Contact Name:
—-Select—

Project Date™
7172016

‘Operating Unit: Purchase Order Numberj

Step 12:0pen theBudget Line Itemsab by clicking on the(plus)sign.

OKLAHOMA DEPARTMENT OF CAREER TECH EDUCATION

FLA- Local Iniliative Coordinator .
& Dorans « Alnvoice Process X

FLA Manage Grant Worksheets/Agreements/involce/follow-up X | FLA New Worksheet / Agreement Flow X | Grant Worksheet Summary X A
= [ Grant Process

FLA Grant Submit Worksheet - Step 4

= Provider Organization Details ds Worksheet Summary | One Step Back | Save as Dral | @ Save & Conlinue
16] FLA Manage Grant WorkSheets/Agreements/in
9] FLA Invoice Process Fiscal Calendar Year." 20162017 o | Grant Fund Type:* FLA .
4] FLA Manage Payments

< > Organization Type:*

Comprehensive Schools Districts v | Organization:* School System
Organization District ™ Scnool System o | Program Intiative * anl Perkins High Senool Secondary - 421 v
Worksheet No:* WS-1617-FLA-FLA-CPHSS-421-601016050-9D7EE406C825

+ Basic Clie
+Grant Allocation
4 Budget Line Items
+ Attachments

+ Acknowled

i Worksheet Summary | 1 One Step Back || (& Save as Draft | (& Save & Continue
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Step 13:0n theBudget Line Itemscreen, you can click thidd Budget Ling
Remove Budget Lineor Cancel Budget Line Changes

1. Type aBudget Line Des(Budget Line Description)

CompleteReq. UnitgRequired Units)

CompleteReq. Unit Cos(Required Unit Cost)

CompleteReq Unit TypgRequired Unit Type)

Hit Add Budget Lingéo add more budget lines and repeat stepg.1

TypeaNote in the space below the line item budget area if desired

Add supporting or required attachments by clickingtioa +Attachments

tab.

8. You carBave as Drafat this point and it will save all the information you
have input on thé~unding Request Detailerm and theBudget Line
Items without submitting for approval. This will let you stop the process
and resume at later time. You can make any changes you need to the
Funding Request Detailsr the Budget Line Item$efore you submiby
selecting the line and making the changes

NOo RN

Friday, April 14, 2017 1:45 PM | Hello Denise. Christy@careertech. ok gov! £

Oklahoma Department of Career and Technology Education

= Darans Dashboard | FLA New Worksheet / Agreement Flow % N

) 1 Grant process FLA Grant Submit Worksheet - Step 4
& B FLAProcess
FLA New Worksheet / Ag + Provider Organization Details & Worksheet Summary || =« One Step Back | (@ Save as Draft | @ Submit For Approval
4] FLA Manage Grant Worke
[6] FLA Invoice Process = Basic Client Information
< >

= Budget Line ltems

@ @ Add Budget Line  x Remove Budget Line @ Cancel Budget Line Changes
.
|

Req. Unit Type Work Sheet Total Req. Total  Status

0.00 $0.00 $0.00 $0.00  Active

$0.00 $0.00

Note

O

‘C7 + Attachments

= Acknowledgements

&) Worksheet Summary || 14 One Step Back || @ Save as Draft | @ Submit For Approval

10
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Step 14 Do Not click Sav& Continueyet because yowill berequired to complete
the Acknowledgementssection.

Go to theAcknowledgementdy clicking ther(plus)sign.
Check all the éknowledgement buttons, then add aktknowledgement Note

(required).

OKLAHOMA DEPARTMENT OF CAREER TECH EDUCATION

FLA- Local Initiative Coordinator .
2 Dorans +« AlnvoiceProcess X FLAManage Grant WorkSheels/Agreements/invoice/Follow-up X | FLA New Worksheet / Agreement Flow X | Grani Worksheel Summary %
B W Grant Process FLA Grant Submit Worksheet - Step 4
B B FLA Process
+ Provider Organization Details ) Worksheet Summary | W One Step Back | @ Save as Drafl | @ Save & Continue
L A Manage Grant WorkShestsiAgreements/I
LA Invoice Process lent Information
[4] FLA Manage Payments
< > =Grant Allocation’

=+ Budget Line ltems

s + Attachments

| acknowledge that my school or consortium meets the Size requirements established above for the Carl Perkins fiscal year.
1 acknowledge that my school or consortium meets the Scope requirements established above for the Carl Perkins fiscal year.
ects the Quality requirements established above for the Carl Perkins fiscal year.

1 acknowledge that my school or consortium will ab

‘ Acknowledgement

Note Here.

he Assurances of Compliance as established above for the Carl Perkins fiscal year.

ificatinns Panardinn 1,0bbying; Debarment, Suspension and Other Responsibility Matters; and Drug-Free

4z Worksheet Summary | i One Step Back @ Save as Draft (@ Save & Continue

11
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Step 15: WorksheeSummary

You can view or print your worksheet summary p&geeview beforesubmitting to
ensure your worksheet/application is complete and accurate. If you need to make
any changesjse theFLA Manage Grant Worksheet/Agreemetat go into your
worksheet or budget to updateDo notuse the EA New Worksheet/Agreement
Flowas this will start a new worksheet.

ORLCAHOMA DEPAR

FLA- Local Initiative Coordinator

« | FLANew Worksheet/ Agreement Flow X | Grant Worksheet Summary X  Grant Worksheet Summary X  FLA Manage Grant WorkSheets/Agreements/invoice/Follo

1 LGrants
B [ Grant Process F' . grant Submit Worksheet - Step,

[ $FLA Process

FLA New Worksheel / Agreement Flow + Provider Organization Details d=) Worksheet Summary

¢ FLA Manage Grant WorkSheets/Agreements/in

i« One Step Back @

[6] FLA Invoice Process. + Basic Client Information

6] FLA Manage Payments
< > +Grant Allocation

# Budget Line ltems

-

To print the Worksheet Summary, select the save/download bu to
download a pdf that you can save or print. Do nsé the printer button.

FLA- Local Initiative Goordinator

B DGrants
& B Grant Process PR o T T

FLA New Worksheet / Ag
orkiheet Request Number:
LL"”:
choofEode:

6] FLA Manage Grant Works
[3] FLA Invoice Process
6] FLA Manage Payments
<
st Submitted On: lLast Submitted By:

Business Name:
Office Address:

Fully Approved Date: Fully Approved By:
Contact Person Name: Current stage Title:

o o ocas  ocas | ocas
Budget Line Description Req.units  RETUNt R Ut ine tem Total program  Funtion | Object
= Code Code Code
Total
Worksheet Form Builder Info
Question Component Answer

Welcome to the FY17 Carl Perkins Application:
Please fil out all questions based off of your school's plan for the FY17 fiscal year.
SECTION 1; FFATA INFORMANTION COLLECTION REQUIREMENTS,

Enter your Data Universal Numbering System number Test
T certify that the DUNS number listed above is correct and active for my school or Yes
organization.

Enter your Fiscal Agent's extended mailing zip code Test
I certify that the Zip-+4 listed above is correct and active for my school or Yes

12
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Step 16: Submitting the Worksheet
Click the Save and Continue button.

At this point your worksheet/application has been successfully
submitted. You will receive an emdilom the CTIMS systerstating
your worksheet/application has been submitted successfully to the
FLA Local Finance Coordinator

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

13
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Role: Local Finance Coordinato

After the Local Initiative Coordinatohas created and submitted the
worksheet/application, thd_ocal Finance Coordinatavill receive an email that

they can sign in and review the worksheet/application to approve or reject. If the
LocalFinanceCoordinatorapproves the worksheet/application, it will go to tiéA
Local Superintendent/CE@ approve or reject using the same process.

Step 1:Sign in using yowschoolemail andCTIMS$assword at
https://ctims.okcareertech.org/CTBDSWeb/

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

Step 2:Verify that you are signed on with the role oFaALocalFinance
Coordinatorin the top right hand corner

OK DEPT OF CAREER & TECHNOLOGY EDUC

ODOC&TE

601000000

ODCTE District

Active

Step 3.Hit + (plus)sign next toGrantson left navigation.

OKLAHOMA NEPARTMENT OF CAREER TECH EDUCATION

Dashboard

Field Details

Name OK DEPT OF CAREER &
Short Name ODOCATE

Organization Code 01000000

Organization Type ODCTE District
Organizalion Status Active

14


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

{GFNpy3da2N] BESES

Step 4.Hit + (plus)sign next toGrant Process.

oo 14 DEPARTMENT OF CAREER TECH EDUCATION

= WiGrants
Il Grant Process

Dashboard

Field Details

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

Organization Code 601000000

Organization Type ODCTE District
Oraanization Status Active

Step 5.Hit + (plus)sign next ta~FLA Process.

OKLAHOMA DEPARTMENT OF CAREER TECH EDUCATION

B [iGrants Dashboard
B & Grant Process Field Details
(#) L FLA Process

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

Step 6.SelectFLA Manage Grant Worksheets /Agreements/Invoice/Follow -up. Do
not select FLA New Worksheet/Agreement Flow  as that would create a new
worksheet.

FLA-Local Finance Coordinator

Dashboard  FLA Manage Grant Worksheets/Agreements/invoice/Follow-up X

= erants
& [ Grant Process

FLA Grant Fund Workshests List

= [ FLA Process
“ (6] FLA New Worksheet / Agreement Flo Fiscal Calendar Year* 2016-2017 | Grant Fund Type:* FLA
FLA Manage Grant WorkSheets/Agr ments/Invoice/Follow-up ——————————————
¢ FLA Invoice Process Organization Type:* Comprenensive Schools Districts, v | Organization:* Enter the first three characters of any w v

9] FLA Manage Payments Organization District* . Program Inttiative:* _Select—
Approval Function Type: * Al .
Fiter on Status: * Al + | osearch
|@save cnanges ‘ ® Cancel changes
A Provider Name Worksheet Stage Worksheet Submission Date Worksheet

15
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Step 7. Complete theFLAManage Grant
Worksheets/Agreements/Invoice/Followup form. The tagged numbers on the
screen shot correspond to the instruction steps below.

Note: The red asterisksrepresents a required field.

VerifyFiscal Calendar Year

VerifyGrant Fund Typés set to FLA

Select your corredDrganization Typdérom the drop down menu.

Select youOrganizationby typing in the first three characters of the name.
Verify theOrganization District.

Select &Program Initiative .

Approval Function Typevill remain as All.

Filter on Statuswill remain as All.

Select theSearchbutton to search for any outstanding worksheets/applications
that need your approval.

OKLAHOMA DEPAR

FLA-Local Finance Coordinator

8 Dorants Dashboard  FLA Manage Grant WorkSheets/Agreements/Invoice/Follow-up X

B W Grant Process
[=) W FLA Process

FLA Grant Fund Worksheets List

[¢] FLA New Worksheet / Agr Fiscal Calendar Year* @ 2016-2017 y GrantFund Type* @ FLA
FLA Manage Grant Workg X .
18 FLA Involce Process Organization Type:* @ Colleges v Organization:* @ Enter the first three characters of any word that is ir v
o] FLA Manage Payments Organization District* @ ,  Program Iniiative:* @ _Select-
< >
Approval Function Type: * Al @ v
Filter on Status: * Al v Qsearh @
@ Save changes () Cancel changes
A... Provider Name ‘Worksheet Stage Worksheet Submission Date Worksheet Agreement

16
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Step8: After hitting theSearchbutton, the worksheet/application that needs to be
approved will be listed. Select the worksheet number to opervibeksheet.

OKLAHOMA DEPARTMENT OF CAREER TECH EDUCATION =
FLA-Local Finance Coordinator v

2 Pemans Dashboard  FLA New Worksheet / Agreement Flow X | FLAManage cup X ,,
& W crantProcess FLA Grant Fund Worksheets List
[E & FLA Process
[d] FLA New Worksheet /Agi | | Fiscal Calendar Year* 20162017 . | Grant Funa Type:* A

FLA Manage Grant Work{

6] FLA Invoice Process Organization Type:* Comprenensive Schools Districts y  Organization:* Sample [School System
& ] FLA Manage Payme”‘; Organization District:* Sample[scnool System | Program Initiative:™ Carl Perkins High School Secendary - 421
Approval Function Type: Al
Filter on Status: * Al + [asearn|

(@ save changes | ® Cancel changes

reement

WS-1617-FLA-FLA-CPHSS-421-60101605...

é

# M Sample[school System Local Finance Coordinator... ~ 02/03/2017 13:25:26

Step9: FLA Grant Submit WorksheeStep2. 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 yoprint a pdf of the worksheet summaty help
with project and budget verificatian

17



