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Logging in to CTIMS

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

Sign in using your school email and CTIMS password at:

https://ctims.okcareertech.org/CTBDSWeb

S oxLaHomMA
5 .‘4 Cz'a(leerTechICTIMS
A

Sign in to your CareerTech CTIMS account.
A .“‘ OKLAHOMA Email I l
o, A The Email: field is required.
, CareerTech | |
v, A CTIMS frmersmnen Password:
4 1 The Password: field is required.
() Remember me?
Forgot your password?|

Or,
Go to https://oklahoma.gov/careertech.html

and select the word CTIMS on the top, right-hand side of the page.

(3 G ﬁ‘; o) https://oklahoma.gov/careertech.htm A f{, {‘:’ % s .

G Google (0 CTIMSlogin £§ CareerTechHome §§ Federal Legislation.. [ Other favor

[XF] Translate State Agencies

ak

,“. OKLAHOMA

a '4 CareerTech . Search p
A e
About  Students  Educators  Business & Industry  Media Center  Interactive Data  CTIMS More v

Logging In To CTIMS

Next, select the green CTIMS Login button s . There is also information in this
section on various grants and contacting CTIMS Support.
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https://ctims.okcareertech.org/CTBDSWeb/
https://oklahoma.gov/careertech.html

CareerTech » Products and Services » Information Management » CTIMS (CareerTech Information Management System)

n;%rar;:?:nt CTIMS (CareerTech Information
Management System)

Staff Contacts

CTIMS Login and Assistance
CTIMS (CareerTech Information

Management System) Support available Monday through Thursday 7:00 - 5:00 and Fridays 7:00 - 4:00

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

Microsoft Edge - Mozilla Firefox , or Google Chrome are currently the

only browsers compatible with CTIMS.

(o, <@

Click here to login to CTIMS

Forms and Documents AEFL Grant

View View

erkins (FLA) G EDI Grant

Sign in using your school email and CTIMS password then select the Sign In button.

St
€ Cemech|CTIMS

Sign in to your CareerTech CTIMS account.

ah Ay Email [ ]
,‘h OKLAHOMA The Email: field is required
» CareerTech
A/ ﬂ CTIMS fimes sasspmnt Password: [ ]
P> The Pa : field is required

(] Rememoer me?

Forgot your pasgvord?|

©2021 - Oklahoma Depariment of Career and Technology Education



Help and Troubleshooting

Help and Troubleshooting

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 they will contact

you.

If you have forgotten your password, click the Forgot your password? Link on the login

screen to reset your password.

. Sign in to your CareerTech CTIMS account.

Email: |

', OKLAHOMA

The Emaik field is required.

Password: |

-4
a f. CareerTech

‘. N CTIMS gam e

| Remember me?

The Password: field is required.

Contact Information:

If you have questions on specific Perkins requirements or processes, contact the ODCTE

Federal Legislation Assistance (FLA) office.

Steve Robison

Perkins Compliance Manager/Northwest
Region Coordinator

Phone: 405.743.5523

Email: steve.robison@careertech.ok.gov

Hannah Boles

Perkins Financial Analyst

Phone: 405.743.5431

Email: hannah.boles@careertech.ok.gov

Jordan Duck

Denise Bethke

Northeast Region Coordinator

Phone: 405.743.6881

Email: denise.bethke@careertech.ok.gov

Shelby Sanders

Southern Region Coordinator

Phone: 405.743.5576

Email: Shelby.sanders@careertech.ok.gov

Innovative Grant Coordinator
Phone: 405.743.5401
Email: jordan.duck@careertech.ok.gov



mailto:CTIMSSupport@careertech.ok.gov
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CTIMS Roles and Responsibilities

CTIMS Roles and Responsibilities

FLA Local Initiative Coordinator: Completes and submits new Worksheet application
and Comprehensive Local Needs Assessment (CLNA). Responsible for completing all
required revisions during Worksheet approval process.

FLA Local Finance Coordinator: Approves or rejects the Worksheet application.
Completes and submits the grant Agreement (where OCAS codes are added to budget
line items). Completes and submits any claims for reimbursement and Budget
Adjustments.

FLA Local Superintendent/CEO/President: Approves or rejects the Worksheet
Application.

FLA State Initiative Coordinator: Approves or rejects Worksheet applications,
Agreements and Budget Adjustments.

FLA State Initiative Supervisor: Final approval or rejection of Worksheet applications,
Agreements and Budget Adjustments.

ODCTE Contract Reviewer: Approves the Contract (Subaward Funding Agreement)
only.

ODCTE Finance Document Reviewer: Processes submitted reimbursement claims and
documentation prior to submission to Finance division

ODCTE Finance Reviewer: Final review and approval or rejection of invoices.
Authorizes payment to schools.



Worksheet — Application Process

Worksheet — Application Process

Roles for the Worksheet (Application) Process

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

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

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

Stage 1. . 2

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

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

Stage 1. ‘

Stage 5 - FLA State Initiative Supervisor — Final review and
approval of Worksheet. If approved, goes to Contract
Review Stage 6. If rejected, goes back to Stage 1.
¥
Stage 6 — ODCTE Contract Reviewer — Fully
Approved Stage. This stage is only for approving the
Subaward Funding Agreement (Contract) by the
ODCTE.

After the Worksheet is approved through Stage 6, the Agreement Process begins with
the FLA Local Finance Coordinator.



Worksheet — Application Process

Starting a New Worksheet/Application: FLA Local Initiative
Coordinator

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

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

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

Woody Cthr 1, 202246 ko Dete ambamech ok o 2 *

FLA- ocal e Cooraler

fhon

@nﬁ CteeTech

b |1 Grans
N

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

,.ﬂ‘ﬁ- OKLAHOMA, I CTIMS

‘-’f CareerTech

It

'IF' Dashhoard
-w Announcements
Calendar Year 2022-2023



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

Worksheet — Application Process

Step 4: Click the * (small blue triangle) icon next to Grant Process.

‘b OKLAHOMA ' CTIMS

t CareerTech

L‘

(3!} Grant Process Announcements

Calendar Year 2022-2023

GESI Due by Octaber 31, 2022 & Follow-Up Due by November 30, 2022

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

** | Dachboard

4 -lﬁGrants
# Jistaiaiing Announcements
¥ L,}_;.FLA Process
Calendar Year 2022-2023

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

K-12 Schools Due Dates

K-12 Salary & Scheduling: September 30




Worksheet — Application Process

Step 6: Select FLA New Worksheet/Agreement Flow

,‘a"‘- COKLAHOMA [ CTIMS

C Tech
qaf areerTec

Dashhoard

d derants
4 B Grant Process
Frocess

|¢3] FLA New Worksheet / Agreement Flow Calendar Year 2022-2023

14 FEAgIEEMEl || CES) Due by October 31, 2022 & Follow-Up Due by

Announcements

K-12 Schools Due Dates

11



Worksheet — Application Process

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

Note: The red asterisks* represents a required field.

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

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

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

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

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

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

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

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

#  Doshboard  FLA Manage Grant ViorkSheets!Agroementsinvo cafclzu uz % | FLANow Worshoot ! Agrocment Flow %
1 [{Granke
" 1 W Seve & Next
2, Onganizzion
3, Crgznizehion Usstnes” . v 4' Proorem Initaiwe:®| Car Perking Hioh Shool Secondam Locel Applicator - 421
‘Worksheat Noo* | WS-2220-TLA-TLA-CM195-421-07 002050-2132D0TI2C79
Client Easic Information For work Sheet:
Urganization 1Vpe™| Buzinecs Mzctars - 5 GIRMIYZe"| Business Mzster (Company)
@. Crosnzztion® v Business Cote’ 57
View Locatlonts) View Coniacis)
=r'r'ar:.-Nr\JC3<;ade Elemzntzry and 3zcanzary Schools (311410 Becondary N.-\ICSC:; Agicuture, Forestry Fishing and Hunting (11
Mo, uf'ou;'Elrquw;; 0 No.afsaa‘;dE‘m:I:Vccs o
Hignext Level if Employment Cliant Products
Vaa~ Led Irrpact O striet 1d
Region’ DUNE hurrber
7 ¥ Sau Next

12



Worksheet — Application Process

Sample for Innovative Grant Organization Type:

FLA - Local Inifative Coordinator

B Desnbosrd | FLANew Worksheet/ Agreement Flow X

Fiscal Calendar Year*_2025-2026 Grant Fund Type:*| FLA

FLA Grant Submit Worksheet - Step 1
» Save & Next
v ree characters of any word th ni

Organization Type:*  K-12 Schools Organizatior

Organization District™ Program Initative"| —Select—

Worksheet No:*

Client Basic Information For work
Organization TYPe"| Business Masters v Cllnt TYDe* - Business Masler (Company) -

Business Code”

Organization”

Step 8: Click on the Funding Request Details tab. This begins Step 2 of the
Worksheet process where you will enter your responses to the application questions.
You must scroll down to access and complete all the sections. If there are any required
responses they will be indicated by a red asterisk (*).

FLA Grant Sulsmt Workeshaat - Slap 2

o jer Ovga Son Details ("pReesh [ Wolkshiesl Surmimary [ Wonkehed ] Coniek T T

F Bl Lo oo i = 01RO v | I Fand Type LA g
Orpanc o Type = o e snee St Drvstncts »  DaRTASSR =
AR e (et »  Frogeam indalve Coarl Preries: High School Seooreiary -
Workcthued M WS TS0 FILAF LA-C PHESS - 0 1 B0 Mee-C U0 E544 152

Basw- Chanl Informalon
Funding Recueast Derbals:

(SpRedresh | (] Workcshe et Sommany  [F) Wodishest Conirat M Het Siep
Within the Funding Request Details area, there are links to resources that will help you

complete the associated section(s). There are also links to required templates and forms
for you to download, complete and then attach in a later step.

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

You must click Save & Next or Save as Draft for any of the information to be saved.

13



Worksheet — Application Process

Note: Returning to an Existing Worksheet

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

For additional information, see the Opening a Saved Worksheet section of this
Guidebook.

M. oxLaHOMA ICTIMS

% CareerTech

It

Dashhoard

a -J:Grants

4 [} Grant Process Announcements
4« [ FLA Process

3] FLA New Worksheat / Agreement Flow Calendar Year 2022-2023

< B FLAltanage Grant WorkShee kAl oo s Dctobor 31, 2022 & Follow-Up Diie by

K-12 Schools Due Dates

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

S W URLARUMA
’ﬂ" CareerTech CTIMS FLA- Local Intiatve Coorginator
\
A

v

FLA Grant Submit Worksheet - Step 2

I |} Grants

+ [J Grat Povess Provider Organization Details ORe!resh [Wumsheet Summary | [ Worksheet Conirad] | () Save & Next
4 | FLAProcess Fiscal Calendar Year*| 2022-2023 v Grant Fund Type?| FLA v
FLANew Worksheet / Agreem
' FLAManage Gran! WorkShee Organization Type:* K-12 Districts v Organization* . v
[d] FLAN W
Qrganization District v Program Initiative* | Carl Perking High School Secondary Local Application - 421 v

Worksheet No:*  WS-2223-F LA-FLA-CPHSS-421-071003050-213200702C79
Basic Client Information L

Funding Request Detais bt

() Refresh | [3 Worksheet Summary | [3 Worksheet Contract [ (4) Save & Next

14



Worksheet — Application Process

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

Budgal Ling Rems.

el Alscaion

Sy kit Abecabon Wikt SLaageld Actibemant Busdpend Fidly Appacwvind rimcne Agreiman Unbuosgated « (Ascatied . Mgl PPy b2 bovecd
ST 1100 7100 BT 14100 1 M100 Eudigefed) o)

Hw

Fing Linit Type iork Sheot Total Reg Toldl 3
Hpdara Gauramion L HANN ol Per (e i Wi A
Gradanion ourrialor Sakiry Loa BSOS | Cond Prer C2ams A0 00 Adwe
pesdancy Counvigb Satary (L] B53625  Cost Per Clasy 5828 W00 Adw
Geidanoy Coumalor Salary (L] §H020680  Cont Per Class 51020650 000 sk
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Worksheet — Application Process

Step 11: On the Budget Line Items screen, you can click the Add Budget Line or Cancel
Budget Line Changes. You cannot "Remove Budget Line” but must change the line
status from “Active” to “Inactive.” The tagged numbers on the screen shot correspond to
the instruction steps below.

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

Use the Allowable/Non-Allowable Guide for assistance.

Complete Req. Units (Required Units).

Complete Req. Unit Cost (Required Unit Cost).

Complete Req. Unit Type (Required Unit Type).

Verify Work Sheet Total populates correctly.

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

You must budget the full amount of your allocation.

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

desired.

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

o vk W

~

Budget Line ltems A
Grant Allocation
Sub Award Allocation Worksheet Budgeted Workshest Requested Total Agreement Budgeted Fully Approved Invoiced Sa;zi’{g}‘ Unbudgeted = (Allocated - Agrmt Remaining to Invoice
6- $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
+ Add Budgst Line | X Remove BudgetLine  (® Cancel Budget Line Changes
Budget Line Desc. Req. Units Req. Unit Cost Req. Unit Type ‘Work Sheet Total Req. Total  Status
1 2. 0.00 3. 50.00 4. 5. 50.00 50.00 Active
i 0.00 $0.00 $0.00 $0.00 Active
0.00 $0.00 $0.00° £0.00 Active
5 $0.00 50.00
7 . Not

4

Attachments hd
Acknowledgements 8. Top
C Refresh Worksheet Summary Worksheet Contract | « One Step Back || (4 Save as Draft | (&) Submit for Approval

16



Worksheet — Application Process

Step 12: Click on the word “"Attachments” to open this section. In this section, you
will use the Browse and Upload & Save File buttons to attach all the required
documents such as the Comprehensive Local Needs Assessment, and any Program
of Study — Course Sequence Worksheets to your local application.

1.

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

2. Click the Browse button, which will open your local computers file system.

4.

Navigate to the folder where you saved the files you want to upload to the
CTIMS local application.
Select a single file to upload and click the Open button. You should now

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

Basic Client Information
Project Details

Budget Line Items

Select files..

Attachment Note:

Altachments

) Activelinactive file(s) | (@ Delete file(s) || Download all fil

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

Downioad Public

0 |acive Federal FY23 F5a GAN.7.5.22.pdf (Worksheet| 07/202022 16:53:29 Download Public

O |Active Program of study FCS xisx (Workshee!) 05242022 13:30:20 Download Public

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

Fli- Local inmain Comona:

Bashe Chishll INfOImanon

Sharbe ] Nk
Beowse: P Upioad & Save Sl
Y TEST DOCUMENT secx

Adtachma Moty

Pt Dt
Bt Line fems

ATty

& Actveninactve Sieci) | 2 Dolete Ne(y) | Downicad st

Alinchmask Mole  Liplsaded Dala
TEST DOCUMENT docx GABRIOR0 119413

i

TEST DOCUMENT . dod OUPEDUR0 135830

O Rafresh ) Worlaheat Semmany [ Worlahael Confracdt = One Siep Back & Save as Ora® & Submil For Ap

17



Worksheet — Application Process

5. If the Upload & Save file was successful, a Pop-Up Box as shown below
will appear. Select "X” to close this box. Repeat steps 1 through 4 for each
file you need to attach to the application.

FLA- Local Initiative Coordinator

File Upload

Success, the upload process completed.

Deleting or Inactivating an Attachment:

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

Basic Client Information
Project Details

Budget Line fiems

BIOWSE: | Slect fles. fj Upload & Save fie

Altachment Note:

4

) Adtivelnaciive file(s| || @) Delete file(s) || Download all fil

Attachment Nole = Uploaded Date

File Name

Fubiic

CLNA docx (Workshest) 0512412022 13:30°34 Doumload

Federal FY23 F5a GAN.7.5.22.pdf (Worksheet) 0712012022 16:53:29 Downioad Pubiic
Program of study FCS xlsx (Worksheet) 0512412022 13:3020 Doumioad Pubiic

18



Worksheet — Application Process

2. As soon as the box is checked, a pop-up window as shown below will
display. You will need to type the words “Inactivate” or “Delete” or a
reason for inactivating or deleting the document then click the “OK"
button.

FLA- Local Initiative Coordinator

TEST DOCUMENT.docx

Inactivate

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

Dashboard  FLA Manage Grant up % | WS-2021-FLA-FLA-CPHSS-423-211003050-6E33172B38E1 - New

19



Worksheet — Application Process

4. After selecting “OK” you will see the status change from Active to Inactive
or Deleted.

Atlachments e

Browse’  ggjact files. l Upload & Save file
Attachment Note®
@ Activelinactive file(s) || @ Delete file(s) | Download all files
Status File Name Aftachment Note  Uploaded Date

Deleted TEST DOCUMENT docx delete 0412872020 11:14:13 Public

Deleted TEST DOCUMENT docx delete 04128/2020 13:58:30 Public
0 |Inactive TEST DOCUMENT docx Inactivate 0412812020 17:0129 Public
Acknowledgements

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

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

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

Aliachmens

v

Acknowledgements A

Acknowledgement Note

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

(Refresh | [ Worksheat Summary |~ [} Worksheet Contract 4 One Step Back | () Save & Diaft
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Worksheet — Application Process

Step 14: Select the Worksheet Summary button to view or print your Worksheet
Application before submitting to ensure it is complete and accurate.

P W WERRIFLAFLA-CPRSE-LE - 080 JTEEZTHACTAS - Fully Approwed Sage N

FLA Grand Subenit Workshest - Sep 3

Cfreorishest Contract W Ova Siep Busch

egarzaion T8 pupingas Masin - ContTire’ Sumrss Waster {Campany L]
eI RO STSTEN = Euitus Co' 33,8 UEF ) sty
Progect Cedals L
Bhrdipat Lm arms L
Apchroenti L]
Ackrowpmens

(yFetmh | [3) vowishee! Summary | [0 Wonishest Conrad. ) Omer St Back

To Print Your Worksheet Summary (Application):

-

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

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

e e [ e [

= alsiedd Egeen Worksheet RequéstAndividual Summary

Carl Perkins High School Secondary Local Application - 421

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

School Name: Business Name:
School Code: 01101. Office Address;
Date of Request Submitted: 05/24/2022 First Submitted By:
Last Submitted On: 08/15/2022 Last Submitted By: .
Fully Approved Date: 08/15/2022 Fully Approved
Contact Person Name: NA Current Stage
I 0CAs 0CAS ocas
. Unit Unit
Budgettne Descrption Req.uis " "’,‘m lneMemTotal Fucton  Oblect Program
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Worksheet — Application Process

Step 15: Once you have reviewed your completed Worksheet/Application, you can
close the Worksheet Summary tab. Once back on the FLA Grant Submit Worksheet —
Step 3 page, select the Submit For Approval button. You may have a pop-up
verification screen appear asking if you are sure. If so, click “OK”. You will receive an
automatic email from the CTIMS system stating your Worksheet has been submitted
successfully to your FLA Local Finance Coordinator. It is highly recommended that

you also contact this individual and inform them that the Worksheet is available for their
review and approval / rejection.

Dashboard ~ FLA Manage Grant WorkSheets/Agreements/invoice/Follow-up %

WS-2223-FLA-FLA-CPHSS-421-071003050-2132DD702C79 - New X

FLA Grant Submit Worksheet - Step 3

Provider Organization Details

() Refresh Worksheet Summary Worksheet Contract | W One Step Back || (@) Save as Dratt || (@) Submit for Approval v
Basic Client Information

Project Details

v
v
Budget Line ltems v
Attachments v
Acknowledgements A
* @ ! nave attached our completed Ct Local Needs to this for funding
i | have aftached all required Program of Study - course sequence worksheeis to this application for funding.

* &4 | acknowledge that my school or consertium meets the Quality requirements esiablished above for the Carl Perkins fiscal year.

“ @ ! acknowledge that my school or consortium will abide by the Assurances of Compliance as established above for the Carl Perkins fiscal year

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

* &4 | certify that my schoolfconsortium has a Program of Study for 100% of CareerTech programs or CTE Associate Degrees offered at my scheol/consortium and I will provide these documents upon request to meet audit and monitoring requirements.
* [ | acknowledge that my submission of this worksheet acts as my signature on the Subaward Funding Agreement which is accessible through the WORKSHEET CONTRACT bution, and that | have reviewed the Subaward Funding Agreement, which
reflects required award information per 2 CFR 200.331

knowled; Note:

B| I U (nheritedsize)

w | (inherited font) w  Format v

Approved and submitted. ZZ

C Refresh Worksheet Summary Worksheet Contract | 4 One Step Back | ) Save as Dmﬂi (&) Submit for Approval I

After you submit the Worksheet, if there are any changes, you will need to use the
Change Request Process. (See Table of Contents for location in this document)
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Worksheet — Application Process

FLA Local Finance Coordinator - Worksheet Approval

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

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

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

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

gsday, UCI00EH 18, 22 PW | Hello Deboie HamDiegacareeriech ok 0oV g ~
e, o anomA|
:’ﬂ‘: %eeﬁecMchs FLA- Local Finance Coordinator v
d b

4 Dashboard
Announcements I User Profile
Calendar Year 2022-2023 i Name Otiahoma Department of Career and Technology Education
| Short Name ODCTE
CESI Due by October 31, 2022 & Follow-Up Due by November 30, 2022 Organization Code P
Organization Type ODCTE District

K-12 Schools Due Dates 'y
Organization Status Acive

K-12 Salarv & Scheduling: Seolember 30

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

,ﬂ'ﬂm OKLAHOMA I CTIMS

4

'lil Dashboard

Announcements

;ﬂf CareerTech
[y

Calendar Year 2022-2023
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Worksheet — Application Process

Step 4: Click the * (small blue triangle) icon next to Grant Process.

‘b OKLAHOMA ' CTIMS

t CareerTech

L‘

4 Dachboard

4 " Grants |
b |} Grent Process Announcements

Calendar Year 2022-2023

GESI Due by Octaber 31, 2022 & Follow-Up Due by November 30, 2022

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

** | Dachboard

4 -lﬁGrants
# Jistaiaiing Announcements
¥ L,}_;.FLA Process
Calendar Year 2022-2023

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

K-12 Schools Due Dates

K-12 Salary & Scheduling: September 30
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Worksheet — Application Process

Step 6: Select FLA Manage Grant Worksheet/Agreement Flow

. oK.LAHoMA[CTl MS

€ CareerTech

T

'I" Dashboard
ij Grants

4 |§y Grant Process Announcements
4 |5 FLA Process

J‘_I; FLA Manage Grant WaorkSheel

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

Calendar Year 2022-2023

K-12 Schools Due Dates
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Worksheet — Application Process

Step 7: Complete the FLA Grant Funds Worksheets List

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

Note: The red asterisks* represents a required field.

1. Verify Fiscal Calendar Year*.

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

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

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

name and selecting from the drop-down menu.

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

Select your correct Program Initiative*.

Approval Function Type will remain as All.

Filter on Status will remain as All.

Select the Search button.

5.
6.
7.
8.
9.

K2 OKLNOMA )y

Tuesday, October 18, 2022 1:22 P | Hello Debbie Hamble @careertech.ok gov! &

FLA- Local Finance Coordinator

CareerTech
qnl(f areerTec}

4‘ Dashboard | FLAManage Grant WorkSheets/Agreements/nvoice/Follow-up X

[ Grants
4 1 Grant Process FLA Grant Fund Worksheets List
4 |} FLAProcess
[ FLAWarage rant VikShee 1. Fiscal Calendar Year*| 2022-2023 v 2. GrantFund Type" FLA v
] FLAInvoice Process 3 Organization Type:* College District v 4. Organization:* Connors State College District v
5 Organization District* Connors State College District v 6. Program Initiafive:* ~Select- v
7. Aoproval Function Type:* Al v 9
8. FilieronStatus:* Al v | Q Search

v Save changes | @ Cancel changes | [¥) Export o Excel

Worksheet
Worksheet Approval Current Submission
Actii Provider Name Client Name Stage Date Worksheet Agreement

26



Worksheet — Application Process

Step 8: After clicking the Search button, the link for the Worksheet that needs approval
will be listed under the Worksheet column. Click on the Worksheet Number to open
the Worksheet. The Worksheet number always begins with “WS-".

T ET FLA Rbanage Ceand WAnch neein Ageeimenty iy e s F oloe-up 0

FLA Genni Fund Workshaots List

Fiscal Calendar Vear PP Gt Fund Type *

FLA -
Qupanirabon Type Compnrfenuve Sohoom. Dabnces w  CMpAnTaion ® VoUr Sl System -
CHJararalion [eSIne = WErUF Schood Syabem w  PTORM e il Peroe Hgh Sotsl Secondady - 433 -

Appivval Fusotsn Tyge * A -

Filler on States: * AR

w* Bave Changes | (G Cancel changes [ Expont s Eucel

WS
Winricshael Appnowal Submension

AT PYOWIET e

el Slge [ AgTeeTesE

w B Mour School Sysem YOUIR SCHOOL 8YET Liocal Franos Cooinaio CAFBLD

Step 9: FLA Grant Submit Worksheet - Step 2

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

FLA- Local Finance Coordinator v

Dashboard ~ FLA Manage Grant WorkSheets/Agreements/nvoice/Follow-up X = WS-2223-FLA-FLA-CPHSS-421-011011050-37EE22BACT43 - Fully Approved Stage X

FLA Grant Submit Worksheet - Step 2
Provider Organization Details 0 Refresh Worksheet Summary Worksheet Contr
Basic Client Information

Funding Request Defails

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

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

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

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

Verify the contents of each section of the Worksheet. We recommend you print a PDF
of the Worksheet Summary to help with project and budget verification. (Refer to the
“Printing your Worksheet Application” section of this Guidebook.)

P R

Prroreicis {egemifadee Dtk

Damic Clsord infcrrmadsn

vt Dty

Eluadyed s Bems

At T

3 | R ] S Ty L P e ] e S BT o Cratyye Wengeiil  JF ApQedwis PRoceid

If everything is correct, click on Approval Process.

3 VWSR-S FLAF LA CPeiSS- 423 OT000A0 FdAALSF DITARLT - 1h Stage X

LA Carard St Wiorkalssnl - Sep 3

Prirvicler Oogantration Detils G Retean [ Vomateen Suveary [ WOonshe Contrac  w O Step B0k T ————

Basic Claord Infcermalon
Progisct Diatads
Ehuaigel Lirss Mems

A v

A radod e ety
O Revesn [ veoiteet Samrnary L0 Ve CoMRg W O S B Rty iyl
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Worksheet — Application Process

Step 11: Approval Process — FLA Grant Worksheet Approval. At this point,

1.

2.
3.
4.

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

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

Select the Approve button to approve the Worksheet.

After clicking the Reject or Approve button, the system will ask, “Are you sure?” Click
“Cancel” or “OK". If OK is selected, the application is successfully approved or rejected.

Approral Froceet - FLA Drand Workouhent Appooesl

If the Worksheet is rejected it will be returned to the FLA Local Initiative Coordinator for
additional revisions or additions.

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

FLA Local Superintendent/President: Worksheet Approval

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

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

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

When the submission process is complete, you will receive an email from the CTIMS
system stating your Worksheet has been submitted successfully to the FLA State Staff
for review.
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Worksheet — Application Process

FLA State Initiative Coordinator and FLA State Initiative Supervisor:
Worksheet Approval

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

ODCTE Contract Reviewer: Contract Approval

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

Opening a Saved Worksheet:

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

,.a“.- OKLAHOMA i CTIMS

€% CareerTech

IS

‘F' Dashboard

Announcements

Calendar Year 2022-2023

4 LBy Grant Process

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

K-12 Schools Due Dates
K-12 Salary & Scheduling: September 30

k-12 CESI: October 31

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

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

"ﬁ CareerTech FLA- Local Finance Coordinator v
nyy

JP Dashboard | FLAManage Grant WorkSheets/Agreements/invoice/Follow-up %
¢ [[3Grants
4 [}l Grant Process

FLA Grant Fund Worksheets List

4 | FLA Process =
FLAManage Grant WorkShee Fiscal Calendar Year”| §022-2023 v Grant Fund Type:*| FLA v
|65] FLAInvoice Process Organization Type* JFollege District v [Enter the first three characters of any word that is included i v
Organization District* Program Initiative:” }Select- v
Approval Function Type:* Al v

Filter on Status:* Al

v/ Save changes @Cance\ changes m Export to Excel

Worksheet
Worksheet Approval Current Submission
Acti' Provider Name Client Name: Stage Date Worksheet Agreement
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Worksheet — Application Process

In the new section:
Scroll to the left and click on the Worksheet link under the Worksheet
column. The Worksheet link is in blue and begins with “WS."

Dashboard | FLAManage Grant WorkSheets/Agreements/invoice/Follow-up %

FLA Grant Fund Worksheets List

Fiscal Calendar Year* 2022-2023 v Grant Fund Type:"| FLA v
Organization Type:*| K-12 Districts v Organization:* v
Organization District* v Program Initiative: Carl Perkins High School Secondary Local Application - 421 v
Approval Function Type: *| All v
Filter on Status: *| Al v | O Search

+ Save changes || {9 Cancel changes || [£) Export to Excel

Worksheet
Worksheet Approval Current Submission

Acti Provider Name Client Name Stage Date Worksheet Agreement

" » New-Draft WS-2223-FLA-FLA-CPHS8-421-071003050-21320D.

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

Dashboard ~ FLA Manage Grant WorkSheefs/Agreements/invoice/Follow-up % = WS-2223-FLA-FLA-CPHSS-421-071003050-2132DD702C79 - New %

FLA Grant Submit Worksheet - Step 2

Provider Organization Defails () Refresh | [7) Worksheet Summary QWorksheetContract
Basic Client Informtion v

Funding Request Details

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

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

Selecting Next Step will allow you to see your Budget Line Items, the Attachment
function or the Acknowledgement section. The Save as Draft and Submit for
Approval buttons are also located here, along with the Worksheet Summary button
which may be selected if you want to pdf/print your Worksheet/application.
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Worksheet — Application Process

If the Worksheet is rejected at any time during the Approval process, it is returned
to the FLA Local Initiative Coordinator role for revisions &/or additions. The
Worksheet must then be re-approved at all local levels (FLA Local Initiative
Coordinator, FLA Local Finance Coordinator and FLA Local
Superintendent/President before it is fully submitted for review. The FLA State
Initiative Coordinator, FLA State Supervisor and ODCTE Finance Reviewer) Must
review and approve the Worksheet before the grant process is completed.

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

Checking the Status of your Worksheet:

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

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

Do not select FLA New Worksheet again.

,"“‘"‘a OKLAHOM A I CTIMS
2SS

% CareerTech

'lF' Dashboard

Announcements

Calendar Year 2022-2023

= |} Grant Process

& 3] FLA Manage Grant Worksnes,
|¢s] FLAInvoice Process

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

K-12 Schools Due Dates
K-12 Salary & Scheduling: September 30

K-12 CESI: October 31

K-12 Follow-Up Collection: October 1 thru November 30
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Worksheet — Application Process

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

FLA- Local Finance Coordinator v

4 Dashboard | FLAManage Grant WorkSheets/Agreements/invoice/Follow-up X

¢ [} Grants
4[| Grant Process
4 (}j FLAProcess

Fiscal Calendar Year| §022-2023 v Grant Fund Type:* FLA =

FLA Grant Fund Worksheets List

|«}] FLA Invoice Process Organization Type:* JEollege District v Enter the first three: characlers of any word that is included i v
Organization District” Program Infiative™ }Select- v
Approval Function Type: * All v

Filter on Status: Al

v Savechanges @ Cancelchanges | [x) Export to Excel

Worksheet

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

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

4 |} FLA Process

|es] FLA New Worksheet / Agreem

Approval Function Type: *
{2] FLA Invoice Process
[6] FLA Grant Admin Workshest; | Filer on Stalus: * Al v | O, Search
{o2] FLA Grant Admin Invoice Sum

Organization District* + | Program Inifiative= Carl Perkins High School Secondary Cons

All v

+ Save changes = () Cancel changes | [¥] Export to Excel
» [ Reports

Worksheet
Worksheet Approval Current Submission

Aot Provider Name Client Name Stage Date Worksheet

This stage is approving for Cont. 05/07/20190... | WS-1920-FLA-FLA-CPHS5-423-211(

mmary | Agreement Summary

ApprovaliRejection Note Approver Email

Approval Status

r - 1st Stage MNew Process
Local Finance Coordinator - 2nd Appr...  Approved 2019-20 GRANT AFFPROVAL

Superintendent / President - 3rd Appro...  Approved

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

Local Coordinater - 1st Stage Cancel for Chang...  Initiated Change request process.
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Subaward Funding Agreement (Contract)

Subaward Funding Agreement (Contract)

The Subaward Funding Agreement (Contract) is located within the Worksheet and is
available to print as needed. Do not return this document to the Perkins Administration
(FLA) office.

Printing a Fully Executed Copy of your Worksheet Contract — Subaward
Funding Agreement

Once the ODCTE Contract Reviewer has approved your Worksheet Contract/Subaward
Funding Agreement, you may wish to print a fully executed copy for audit purposes. This
document is located in your Worksheet and can be printed by any person with an
assigned CTIMS role: FLA Local Initiative Coordinator, FLA Local Finance Coordinator or
FLA Local Superintendent/President. After logging in, these selections on the left of the
screen should be made:

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

Do not select FLA New Worksheet again.

T UMM ETIMS

R PX

'F' Dashboard

Announcements

Calendar Year 2022-2023

ol [B] FLA Manage Grant WorkcShee,
{e2] FLA Invoice Frocess

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

K-12 Schools Due Dates
K-12 Salary & Scheduling: September 30
K-12 CESI: October 31

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

36



Subaward Funding Agreement (Contract)

Complete the required items in the FLA Grant Funds Worksheet List:

Fiscal Calendar Year
Organization Type
Organization
Program Initiative
Search

‘ft CareerTech FLA-Local Finance Coordinater
B

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

4 [ FLAProcess
JBf FLA Manage Grant WorkSheel Fiscal Calendar Year*| J022-2023 v Grant Fund Type:* FLA v
o] FLAInvoice Process Organization Type:* JFollege District v Enter the fist three characters of any word thatis included i v

Organization District* Program Initiative” JSelect-- v

Approval Function Type:* All

Filron St * Al

v/ Savechanges @ Cancel changes [} Exportto Excel

FLA Grant Fund Worksheets List

Worksheet

Worksheet Approval Current Submission
Stage Date Worksheef Agreement

Acti- Provider Name Client Name

In the new section:

Scroll to the left and click on the Worksheet link under the Worksheet
column. The Worksheet link is in blue and begins with "WS."

Dashboard | FLAManage Grant WorkSheets/Agreements/invoice/Follow-up X

FLA Grant Fund Worksheets List

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

Filter on Status: *| All

+ Save changes | @ Cancelchanges || [) Export to Excel

Worksheet

Worksheet Approval Current Submission
Date Worksheet Agreement

Acti Provider Name Client Name Stage

N Mew-Draft WS-2223-FLA-FLA-CPHSS-421-071003050-21320D..
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Subaward Funding Agreement (Contract)

Select the Worksheet Contract button on either the top or bottom of the screen.

o W WEIIIMFUAFLACPRES-C-0 10T S0 STEEITRALTAY - Fully Agorowedl S0l X

FLA Granl Submit Workshesd - Slap 2

(T 1 BT § B

s
Foscal Coeschie Yo ™ 3000-10T0 L Grand Fursd Brp” FLA v
Cegarization Typa* K:i2 Desiricts L] Crzanization' sl Syvien .
CRATIR (i S St - Progern b * il Pk g Setutnl Sipoeniaey | vl Appheaten - 401 v
Woishet N WS- HPLAFILA- PRS- - A PEEERAL T
Bt [l iiemiee L

Fusir Racunet Ditai

On the Subaward Funding Agreement page, select the Save/Download button
to download your Worksheet Contract/Subaward Funding Agreement as a PDF that you
can save or print. You may need to click on the Open button on the bottom of your

screen in order to open the PDF file. Once the PDF file is open, you can save or print as
normal.

Gtanits 4 ofiShesiigreemenisiovaicaFolowup 0 WS PRRO-FLAFLA-CPHESZI MID305S0-CMFEE4I 02

2 - Fully Approved Stage W Geand Wedsheel Conlract Report 3¢

# _*_l.‘::.'r. e
'8 w@m@m@
o FLA Hew Workshest | Agream State Board of tareer and Technoiogy Education. Citlahoms rit of Cancer and Technology Education
1500 Wit Seventh Avenwe, Stllwater, O TA0T4-4354

SUBAWARD FUNDING AGREEMENT

[ e [] e

1 v it el

Federal Project Code= CHECK APPROPRIATE SECTIONIS:

n
E State Fands D Ravoiving Funcs H Federal Fardtt

Suste Proiect (ot T e p—
N Lorsiriue [l sophritive Lot dgpicitias
Peagrame: - 3423 Federal Grasion: /S CRpirTL of Eutimen
(FOAs: el asaprch & Dewmiopewet: il
| 10 Rate: ES or lesar of negotianed Fedderal Adrsia, (g b

For Career and Technology Education Activities, Services, and Frograms
Thes Fanding agreessent 5 betepen: u Okibhoma Deparimest of Career and Tachagiogy Education [I0CTE] and e follesing mebiation o agancy
IETITUTION DR AGEMCY Dinte

SUPERNTENDENT DRECTOR
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Agreement Process

Agreement Process

Roles for the Agreement Process:

FLA Local Finance Coordinator

\ 4

FLA State Initiative Coordinator

$

FLA State Initiative Supervisor

After the Worksheet is approved through the ODCTE Contract Reviewer level, the Grant
recipient will receive an email from the ODCTE Perkins Administration (FLA) office with
the CTIMS approval notification. At this point they may begin the Agreement process.
Only the Agreement can be changed once the Worksheet is fully approved by ODCTE staff.

Starting the Agreement Process: FLA Local Finance Coordinator

The Agreement is the working copy of the Budget. It contains the OCAS codes and
details of planned expenditures.

Step 1: Using Microsoft Edge, Mozilla Firefox or Google Chrome, sign in to CTIMS
using your 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 signed on with the role of a FLA-Local Finance Coordinator
in the top right corner or use the dropdown arrow to select the correct role.

P
3

LA
i enaelcTins

£ | pachooara

Announcements I User Profile

Calendar Year 20222023 Y| Name ‘Okiahoma Department of Career and Technology Education

Short Name ODCTE
CESI Due by October 31, 2022 & Follow-Up Due by November 30, 2022 Organization Code 601000000
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Agreement Process

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

,ﬂ ‘: OKLAHOMA t CTIMS

% CareerTech

Tpt

#’ Dashboard
* Grants
Announcements

Calendar Year 2022-2023

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

Step 4: Click the * (small blue triangle) icon next to Grant Process.

,_#‘- 0KLAHOMA| CTIMS

€% CareerTech

N

'IF' Dashboard
4 J_,- Grants

@ Grant Process Announcements

Calendar Year 2022-2023

CESI Due by October 31, 2022 & Follow-Up Due by |
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Agreement Process

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

** | Dashboard
4 J_ Grants

4 —— Announcements
L FLA Process

Calendar Year 2022-2023
CESI Due by October 31, 2022 & Follow-Up Due by November 30,

K-12 Schools Due Dates

K-12 Salary & Scheduling: September 30

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

,ﬁ'ﬂn OKLAHOMA i CTIMS

€% CareerTech

Fpt

‘l} Dashhoard
Lf Grants

4 |y Grant Process Announcements
4 l-}—‘ FLA Process

CI*_I; FLA Manage Grant '.,n.rmksr@ Calendar Year 2022-2023

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

K-12 Schools Due Dates
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Agreement Process

Step 7: Complete these items in the FLA Grant Fund Worksheets List. The tagged
numbers on the screen shot correspond to the instruction steps below. Many of these

fields will automatically display based on your organization login credentials.

Note: The red asterisks* represents a required field.

Mo =

v

© 00 N o

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

Verify Grant Fund Type is set to FLA*.

Select your correct Organization Type from the dropdown menu.

Select your Organization by typing in the first three characters of the name then
selecting your school from the dropdown menu.

Verify the Organization District* if it does not automatically appear after typing
the first three letters of your Organization name.

Select a Program Initiative*.

Approval Function Type will remain as All.

Filter on Status will remain as All.

Select the Search button.

Tossiy Dckter o8, 507122 ol el D Hastiocamritch. ot o

FLAMarage Orind iWorkSnsetuidprenerms inioe Filowrip.

FLA Gean Fund Werksheels | sl
l“ﬂ":" . T ' 3 Getfadipe’ LA
: 3 (rganzitin gw* Cotege Eisric ¥ 4, Opanie S Cobaga Detrict
LB Omarcson Dent* e Cbespe Doairt " 6. Fora pRae " - SEec-
7. owwafwcnlipe N ' g

B. FrweaSms M v (] S

ST T T e
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Agreement Process

Step 8: After clicking the Search button, the Agreement column will display New. To
start a new Agreement, click on the blue word “New".

cdreerwece

FLA-Local Finance Coordinator

Dashboard ~ FLA Manage Grant ice/Follow-up X

FLA Grant Fund Worksheets List

Fiscal Calendar Year*

20192020 , | Grant Fund Type:* FLA v
Organization Type™ Your Organization Type v Organization: Your Organization v
Organization District:* Your Organization District {Auto Fills) v Program Initiative: Your Program Initiative A

Approval Function Type: = Al v

Filter on Status: * Al

v O Search

+ Save changes  ® Cancel changes  [#) Export to Excel

Worksheet
Worksheet Approval Submission
Act Provider Name Client Name Current Stage Date Worksheet Agreement

Agreement Approval
Current Stage

» Your school Name our Scheol Name This stage is approving for . | 11/01/201 WS-1920-FLA-FLA-CPTCTW-429-22 New-Draft

Step 9: On the FLA Grant Agreement page, the Budget Line Items section should be
open.

Dashboard FLA Manage Grant WorkSheets/Agreements/invoice/Follow-up x | WSAG-1920-FLA-FLA-CPHSS-423-131002050-79DD2ES7ETF1 - Fully Approved Stage

FLA Grant Agreement

Provider Organization Details ) Refresh || [ Agreement Summary || + Save as Draft = & Submit For Approval »

Basic Client Information v

Project Details

v

Budget Line ltems a

SRR L0 SO e
Sub Award Allocation Worksheet Budgeted Agreement Budgeted Fully Approved Invoiced %;‘;‘;Te%g‘ Unbudgeted = (Allocated - Agrmt Remaining to Invoice
§38,875.00 §38,879.00 $38,879.00 $24,260.07 $0.00 $14,618.93

Budget Line(s) = Budget Line Detail Information

+ Add Budget Line | x Remove Budget Line | ® Cancel Budget Line Changes

Budget Req. Unit

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

Step 10: The first step is to complete the Budget Line OCAS Codes. For each of the
budget line items, enter the OCAS coding in the order of Function-Object-Program
Code (e.g. 1000-100-330). As you begin typing the OCAS code, a dropdown list of
OCAS codes should display for you to select from. After entering an OCAS code, Tab to
the Agreement Line Description Column then use your cursor to click on the next
OCAS Code area. (This helps ensure the OCAS Codes you have entered are saved.)
After entering OCAS codes for all your line items, click on the Save as Draft button.

Note: All object codes should be entered at the 100 level: (100, 200, 300, 400, etc.).

COrECT v el

FLA-L ocal Fimancy Doordinador .

F LA AN AT
i crare s Provicer Organczaton Dolads (Pt | [ Aot
Em Basic Chard Information
Priossct Daotails
Busiget Ling ihms

D AlSCalon

S Ao Aocafion Workehast Rudoted Agresmant Bxcgried Fuly hppiowediinvoiced  Agtesmand Unbudgeied ¢ |Aocaiad Fuperumning 50 Iwoece
BITAST 00 §17 457 00 ST AST 00 55 85 T AhrE Rusdgeted S10883 20
il

Fumiged Linn QAR CODE]
Fifschon - Objeo: - "ogam

el Col  Reg Ul Type

F130-100- 100

23 F X

Step 11: Acknowledgements. Scroll down the page and click on the word
“Acknowledgements” section heading. Click on the two * certify/verification boxes
and put in an Acknowledgment Note (required). Click on Submit for Approval. The
Agreement will now go to the FLA State Initiative Coordinator and FLA State
Initiative Supervisor for approval.

= FERAD PRI LAF LA-C PRS- TI9N- FTRODIESTE TR 1 - FUily ADDegesd J0E0S

FLA Granml Agréesment

el g ared sbawn Dl sd Sy Rebask [ Agsmont Surmary

Biezic Choe| Isfoirrafiar
P Dk

[ e

B8 Sumerery Fspaorn | i Beferh [0 Agressreed Saprenary . " v . Fradpet Acgenbmend Proomes

L
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Agreement Process

FLA State Initiative Coordinator, and FLA State Initiative Supervisor:
Agreement Approval

The FLA State Initiative Coordinator and the FLA State Initiative Supervisor continue
the Agreement review and approval/rejection process by following Steps 1-11 above
(the same steps as the FLA Local Finance Coordinator).

After the Agreement is approved by the FLA State Initiative Supervisor, the FLA Local
Finance Coordinator can begin submitting Invoices/Reimbursement Claims.
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Invoice Process

Invoice Process

Roles for the FLA Invoice Process:

FLA Local Finance Coordinator

4

ODCTE Finance Document Coordinator

4

ODCTE Finance Reviewer
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Invoice Process

Submitting an Invoice for Reimbursement: FLA Local Finance
Coordinator

This section will take you through the steps to submit an Invoice/Claim for
Reimbursement.

Step 1: Using Microsoft Edge, Modazilla Firefox or Google Chrome, sign in using your
school email and CTIMS password at https://ctims.okcareertech.org/CTBDSWeb/

Step 2: Verify that you are signed in with the role of a FLA-Local Finance Coordinator
in the top right corner. If not, use the dropdown arrow to select the correct role.

Fiiday, October 21, 2022 9:24 AM | Hello Dbz L mcgguancoriouinum g+ am

C L

MW OKLAHOMA

)ﬂ" CareerTecthTIMs FLA- Local Finance Coordinafor v
iny

4 Dashboard

+ [ Grants .
Announcements | User Profile
8
Calendar Year 2022-2023 Name Okiahoma Department of Career and Technology Education

Short Name 0DCTE
CESI Due by October 31, 2022 & Follow-Up Due by November 30, 2022 Organizaton Code 401000000

Step 3: Click the > (small blue triangle) sign next to Grants on the left side
navigation panel.

,ﬂ ‘; OKLAHOMA | CTIMS

% CareerTech

Tt

-'i'- Dashboard
* Grants
Announcements

Calendar Year 2022-2023

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

Step 4: Click the > (small blue triangle) sign next to Grant Process.

,ﬂ'ﬂm OKLAHOMA ‘ CTIMS

€% CareerTech

Tt

'li" Dashboard
a J_,— Grants

@_, Grant Process Announcements

Calendar Year 2022-2023

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

Step 5: Click the "' (small blue triangle) sign next to FLA Process.

** | Dashboard

Announcements

Calendar Year 2022-2023

4 ,_J_‘- Grants

4 | iina

L FLA Process

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

K-12 Schools Due Dates

K-12 Salary & Scheduling: September 30

Step 6: Select FLA Invoice Process.

,_#"- OKLAHOMA E CTIMS

% CareerTech

Tt

Dashboard
4 (5 Grants

4 | Grant Process Announcements

4 |} FLA Process
B Calendar Year 2022-2023

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

<3 & Bhl=ns Grant WorkSheets/Ag

[ FLA Invoice Process ]
K-12 Schools Due Dates

kE-12 Salary & Scheduling: September 30

K-12 CESI: October 31
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Invoice Process

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 asterisks* represents a required field.

1.
2.
3.

© 0 N o w

_F.;‘u‘rrﬂt .mr:'w
: FLA e P

FLA Gapil Fand brcsces Lt

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

Verify Grant Fund Type is set to FLA*.

Select your correct Organization Type from the dropdown menu (College
District, Comprehensive School Districts or Tech Centers Districts).

Select your Organization by typing in the first three characters of the name then
selecting the correct option from the drop-down menu.

Verify the Organization District* (auto-fills)

Select a Program Initiative*.

Approval Function Type will remain as All.

Filter on Status will remain as All.

Select the Search button.

Fucal Cerdr Vil = @ Py i o 'Ol Frard Type* @ FLA
m 4 S @ . w [ @'f'ﬂﬂ"-" el Froe characion of ooy wor] B
. Crgancation et ® @ o Program inatee * @ S
Grand Wornhertigpoomentiveoe Lad Uarag
Agproval Funcon Tyge i @ %
Fillei o Shaliny * M . | o @

Aerneed BopiTy Bgrerrment Jpproy
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Invoice Process

Step 8: After clicking the Search button, click on the blue words New Invoice to start
the new Invoice Process.

Note: To see the status of a Draft Invoice in process or an invoice already submitted or
paid, click the »(small dark triangle) sign to the left of the blue words New Invoice
Additional information is included in the “Accessing a Draft Invoice” or the “View
Status of Submitted Invoice” section of this Guidebook.

T Dashboard FLAINVoice Frocess X

4 [ Grants
4 [ Grant Process FLA Grant Fund Invoices List
4 [i FLA Process
] FLAManage Granl WorkShes Fiscal Calendar Year*| 2022-2023 v Grant Fund Type
il FLA Invoice Process Organization Type:™ K-12 Districts - Organization

Organization District:* v Program Initiative

Grant Worksheet/Agreement/Invoice List Manage Grant Invoices

Approval Function Type: * All

Filter on Status- * Al

[ Export to Excel

New Invoice
I Provider Name Client Name Agreement

* chool System SCHOOL SYSTEM WSAG-2223-FLA-FLA-CPHSS-421-181002050-0DA . |No

Step 9: Verify that the information is correct, then select Save & Next.

I r——

FLA Grant Submit Invoice - Step 1

Prowider Organezation Detals A

Fiscal Calendar Year* 2022-2023 v Grant Fund Type:* FLA v
Organization Type* K-12 Districts v Organization* School System v
Organization District* School System v Program Initiative:* Carl Perkins High School Secondary Local Application - 421 v

Worksheet No:*| WS-2223-FLA-FLA-CPHSS-421-191002050-TF2ABFET58FA
Agreement No*  WSAG-2223-FLA-FLA-CPHSS-421-191002050-00A84CC9805A
Invoice No*  INV-2223-FLA-FLA-CPHSS-421-181002050-5A1F5EC03835

Basic Ciient Information ¥

Project Details v

I OHsiresn.l » Save & Next
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Invoice Process

Step 10(a): Under the Invoice Line Items tab, select the Agreement Line Desc
(Description) you want to add to your Invoice. The system will default to claim the full
budget line amount. If you want to claim the full amount shown in the “Total” column,
simply click in the check box to the left of the description. Repeat this for all the line
items where you are claiming the Total amount shown. If you have now claimed
everything you want in your invoice, you can proceed to Step 13.

A g Proes W ASOOFLAFLACREG-U T OTONC RAGI0F - e

FLA Gianl Subsnll Irregice - Sl 2

(Roiush [ lemtn Gommary W Ovn Doep Bk ) Sewm i Denll | (24 Sl P e

T T B0 g pl 1 T aman L] BT ConPw ok BrAN T BART
T T B0 Lpplant- LT e aman 108 HIOE  Contferfach
V- Suppien-500 bopplat- 12-natrcion 1% 58130 Contiber fach
VHC-darp 800 boppie- i3 -ratnrion 188 00 Contifwr Eich

T S-S0 Doppbei- XD afcion 10 B0 o Far Eich

Ve o B0 Sl KD atcien 1m FE  Con P Eich
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Invoice Process

Step 10(b): If you do NOT want to claim the full amount of the line item, click on the P>

(small dark triangle) to the left of the line description. Next, click on the Edit button
which appears in the dropdown section.

FTOVION LTJaNTanon Lemes -
Eiases Chend Infgamataon
Profec Detats
Cank Ababon '
f
Prrecie it Herms ?

B e L Dusc Toisl  ApowToisd  Ad ol

L] Polte Bobo BTE L. WOGBITY T Sl A Bty L pbaian L1 1K | Coit P Bk i T o

Pt Seiboshy g b 1 MOS-EOIED Ve applan A Sappbey FL abracien (L TN Con P Eac Hiee

< P ok Pt Gl g H 12080001 i@ AR | T For B L)
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Invoice Process

Step 11: You can now edit/change the Units, Unit Cost, Req Unit Type &/or Total
amount to claim only the amount of the Total line item costs that you need. This
ensures your requested reimbursement will match the invoice/receipt you are
submitting for documentation.

If you want to enter the Date of Expense on this line item, you may need to use the
scroll bar at the bottom of the page in order to move your cursor that far to the right.
After you are finished editing the amount of the budget line to match what you are
invoicing, select the Update button on the left. If you do not select the Update button
your changes will not be saved.

[ 715 o P
Pt [l

Gtanl ARSI

Il Line R

= kool BT AR C NI0AG-112 VA o200 Sppan LT T o i BERT  Cow Pw Luck Bdaan HEN
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Invoice Process

Step 12: If you start to edit a line and discover you don't want to save your changes you
can select the Cancel button on the right.

If you discover that you have made a mistake after you have selected the Update
button, you must use the Edit button again, correct your errors then re-select the
Update button.

If you have already Saved/Updated a line item and you then want to totally remove it
from your invoice, you will have to Inactivate the line item. To do this, select Edit.
Next, click on the checkmark in the Is Active column to remove it and inactivate that
line item. Finally select Update. That line becomes Inactive and will not show up in
your invoice. Another way to inactivate a line is to put zeroes in the Units and Unit
Cost boxes and select Update.

B LA e oz

Buotipet Lrat00AE:

rie ]

Fenman : e
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Invoice Process

Step 13: Verify that the Total Invoiced amounts are correct for the amount of
reimbursement you are requesting. Verify that the line item amounts and OCAS codes
match the Expenditure report you will attach in Step 14.

Current Line

Req. Unit Type Approv Total Avl. to Invoice Invoicr.d Total Invoiced Waoi'tsheet Budget Line Desc.
R ————
$124 78 Cost Per Each 512478 512478 38338 $0.00 S 1 39 Administrator Benefits
3,568 41 Cost Per Each $13,568 41 $13,568 41 $9,045 60 $0.00 54,522 81 Guidance Counselor Salary - 30°
3,263 81 Cost Per Each $3,263 81 $3.263 81 $1,015.97 $1.123 82 $2.247 84 Guidance Counselor Benefiis -
<

>
$16,957.00 $16,957.00 $10,144.96 $1,123.9 $6,812.04

Select the Save As Draft button from either the top or the bottom of the screen.

Select the Invoice Summary button (on either the top or the bottom of the page) to
pull up a copy of your invoice. Verify that all your items are listed and the amounts and
OCAS Codes are correct and match those on your expenditure reports. If these items
do not match, your reimbursement claim will be rejected.

Daskboad  FLA Invoice Plocess W BOV-1020-FLA-FLA-CPHSS-01-J004 50500 ECHBRABRAD - New 3

FLA Grant Submit Imsoice - Stan 2

e e e < o o8 S 0 Sy e

| Basic Client Information
| Project Details

Grant Allocation

Ivwiokci Ling lems

Cument Line
Rog Uit Type . Appeoe Total  Awl 1o Ieweice Ivoiced  Tolal invpiced  Workshost Budged Line Desc
ST Cost Per Esch 14718 12478 Hawm 000 5413 Adeanistialorn Benefits
1556841 Cosi Per Each 5135541 13554 8204560 5000 A28 Gudance Counselor Salary - 0%
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Invoice Process

Step 14: Scroll down and select the Attachments heading. Use the Browse then the
Upload and Save buttons to attach the signed and dated Summary Expenditure
Report and Detail Expenditure Report that you have saved on your computer, along
with any required receipts and vendor invoices. The Expenditure report amounts should
match the amount of reimbursement you are requesting on your invoice. You may
upload multiple attachments, but they must be uploaded individually. *Additional
instruction on adding Attachments is available in Step 12 of Starting a new Worksheet
Application in this Guidebook.

Project Details

Grant Allocation

‘ Attachments
Browse: | Selact files...

Attachment Note:

[ Upload & Save file

@ Activellnactive file(s) & Delete file(s) = Download all files

Status File Name Attachment Mote  Uploaded Date Action

Step 15: Scroll down and select the Acknowledgements heading. Check the required
certify/disclaimer boxes. Input the required Reporting Period (Claim) Date Range.
NOTE: The Reporting Period date range must match exactly the date ranges in your
Detail and Summary Expenditure Reports.

If this is the final payment request you will submit for this fiscal year, check the “Is final
payment?” box. Type a required Acknowledgement Note in the box. Select the
Submit for Approval button.

Altachmants

Acknowledgements

By chackang fhis boo, | oevify 1o S besst of vy inowiedge and beled thal e repor is irue. compisle, and acowmle, and the eqpendiures, delursements and cash reosipts ane for the
e and cbjscives sef forth in e leems s conditions of B Federal sward. | am awars that any Talss, otlicus, o Iruduent information, of the omission of sy material tecl, may
 me o criminal, vl of adminivhaliee penalies for iaud, lakee Salements, tale dams or olenvise. U 5. Code Tille 18, Sechien 100 and Tie 31, Seclions 37263730 and 3800-3812
200 415 8) (CFR 2015 #d )

| haren alinched 3agned federal Seiad and summany acoouniing neports Tail show prool of payments (OCAS neperts for secordany Meopienis, GCAS of 0T RCoounibng reg=sts i

piogy Camiees and coleges. Finanical Anirytse rpors ane NOT adeguate fof payment and il causs T oo 10 e nepcied)

| harv aached LEGIBLE copaes of all nequinsd vsndsr ervosces i applcabie.

ol Panod Date Ranos S0 To MM Y] =

CRack Boa il Snal isgudd fod Emburiament
Ak e Noda

CiRefresh | [T drvpsce Sumimary | W One SlepBack | &0 Sy tf ) Sutemd For Approval | )
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Invoice Process

Step 16: Click on the Invoice Summary button, at either the top or the bottom of the
screen, to create and print a PDF report of the Invoice you submitted.

FLA-LoCa Finanoe Coomsingior ¥

Ore: Seg Back, ) Save 2 Dl [3) Bubomd For Approal

Propest Detasds

Grand Aliocafion

Iwvoace Ling ems

2
Scroll up to the top of the page and select the pdf button L from the top

toolbar to open a PDF copy of your invoice. You should now be able to Save or Print
the PDF Invoice document as usual.

[ Geanis Cuetboged  FILA Inwoios Prodess N MY RO LA-FLA-CPHESS-420- T I00RG50-TESTTEGETIEL - 4 Apgoowal Shige 1 Wi Semmiry

+ i Caermnl Prosoess
- .

e i o T e
i ool Systeme 1 L of | 1w

¢ i FLA Priciss

FLA Wlanags Gramd W,
FLA lewaice Procins

rvoice Individual Summary
i s s (3l 4558 4 [y i
- FLACFLA-CPHSS A3 TRI0 J050- 119 TPEGSEIE4 - 3304
Carl Perkin High Sehool Secondary Comortiim T oope st Local Appication - 413

Schaod Nama [ e
Wik’ Wb 0 R 1109,
Lt pf fagoer ol 1LLTE0 1300 AN P hbmenied
E o Lt Dot e 0000 Gaal Lart =y fubiien Hamisly:
Pty st Dot A HLFIRS S R Pty dge v By Wapbavim Hisligwri.

Fulby bppervee Rosm Pk Srte Iniadevn Saperyor

i i Pt i P e e

D o wark o open o s e M Hiple radhsichaalt gl From ctimck g o Cance

The Invoice is now successfully submitted and will go to ODCTE for review and
processing.
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Invoice Process

Accessing a Draft Invoice or View Invoice Status

To open an invoice that you have started but not submitted, or to view the current
status of an invoice, open the Invoice Process as normal by selecting:

» Grants
» Grants Process,
> FLA Process and then
» FLA Invoice Process

Complete the required sections of the FLA Grant Fund Invoices List:
» Organization Type
» Organization
> Program Initiative then select
> Search

To see the status of a Draft Invoice (in process) or one already submitted or paid, click
the pp- (small dark triangle) sign to the left of the blue words New Invoice.

T Dashboard FLA Invoice Process x

4 [[) Grants
4 [ Grant Process FLA Grant Fund Invoices List

4 LL' FLA Process

| FLA Manage Grant WorkShee Fiscal Calendar Year*| 2022-2023 v Grant Fund Type
| FLA Invoice Process Organization Type:*| K-12 Districts v Organization
Organization District* v Program Initiative

Grant Worksheel/Agreement/invoice List | Manage Grant Invoices

Approval Function Type: * Al

Filter on Status: * Al

[¥) Export to Excel

4 New Invoice
I Provider Name Client Name Agreement

School System . .. SCHOOL SYSTEM WSAG-2223-FLA-FLA-CPHSS-421-191002050-0DA... |No
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Invoice Process

Scroll to the right to view the Current Approval Stage column or click on the Invoice
number under the Invoice column to open the selected invoice.

New

Invoice BAP Agreement Agreem|
Provider Name Client Name Agreement Proce Agreement Submission Date Approval Stage Approvy

4 New Inv._. WSAG-1920-FLA-FLA-CPHSS-421- .. | No | 09/24/2019 14:28:25 State Superviso... | Fully Ap

Invoice Summary

+ Save changes  @® Cancel changes [ Export to Excel

Approval
Active/inActive Current Approval Stage BAP Process Provider Name Status Invoice

, No INV-1920-FLA-FLA-CPHSS-4:
> M ODCTE Finance Reviewer - Fully Approved Stage Mo Fully Ap.. INV-1920-FLA-FLA-CPHS5-4:

» New-Draft No V-1920-FLA-FLA-CPHS35-4

For additional information on the status of an invoice, select the P (small dark
triangle) to the left of the invoice you are inquiring about. This will access a drop down
menu indicating what approval level this invoice is at. In the example below, the invoice
has been approved and submitted by the FLA Local Finance Coordinator and is
awaiting review/approval by the FLA State Initiative Coordinator.

Prorsder Mams AT I T ST

¢ [hew brve WEAS- 1501 F LA-FLA-CPHES-433 Mo 0OELT01H 154134 Shale Supenasa Fuily Appr &

Iweecn Sumtenary

+ Save changes @ Cancel changes | [ Export o Excel

BAF Procaess
Na

Pairaidal Marmss

ActrisActio Cravnl Appioval Slage

GRCTE Francs Reviee - Full

Ierepet Appioval Suemamasy

ppe ol
Siaks SpprovalToipaction Nob Al o il Sggpiceial DLate Approvil Rk

QA0 10238

Agpitwal Slage

FLA-LocH Firanca Coong

AN 1004 FLA- State Indate Supd
¥

ER gty S prprciprs  Terd e PR 33 40 R i ET 2, SPuln Inftun (e
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Invoice Process

If you have saved and want to re-open a Draft invoice, click on the invoice number
then select the Next Step option on the following page. You can then continue to make
changes to your Invoice Line Items, add attachments or complete your
Acknowledgement section before you do a “Save as Draft” then “Submit for
Approval” to send the invoice to Perkins staff for review.

Dashboard FLA Invoice Process | INV-1920-FLA-FLA-CPHSS-421-011025050-EBE95B2FC311 - New  x

FLA Grant Submit Invoice - Step 2
Provider Organization Details ¢ Refresh | [@Invoice Summary | = One Step Back | & Save as D
Basic Client Informafion
Project Details
Grant Allocation
Invoice Line ltems

Budget Line
(OCAS

CODE}
Function -
Object -
B Agreement Line Desc. Program OCAS Description its Unit Cost Req. Unit Type

< & Edit Active | STEM- Dell optiplex. 1000-600-332 1.00 $2512 Cost Per Each $2512 $2512 ~

$25.12 $25.12
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Change Request vs Budget Adjustment

Change Request vs Budget Adjustment

Difference Between a Change Request and a Budget Adjustment

Worksheet Change Request - to edit/change a Worksheet before it has been
fully approved by the ODCTE staff, use the Change Request Process. This can
only be started by the FLA Local Initiative Coordinator. After changes have
been made, the Worksheet must be re-approved by the FLA Local Initiative
Coordinator, FLA Local Finance Coordinator and the FLA Local
Superintendent/CEO/President before it is fully re-submitted. Once the
Worksheet Contract/Subaward Funding Agreement has been approved by the
ODCTE Contract Reviewer, the Worksheet is locked and no further changes may
be made.

Invoice Change Request - to edit/change an Invoice once it has been rejected
back to the grant recipient, they must initiate a Change Request. This can only
be started by the FLA Local Finance Coordinator.

Budget Adjustment - to make budget changes on an Agreement after it has
been approved by the ODCTE staff, use the Budget Adjustment Process. This
includes adjusting budget amounts, adding new items to the budget or
inactivating previously approved budget items. Attachments can also be added
during a budget adjustment. Budget Adjustments can only be performed by the
FLA Local Finance Coordinator.

Occasionally when a Budget Adjustment has been done previously, only the
Change Request button will be active in the Agreement. It is permissible to use
the Change Request option rather than the Budget Adjustment Process option in
these instances.

After you select “Submit For Approval” on any Change Request or Budget
Adjustment, look at the top of the page for a comment such as “To finalize your
submission, press the button on the right.” There should be a button on the
right that says “Submit” or “Final” that you can select.
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Worksheet Change Request Process

Worksheet Change Request Process

Worksheet Change Request Roles:

Stage 1 - FLA Local Initiative Coordinator
A 4

Stage 2 - FLA Local Finance Coordinator

\ 4

Stage 3 - FLA Local Superintendent/CEO/President

Stage 4 — FLA State Initiative Coordinator — 3™ Approval.
ODCTE state staff reviews and approves or rejects the
Change Request. If approved, the Worksheet goes to final
approval stage. If rejected, goes back to stage 1.

Stage 5 - FLA State Initiative Supervisor — Final
Review and approval of Change Request. If
approved, the Worksheet goes to final approval stage.
If rejected, goes back to staﬁm

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

Making a Worksheet Change Request:

If you need to make a change to your Worksheet after you have submitted it but
before it is approved by the ODCTE Contract Reviewer you must go through the
Change Request Process.

Step 1: Using Microsoft Edge, Mozilla Firefox or Google Chrome, sign in using your
school email and CTIMS password at https://ctims.okcareertech.org/CTBDSWeb/

Note: CTIMS is currently not compatible with other browsers.
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Worksheet Change Request Process

Step 2: Verify that you are signed on with the role of a FLA-Local Initiative

Coordinator in the top right corner. If not, use the dropdown arrow to select the
correct role.

Nt ), o D -

Step 3: To re-open your submitted Worksheet, select the following options from the
menu on the left of your screen:

Grants -

Grant Process —

FLA Process -

FLA Manage Grant Worksheet

YV VYV

Do not select FLA New Worksheet again.

,ﬂ'ﬂr- OKLAHOMA E CTIMS

% CareerTech
b ‘ag'

‘li' Dashhoard

Announcements

Calendar Year 2022-2023

4 |y Grant Process

=] m FLA Manage Grant Workishee,
|e] FLA Invoice Frocess

CESI Due by October 31, 2022 & Follow-Up Due by |
K-12 Schools Due Dates

K-12 Salary & Scheduling: September 30

K-12 CESI: Ociober 31

K-12 Follow-Up Collection: Cctober 1 thru November 30
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Worksheet Change Request Process

Step 4: Complete the following fields in the FLA Grant Funds Worksheet List:

Fiscal Calendar Year
Organization Type
Organization
Program Initiative
Search

).e CareerTech FLA- Local Finance Goordinator v
[ M

4‘ Dashboard | FLAManage Grant WorkSheets/Agreements/invoice/Follow-up

YV V VY

¢ [} Grants
4 ([ Grant Process FLA Grant Fund Worksheets List

4 (}j FLAProcess
8| FLA Manage Grant WorkShee Fiscal Calendar Year"| J022-2023 v Grant Fund Type:* FLA v
|6}] FLAInvoice Process Organization Type* JEollege District v Enter the first three: characlers of any word that is included i v

Organization District* Program Infiative™ }Select- v

Approval Function Type: * All v

Fileron Staus:* Al

v Savechanges @ Cancelchanges | [x) Export to Excel

Worksheet
Worksheet Approval Current Submission
Acti Provider Name Client Name Slage Date Worksheet Agreement

Step 5: After clicking the Search button, the Worksheets that are in the approval
process will be listed. Select the Worksheet Number to open it.

Dashooar  FLA Manage Geant WoncSnesisAgieemenis invoaF oliow.up -~
FLA Genni Fund Workshoots List
Fical Calendar Year® PRI »  an Fund Type FLA -
Cupanirabios Type Comprefenune Sohoom, Dednces w  CMpAnCAion ® VoL Scionl Sysiem -
CHJareraiof Dl = WP Schood Syabem w  PTOQTAM IR G e High Sotcsl Secondady - 433 -
Appioval Fusction Type * An -
Filles on Stabes: * AR # | | 'S Beanch

« Bave changes | (S Cancel changes || [3) Expont 1o Excel

Winricshoel Appronal
ALl PHOET Harme e Slage

« B Your School Sysiem VOUR SCHOOL 8YET Local France Commnaiod I WEL RO FLA-FLA-CPHES A Z 30700305

64



Worksheet Change Request Process

Step 6a: On the FLA Grant Submit Worksheet Step 2 page, select the Next Step button
from either the top or bottom of the page.

¢ X WERIILAFLACPRSS-EN-SM000ss- HIRDOMRCT - hew X

FLA Grant Submd Workshes! - Slep 2

Pravider Orparicaion Dotk
Pl Calmnda Vo *  2000-2000 Ll Geani Funsi Typa®  FLA [}
Crpanizainn T * | K17 Dty . Organzation® Sofwl STl v
Qrpanizadion Deinct Sichionl Sysiem Ll Frogram inliatve®  Carl Peviing High School Secordiany Local Apeicaton - &2 L]

it M ® W2 FLAFLA-CPHES-L | -DN00 -2 12007 82 TS
B Clel Irelermynes,
Fundirg Reguet Detaly

()Rt | [ Workahwet Summary :_"-l.msmn:wm

Step 6b: To make changes to your Worksheet Narratives, Attachments, or Budget,
select the Change Request button from either the top or the bottom of the page.

FLA- Local Initiafive Coordinator A

Dashboard FLA Manage Grant WorkSheets/Agreements/invoice/Follow-up % | WS-2021-FLA-FLA-CPHS3-421-141002050-44CF9ADAOFE3 - 3rd Approval Stage

FLA Grant Submit Worksheet - Step 3

Provider Organization Details ¢ Refresh | [@ Worksheet Summary = [@ Worksheet Confract =« One Siep Back = © Save as Draft & Submit For Approy
Basic Client Information v
Project Details -
Budget Line Items

Grant Allocation

Sub Award Allocation Warksheet B B Fully Approved Invoiced ﬁa‘;‘;"{;@‘ Unbudgeted = (Allocated - Agmt. Remaining o Invoice
51.00 $1.00 $0.00 50.00

$1.00 0

Step 7: The Change Request Process cancels the Worksheet approval process so that
changes can be applied. Click OK on the pop-up Change Request screen to continue.

FLA o wengve Coredran s .

Vimg gy b e B s ey e, g lsbrsy P S gl s ean
o e et
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Worksheet Change Request Process

Step 8: In FLA Grant Submit Worksheet — Step 4 you may make changes to the
Worksheet Narrative, Budget Line Items or add Attachments. After making the changes,
you must re-verify the Acknowledgements, and then click Save As Draft. Only after
selecting Save As Draft should you select Submit for Approval.

4 [} Grants
4 [} Grant Process
4[] FLAProcess
o] FLA New Worksheet / Agreem

FLAManage Grant WorkShee

Fiscal Calendar Year* 2022-2023

Organization Type:* K-12 Districs
‘Organization District*
Workshest No:*
Easic Client Information
Project Details

Budget Line ltems

Altachmenis

‘
Acknowledgements

Step 9: Select Approval Process.

= Prerwuion Crgrerermtor, Disdasis

Pl Gl Voo ©

Cgaranaton Ty *
Crparasaton (einct

Vit b *

Pl Clard Wdlirraen
il st
[T
At

e )

- Ot Sy
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Provider Organization Details 0 Refresh l

¥ LA Cirard Subred WiraFued

J} Dashboard ~ FLA Manage Grant WorkSheets/Agreements/invoice/Follow-up %X | WS-2223-FLA-FLA-CPHSS-421-071003050-21320D702C79 - New X

FLA Grant Submit Worksheet - Step 3

Worksheet Summary l Worksheet Confract l W One Step Back l @ Save as Draft l &) Submit for Approval I
v

Grant Fund Type:* FLA

v
v Organization* v
v Program Inifiative:* Carl Perkins High School Secondary Local Application - 421 v

WS-2223-FLA-FLA-CPHSS-421-071003050-21320D702C79

() Refresh Worksheet Summary Worksheet Contract | 1« One StepBac{ | () Save as Draft | &) Submit for Approval

FLA- Lol it o iruson s

Shop 4

e Sy = Orw Yep B -
v Gt o T ™ LA
& Copaacaan’

o Feogum e L P g Saind Sbcoredary

1 LA L PR 1 S Y ST )

= Crw Svp a1



Worksheet Change Request Process

Step 10: Select Approve to send changes to next approval level.

Both the FLA Local Finance Coordinator and the FLA Local
Superintendent/President must fully approve the Change Request by following
Steps 1 -9 above before the Worksheet is fully resubmitted to the Perkins staff for
review. If the Worksheet is rejected at any approval level, it will go back to the FLA Local
Initiative Coordinator (First Stage) for changes and then be resubmitted to the FLA Local
Finance Coordinator then the FLA Local Superintendent/President until both approve
the changes.

waen. - W LA Dol VWosrhaed Apgred

Step 11:  After the FLA Local Superintendent/President has approved the Change
Request, the Worksheet will then be reviewed and either approved or rejected by the
FLA State Initiative Coordinator, the FLA State Initiative Supervisor, and the ODCTE
Contract Reviewer. Once the ODCTE Contract Reviewer has approved the Subaward
Funding Agreement (Contract), the Worksheet is considered fully executed and no
further changes may be made.
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Invoice Change Request Process

Invoice Change Request Process

If an Invoice/Reimbursement Claim is rejected back to the school for any reason, the
school must initiate a Change Request before making any corrections or additions to
the invoice, otherwise none of their changes can be saved. Once the changes have been
made and the request has been submitted for approval it is sent to the ODCTE Finance
Document Reviewer and ODCTE Finance Reviewer for processing.

Invoice Change Request Roles:

FLA Local Finance Coordinator

\ g

ODCTE Finance Document Reviewer

s 4

ODCTE Finance Reviewer

Making an Invoice Change Request:

When the school receives a CTIMS notification that their invoice has been rejected they
need to open that invoice and initiate a Change Request then make any corrections or
additions necessary. Failure to initiate the Change Request will result in an inability
to save any changes made to the invoice.

Step 1: Using Microsoft Edge, Mozilla Firefox or Google Chrome, sign in using your
school email and CTIMS password at https://ctims.okcareertech.org/CTBDSWeb/

Note: CTIMS is currently not compatible with other browsers.
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Invoice Change Request Process

Step 2: Verify that you are signed in with the role of a FLA-Local Finance Coordinator
in the top right corner. If not, use the dropdown arrow to select the correct role.

. estay, 0D 16, 2 P | Febo DEDDE HAMDRICAEETIECh Ok GOV &, ~
S
M oxLanoma|
aﬂ"‘ ?‘areeﬂ’ech'cnns FLA- Local Finance Coordinator v
iy~
0

Dashboard

Announcements User Profile
Name (Okiahoma Department of Career and Technology Education
Short Name 0DCTE

Calendar Year 2022-2023

CESI Due by October 31, 2022 & Follow-Up Due by November 30, 2022 Organizaton Code e
K-12 Schools Due Dates a | Organization Type (ODCTE District
(Organization Status Active
K-12 Salarv & Scheduing Seoiember 30

Step 3: Click the > (small blue triangle) sign next to Grants on the left side
navigation panel.

,_#‘4 OKLAHOMA ‘ CTIMS

% CareerTech

RO

-|i|- Dashboard
4 [} Grants

@_, Grant Process Announcements

Calendar Year 2022-2023

CESI Due by October 31, 2022 & Follow-Up Due by |
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Invoice Change Request Process

Step 4: Click the > (small blue triangle) sign next to Grant Process.

,ﬂ'ﬂm OKLAHOMA ‘ CTIMS

€% CareerTech

Tt

'li" Dashboard
a J_,— Grants

@_, Grant Process Announcements

Calendar Year 2022-2023

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

Step 5: Click the "' (small blue triangle) sign next to FLA Process.

** | Dashboard

4 ijGrants
4 i Announcements
L FLA Process
Calendar Year 2022-2023

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

K-12 Schools Due Dates

K-12 Salary & Scheduling: September 30

Step 6: Select FLA Invoice Process.

,ﬂ‘ﬂn OKLAHOMA [ CTIMS

€ CareerTech

RIS

Dashboard

4 | Grants
A Sl Elotaes Announcements

4 | FLA Process
H rant WorkSheets/Ag Calendar Year 2022-2023

{8 FLA invoice Process ) CESI Due by October 31, 2022 & Follow-Up Due by |

K-12 Schools Due Dates
K-12 Salary & Scheduling: September 30

K-12 CESI: October 31

70



Invoice Change Request Process

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 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 FLA*.

3. Select your correct Organization Type from the dropdown menu (College
District, Comprehensive School Districts or Tech Centers Districts).

4. Select your Organization by typing in the first three characters of the name then

selecting the correct option from the drop-down menu.

Verify the Organization District* (auto-fills)

Select a Program Initiative*.

Approval Function Type will remain as All.

Filter on Status will remain as All.

Select the Search button.

_""’L.\..J‘.‘rl-"l’we..“-"-1.1w .I
i FLA lirnvoacs P

&

© 00 N o w

FLA Gt Fiand s Lind

Pl ol Yeur* '@r.'*.-x'-' ot i A @"J'
p_2 E b Crgancaen Tree” @ oy v | Doy @(.Mﬂ it i £
et aion D ® @ Y| Pepakiiy @ et
£ ]
Gt Wertafest Agpeementivone Ll L
approsal Funcieon Tyge ] @ I
S - « O Semch @

Agernievt AopiTy Agreeerent hpproy
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Invoice Change Request Process

Step 8: To access your Rejected Invoice, click the P (small dark triangle) sign to the
left of the blue words New Invoice. Do not click on the words “New Invoice.”

T Dashboard FLA Invoice Frocess X
4 LGV&HTS
4 [l Grant Process FLA Grant Fund Invoices List
4 [Ji FLAProcess
[6i] FLA Manage Grant WorkShee

m FLA Invoice Process Qrganization Type| K-12 Districts v Organization

Organization District™ v Program Initiative

Fiscal Calendar Year* 2022-2023 R Grant Fund Type

Grant Worksheet/Agreemen¥/Invoice List | Manage Grant Invoices

Approval Function Type: * Al

Filter on Status: *| Al

[¥] Export to Excel

A New Invoice

Provider Name Client Name: Agreement

School System . ... SCHOOL SYSTEM WSAG-2223-FLA-FLA-CPHSS-421-191002050-0DA. . |No

Step 9: In the dropdown section, scroll right until you see Reject in the Approval Status
column then click on the Invoice Number link to the right. (The invoice number begins
with INV-).

New Imroice BAP Agreement Approval Agreement Approval
Provider Name Client Mame: Agreement Process Agreement Submission Date Stage Status

4 New Invoice Callege District WIAG-1820-FLA-FLA-CPPS-422-51AD7T4050-B5F .. | No 11262018 10:23:52 State Supervisar - Full.. | Fully Approved WS-1820-FLA-FLA-C.

Invoice Summary

+ Savechanges | (8 Cancel changes | [f) Export to Excel

Approval
ActivedinActive Cument Approval Stage: BAP Process  Provider Name Status Invpice
4 bl Lacal Finance Coardinator - 1st Stage No @ QL E20-FLA-FLA-CPP5-422-51A074050-3F TE17F7D0R0 - 3rd Approval Staps
» i ODGTE Finance Reviewer - Fully Approved Stage No Fully Appr... | INV-1820-FLA-FLA-CPPS-422-51A074050-E812802637CA - Fully Approved Stage
4 W ODGCTE Finance Reviewer - Fully Approved Stage No Fully Appr... | INV-1820-FLA-FLA-CPP5-422-51A074050-57D36088064D - Fully Approved Stage
» ) ODGTE Finance Reviewer - Fully Approved Stage No Fully Appr... | INV-1820-FLA-FLA-CPPS-422-51A074050-0224812FTCF - Fully Agproved Stage
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Invoice Change Request Process

Step 10: Verify that the information is correct, then select Next Step.

FLA Grant Submil lmeoice - Step 1

Provider Organization Details
Fiscal Calendar Year* 20152020 - Gram Fund Typa:* FLA i
Oeganization Typae:* Collegs District w | OgEeEEbon -
Orpanization District* w | Frogram initiatve Carl Parking Post-Secondary Local Applcatio . w
Workshesl Ho:® WE-1620-FLA-FLA-CPPS-422-51A0T4050-2BF 67 244D2TE
FAgreamant Ho* WEAG-1820-FLA-FLA-CPPS-422.51 A0T4050-B5F TTF CES024
Imveice Mo 1NV 1820-FLA-FLA-CPPS-422.51 AOT4080- 3F TE1 TETDOG0

Basic Chent Information |

Project Details |

Step 11: On the FLA Submit Grant Invoice — Step 2 page, select the Change Request
button in the lower right-hand side of the screen. This is below the
Acknowledgement section. You may have to use the scroll bar to move far enough to
the right to find the Change Request button. You must select the Change Request
button before any changes you make to the invoice can be saved.

FLA-Local Finance Coordinator -

Jashboard FLA Invoice Process x| INV-1920-FLA-FLA-CPHSS-421-661001050-0A2DEG75810E - 3rd Approval Stage x

FLA Grant Submit Invoice - Step 2

Provider Organization Details ) Refresh l [ Invoice Summary l  One Step Back l@save as Draft I & Submit For Approval I

Fiscal Calendar Year* 2019-2020 - Grant Fund Type* FLA v
Organization Type:* C ive Schools Districts - Organization:* School System v
Organization District* School System R Program Initiative:* Carl Perking High School Secondary Local Applicat... «

Worksheet No* | WS-1920-FLA-FLA-CPHSS-421-661001050-BDCAES284FAF
Agreement No* WSAG-1920-FLA-FLA-CPH55-421-661001050-85F972037ECS
Invoice No™ INV-1920-FLA-FLA-CPHSS-421-661001050-0A2DEG75810E

Basic Client Information v
Project Details v
Grant Allocation v
Invoice Line Items v
Attachments v

Acknowledgements v
1
¢ Refresh || [ Invoice Summary | W One Step Back & Save as Draft & Submit For gbproval | Change Request | o Approval Process
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Invoice Change Request Process

Step 12: Corrections or additions can now be made to the invoice following the same
procedures as outlined in Steps 10-16 in the “Invoicing for Reimbursement Process”
section of this Guidebook.

Editing Invoice Line Item Amounts — Steps 10 to 13
Select “Save as Draft” button underneath and right of the Acknowledgements.
Adding Attachments - Step 14

Acknowledgement Section and Submitting for Approval — Step 15

Step 13: After the "Submit for Approval” button has been selected, you may have a
verification approval button at the top of your screen. If so, select the Approve button
to fully submit your invoice back to ODCTE for review.

AL L Popmimal g Mo e ey ko Aol o b s i o ard b b Bty s

g, iom Ay ad o o Fisaie il Chasnis wa ubmbiabin o B0 TE E ey v
Pt Mhammbar A4
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Agreement Budget Adjustment Process

Agreement Budget Adjustment Process

The Agreement is a working copy of the finalized Worksheet. The initial Agreement,
where the OCAS codes are added, must match your Worksheet and be approved by
Perkins Administrators before any changes can be made

To make budget changes on an Agreement after it has been approved by the ODCTE
staff, use the Budget Adjustment Process. A Budget Adjustment may include such
things as adjusting budget amounts, adding new items to the budget,
increasing/decreasing the number of items to be purchased, changing OCAS codes or
inactivating previously approved budget items. Attachments can also be added during
a Budget Adjustment. This process can only be performed by the FLA Local Finance
Coordinator.

Requesting a Budget Adjustment:

Budget Adjustment approval is at the discretion of the Perkins Administration and is not
guaranteed. Prior authorization should be obtained from your State Perkins
Coordinator before initiating any Budget Adjustment.

Budget Adjustments must be in alignment with your submitted application and CLNA.
In order to meet audit requirements when adding, removing or substituting budget line
items, supporting budget narrative must be submitted. This narrative/documentation
must be provided following the same format as in the local application.

Acceptable reasons to do a Budget Adjustment include:
e Approved item is no longer available
e Actual cost of an item was above/below budgeted amount
e Approved position was not filled or was vacated
e Correction to OCAS Coding is required

Unacceptable reasons to do a Budget Adjustment:
e To add unapproved items to your budget
e Deciding you want something different without adequate supporting
documentation
e Adjusting the number of budgeted items without approval
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Agreement Budget Adjustment Process

Budget Adjustment Process Roles:

FLA Local Finance Coordinator

\ 4

FLA State Initiative Coordinator

¥

FLA State Initiative Supervisor

Making a Budget Adjustment:

Once the Worksheet and the Agreement have been fully approved, you must go

through the Budget Adjustment Process in order to make any changes to the
Agreement.

Step 1: Using Microsoft Edge, Mozilla Firefox or Google Chrome, 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. From the menu on the left side of the screen make the following
selections:

b Grants

"

Grants Process

4 FLA Process
FLA Manage Grant Worksheets / Agreements / Invoice

careervecn

(\lr:llv'ls g;lag:::hm MGy ==t FLA-Local Finance Coordinator A '
4 [[Grants Dashboard FLA Manage Grant WorkSh i -p X

4 |} Grant Process
4 | FLA Process
| FLA Manage Grant WorkShee)

FLA Grant Fund Worksheets List

Fiscal Calendar Year*

2019-2020 + | Grant Fund Type:*

FLA v

|¢s] FLA Invoice Process

Organization Type:* College District v  Organization® Enter the first three characters of any word th v

Organization District*

Program Initiative:* --Select-

Approval Function Type: * All v
Filter on Slatus: * All v | Q Search

+ Save changes | (8 Cancel changes = [¥) Export to Excel

Worksheet
Worksheet Approval Current ‘Submission
Acti Provider Name Client Name Stage Date Waorksheet
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Agreement Budget Adjustment Process

Step 3: Complete these sections of the FLA Grant Fund Worksheets List. 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.

Use the scroll bar to scroll to the Agreement column on the right.

FLA - Local Finance Coordinator v

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

i hwn =

FLA Grant Fund Worksheets List

Fiscal Calendar Year® 2022-2023 v Grant Fund Type™ FLA v
1 Organization Type*| K-12 Districts - 2.  Organization= -
Organization District v 3_ Program Initiative=  Carl Perkins High School Secendary Consortium/Coeperative L. v

Approval Function Type: *| All v

Filter on Status: *| All v | O searcn 4,

+ Save changes | (@ Cancel changes || [2) Exportto Excel

Worksheat

Worksheet Approval Current Submission Agreemer
Acti Provider Name Client Name: Stage Date Worksheet Agreement Stage
> This stage is approving for Contra. . 05/18/2022 14-. | WS-2223-FLA-FLA-CPHS5-423-211003050-C92A52 .. WSAG-2223-FLA-FLA-CPHSS-423-211003050-25E New-Draft
Use the scroll bar to
scroll across to see
more of the line.
> ~

Step 4: In the Budget Adjustment Process, you will change the Agreement, not the
Worksheet. Select the Agreement Number under the Agreement column. Agreement
numbers always begin with WSAG-.

Dashboard FLA Manage Grant WorkSheets/Agreements/invoice/Follow-up

FLA Grant Fund Worksheets List

Fiscal Calendar Year*| 2022-2023 v Grant Fund Type:* FLA v
Organization Type:*| K-12 Districts - Grgarization* -
Organization District* v Program Initiative*| Carl Perkins High School Secondary Consortium/Cooperative L.

Approval Function Type: *| All v

Filter on Status: *| All ¥ || Q Search

+ Save changes | ( Cancel changes  [¥) Export to Excel

Worksheet
‘Worksheet Approval Current Submission

Agreement

Acti' Provider Name Client Name Stage Date Worksheet

> ) This stage is approving for Contra._ | 05/19/2022 14: . WS5-2223-FLA-FLA-CPH55-423-211003050-C82452. . | WSAG-2223-FLA-FLA-CPH55-423-211003050-25E Npw-Draft “
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Agreement Budget Adjustment Process

Step 5: On the FLA Grant Agreement page, the following message is displayed in red
“This record is fully approved, you are not authorized to change data within this
record.” This indicates you cannot save change the Agreement without going through

the Budget Adjustment Process. Select Budget Adjustment Process button to
continue.

Uk - Lol Frano Copeanm -

W WEAS-IITIFLAFLA-CPIE-A- TRt S0ABCOMNA - Fully Approesd BIsH

Frioh Camele Yol 2520200 . Gt Fured g™ FLA -
Crgancstion Typa® | K-17 Dutecty - Cogancation Schoal Syrtem =
Crpangmn (- Eoro Sritem - FIDQERn Mgt (0 P Fgn SOnd SHSENT LG ADS:on « £ -

VoM P | WYS-TITIFLAFLA-CFIE ST TIUOTDNE TF LA THIFA
Mgenswrd Ne " WERAR JXILAFLACFHEE-A20. 1900 2053 DOASSCCR0RA

B et it
i e

BuadioHl Lok s

| | sty

a4 4 4 4 a

A

I Tro sdite§ ot Sully O trmd s 0 P30 BBrRE 10 CRRAGH St AT Bl ecErd !
Fracaat =L -
o Rmrean [ Aresmant Smematy | & 2 1 ) B Wt et Proscad
Swmct- ®

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

FLA - Local Finance Coordinator -

Dashboard FLA Manage Grant WorkSheets/Agreementsfinvoice/Follow-up % | WSAG-2223-FLA-FLA-CPHSS-421-191002050-0DA84CC9605A - Fully Approved Stage X

Budget Adjustment Process

You are going to reinitiate the agreement approval process and inifiating the budget
adjustment process, Are you sure?
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Agreement Budget Adjustment Process

Step 7a: The Budget Adjustment Process can be used to make several different types of
changes to your budget. If you need to Add New Items to Your Budget, click on
Budget Line Items. Next, click on Add Budget Line to add additional lines to your
budget. Complete all the required fields for the new budget line, including the OCAS
code, Agreement Line Description, Units, Unit Cost and Req. Unit Type.

FLbALDo Firnde Coomirio #

i Agreement Summary ) Bave an Dt (2 Subma For Appeoval

Prowvidar Organdration Dedals

B, Clier Indosrmraia

Project Detnils
Sy At AR BSER Werkhon! Budgeied Aot Budprint Pty Approved Fracd Agrverenl LnBudgeled = (ARSCAe - Agroerrent Reertuireng 1 Frees
SSEOR S BT 00 SAREE 00 5040 Busdgeted) FA5.585 0

= Joemave Buaget L () Canoel Buigel Line Cranges.

it L Do

Agroeme

Puan 2 i
Progy: = (gt Lirty UnfCosd  Fag Unk Type Tot
330 2000 100 Tl Badge! Adpmiierenl F EE il Coril P Each B SO0 00

3010000 et 1 $5000  Cowt Pt Eacn §80050 B Ak
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Agreement Budget Adjustment Process

Step 7b: Changes to an existing budget line item. After the Budget Adjustment
Process button has been selected, changes can now be made directly to an existing
budget line item. Select the cell that you wish to change by clicking on it and then enter
the new information. You may make changes to the following cells:

) OCAS Codes

- Units (Number of items being purchased)

‘ Unit Cost (Cost of item has changed)

- Req. Unit Type (Unit types are each, class, unit or student)

The Approved Total field will automatically update based on your choices.

FLA Granl Agroomeant

Proidir Origanieation Ditads i Agreenent Sormeary | (B S 0 || ) Sutent For Anpro
Blarsic Cliand Informaion
Paogact Dotadk
Budged Linsy Hems
Ler B 2]
Sk Mo Alccaion Porkahee! Budgeied Agreemend Budgeted Fually Approes e Agriement Undudgeied = (ABCaed « Agioerment Rpmamng b ey
S0 00 $3 51700 §15,6485 00 000 L ] HAEE0

B, 2655 00

Bodged Line (8 Canoel Budge! Line Changes
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Agreement Budget Adjustment Process

Step 7c: Changing Agreement Line Descriptions. You should not change the
Agreement Line Description to create a new item. Always use the Add Budget Line
feature to do that. The only permissible changes to an existing line description are to
add additional descriptors, such as shipping and handling, or to clarify the

description, such as listing specific accessories that are included with the purchase.

In order to match the actual invoice cost of an item to the budgeted total amount, it is
occasionally necessary to add the number of units (Quantity being purchased) to the line
description, change the Units to 1 and the Unit Cost to the total amount of the invoice.

FLA-Local Finance Codedinalor ¥

_Budget Line Nems

Gaan ARacalion

Sub Awand Alocation Workshael Budgeled
27 102.00 52517700

Budget Line(s)  Budged Line Delad Infomaton

+ Add Budo Li % R Budge Lir

Badgel Line{OCAS CODE)

Funchion - Otgect - Progeam

1050 130

VD033

TR0a 200 1 10)

TR0 00 3 3]

Fully Aggroved invoiosd  Agreement Unbudgeted = (Alocated - Remainisg 1o ik
Agrml Bosgeled) §4,290,00
430 25

Agisement Budpeted
526 67175 522 372 75

Agresmant Ling Desc -] Liné Casi

FACE-Gusde 1o Good Fosd Mutriion L Food Preparabion Insrucion Aescunce CO-Chaa 1 £n59.47 m”’“‘ﬁ
FACS-Food Preparabion: Guide fo Good Food Wrkdook Cusmiculum-Casanily 1 1 52242 CostPwE
FACS, BITE, MARKE TING-Lenova ThinkPad L¥50 Yoga 13.3 1 459600 CostPerE
FACS-ICEN Teacher Insirectional Maleriais 1 §1.40000 CostPerE
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Agreement Budget Adjustment Process

Step 7d: Inactivating a Budget Line Item. You cannot use the Remove a Budget
Line option once the original Agreement has been approved. You can, instead, change
the status of a budget line to Inactive in order to remove it from your budget
calculations. Use the scroll bar to scroll to the Status column on the right side. Click on
the word Active then click on the check-mark so it no longer shows. After you Tab to
the next column the Status should now show as Inactive and the line item and amount
are no longer included in your budget.

h FLA-Local Finance Coordinator

+ Add BudgetLine | X Remove BudgetLine | (§ Cancel Budget Line Changes

Agreement Line Desc. its Unit Cost  Req. Unit Type Total  Approv Toat  Status

AG-UK Worldwide 1510 Tungston Grnder 1 $811.90  Cost Fer kach 5811.90 T

AG-ESAB Rebel EMP 2151C MIG/STICK/TIG Package 1 $1.757.10  Cost Per Each $1.757.10 $1.757.10  Active

e T K

MARKETING-StudentSocial Media Marketing Bundle Cnline Simulation-Quantity 35 $1,925.00 Cost Per Each $1,925.00 50.00  Inactive -

FACS-Welcome to Holland Curriculum-Quantity 1 0 5000 Cost Per Each 5000 50 -

FACS-From Farm to Table-Quantity 1 0 30.00 Cost Per Each 3000 30.00  Inactive -

FACS-Eater Beware Curriculum-Quantity 1 0 3000 Cost Per Each 3000 30.00 | Inactive -

FACS-Amazing Grains Curriculum-Quantity 1 0 50.00 Cost Per Each 30,00 30.00 | Inactive -

FACS-Nutribullet Pro 800 Watts-Kitchen Equipment-Quantity 2 0 3000 CostPer Each $0.00 30.00 | Inactive -

FACS-Elecric Can Opener with bottle opener & Knife Sharpener-Quantity 5 0 $0.00 Cost Per Each $0.00 $0.00 | Inactive -‘

< >

$26,671.75 $26,671.75 -I

It is highly recommended that you execute a Save As Draft after completing changes to
the Budget Line Item section. CTIMS will produce a pop-up error message if any of the
changes you have made are incorrect. You can then make corrections before moving
onto the next step.
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Agreement Budget Adjustment Process

Step 8: Attachments. If new Attachments, such as additional Programs of Study, an
updated CLNA or Budget Narrative for new purchases, need to be added to your
Agreement, click on the word “Attachments”.

After saving all of your documents on your local computer, use the Browse and the
Upload & Save file buttons to attach your documents to the Agreement. Click the
Browse button, which will open your local computers file system. Navigate to the folder
where you saved the files you want to upload. Select a single file to upload and click the
Open button. You should now see a named document icon listed in the space under
the Select Files button. If the icon lists the file you wish to upload, type in an
Attachment Note (optional) and select the Upload & Save file button.

FLA- Local Inifiative Coordinat

Basic Client Information
Project Details

Budget Line ltems

Selectfiles... |
Browse: I Upload & Save file
D TEST DOCUMENT.docx x

< Attachment Ncme:>

Status File Name Attachment Note Uploaded Date Action
TEST DOCUMENT.docx 04/28/2020 11:14:13 Public
TEST DOCUMENT docx 04/28/2020 13:58:30 Public

& Activefinactive file(s) | | & Delete file(s) || Download all

Acknowledgements

C Refresh || [@ Worksheet Summary | [2 Worksheet Contract | = One Step Back || & Save as Draft | | & Submit For Ap|

If the Upload & Save was successful, a pop up box as shown below will appear. Select
OK then repeat these steps for each file you need to attach to the Agreement.

L b )
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Agreement Budget Adjustment Process

Step 9: Before submitting your budget changes, you must go into the
Acknowledgements section and enter a Budget Adjustment Justification Note. In
this note field you should describe ALL THE CHANGES you have made to your budget
Agreement and the Reason(s) for doing so. You will also need to click in the two
Validation/Certification Boxes with red asterisks (*) and make sure something is
written in the Acknowledgement Note field.

FLA-Local Fanasmca Coordinglor

EBudgel Adpaierani Jusiilcation Nole

Fyemat ~ B IY ER SEN w@E B

* | vty fo W el of my

* | undersiand that appeceal o
Sdprsimants wil Batae n
Ackrowbiagement Nobs

B I U {nheried sire) w  (nheded lonl) »  Fomal v EE AN = =il

Tl The submimed Bgreemint budgsl B COMpHOE. And ACCUEENE, ANd (hal T xperaiiured Ll within T wben] of the Fageral Can Pedons Ao

adpmdmants iz a1 e dsorstion of the DOCTE - Canl Perkdns Adminisraton and approval is rol guaranissd. | cority that any submatied Budget
Wi o Submetled Appicaton

Pubc Schools approves each expenditure .
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Agreement Budget Adjustment Process

Step 10: Select the Submit for Approval button (on either the top or bottom of the
page) to send the Budget Adjustment through the approval process.

FLALac Financs Cocednaion

¢ Carard WiriShait i Agroerhesity oo ol P ¥ WSAG- G TFLA-FLA-CPYSS431 SO0 SE0S0S0N SACF I T - Fuly ASDiSend Slige MW

FLA Gant Agroamant

Provados Organration Dirtads Al Agreement Sammary | & Save

Basic Clond Inkamaton
Progac Datads

Bradgos Lire i

Sk ekt

Bl Ailpate hotioabn b

Step 11: You can check the status of the adjusted budget by going back into the FLA
Manage Grant Worksheets / Agreements / Invoice menu. Use the scroll button to
move to the right, then look at the status under Agreement Approval Status.

Wiorckay, ldarch 13, 201 T 2 23 AM | bl s Chrnbpflicantesinch ok gosl

CHCLAHOMA DEPARTMENT OF CAREER TECH EDUCATION

FLALoE Firine Coniaiind

el FLA MRS GIen WonSnestba e meati e F ol X SRS 101 L PLAFLA CPHES 4 S00) pICH0S0F MAOF i | - Fuly Appoend Sage N A

Frical Calenalir Yo * 3k 3T - GrmdFeeaTpe FL&

Crpanraton Tge * Spemply Sl Sysiem "

{mgancaten Demner” G e g S Secenaury - 431 "
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Budget Adjustment After Invoice Started

Budget Adjustment After an Invoice is Started

Budget Adjustments should be completed before you begin an invoice. If you do not
realize you need to do a Budget Adjustment until after you have started an invoice,
there are specific steps you can take.

Once you have added budget line item amounts to an Invoice, CTIMS sees those
amounts as “encumbered” and will prevent those funds being moved during a Budget
Adjustment. Initiating a Budget Adjustment Process will lock down all invoicing
abilities until the Adjustment is approved.

If you have not saved your Invoice when you realize an adjustment is needed, it is best
just to close out of the invoice process before you save a draft of it. You should then be
able to do your Budget Adjustment and return to the Invoicing process without any
complications. (See Agreement Budget Adjustment Process in this Guidebook for
detailed instructions).

If you have already saved a draft of your Invoice when you discover you need to do a
Budget Adjustment, you must Inactivate all the Invoice Line Items you will be
changing during the Budget Adjustment Process. This must be done BEFORE you
open your Agreement start the Budget Adjustment Process.

Step 1: Open your Invoice and Start a Change Request. (Detailed instructions for
this process can be found in the FLA Invoice Change Request section of this Guidebook).
Log into CTIMS as the FLA Local Finance Coordinator.

» From the left-hand menu select:
# Grants
=) Grant Process
# FLA Process
# FLA Invoice Process

» Complete this information in the FLA Grant Fund Invoices List:
=) Organization Type
m) Organization (name)
Program Initiative

=) Search
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Budget Adjustment After Invoice Started

B G mifcard  FLA invoce Pocess -
FLA Mew Wioriotst | Agn | Fscal Caienciar Yisar® @x-_&x:? , | Ot Furd Type* @,u .
TLA s Jrwd Wk
m Crgarcuten Type* @w v  Ceparcation” @rmnwmmmn‘nm:m .
" . Cngancation Denct® @ ¢ Pogram infaie * @ St ¥

» Click on the > small dark triangle to the left of the words New Invoice to
open the Invoice Summary section. Do not select the words “New Invoice.”

» Use the scroll bar to move to the right and click on/select the applicable Invoice
Number (the one you need to change).

Pl o i - ‘ w ] G ,

i Boiinfrsl

! H i i b el A ] B
o

o Gt g | (S il g || [ Kt

[ W L "o Ceoriea [ T W Taart w A Tl ppreve T

> Select Next Step on the bottom right-hand side of the screen.

m

bl LA s P S0 T TS FLA-PLA S AT . TR PTORENE & - e Agtere age

FLA Corardt Syt irrwcsces - Step 1

Funcas Camadar Yiaar* 020 v | CHRAE P Ty A -
O pa e, g * P w—— » Deparnlon -
O g i Ol w P Wil * S P e ot econdary Clesaris  w
P iaeel Mo " W PR P LA LA O L e RO A | B
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Pregect Dot
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Budget Adjustment After Invoice Started

> Note: If your invoice has been Rejected (is not in Draft status), you will need to
select the Change Request button on the bottom right-hand side of the screen
before continuing. You may need to scroll right in order to make this button

visible.

COTEET Wi

FLAA ocal Finanos Cocednaint "

i i UhaEe LA Wikl Pasceid W IO PLAPUACPR P e BT SRUNES - i Appioesl BAae W
1L D e
i FLA Grant Subemi invoecs - Siep 2
1 LA Mg Taard Wik By 0 ation Dolails CyRetresh D) iovoscs Summary W S Shep Back 7 G Deal 5 Sbenl Foxr Agge

[ FLA ks Prscss | s
Basac Chant bnfomnalion
Projoct Daotaiks
Gaand Alocabion

Irreccan Lime [1ams.
Aflachmonis

Ackncripdgamants
O Fennsn || [ wice Sumeary o One StepBack [ S Do 2 /wmnwi

Step 2: Inactivate Invoice Lines. You will need to inactivate every Invoice Line Item
you will be making adjustments to during the Budget Adjustment Process.

» Under Invoice Line Items, locate the invoice line you wish to inactivate.
> Click on the ® small dark triangle to the left of the Agreement Line Description

and check box.
» Click on the Edit button.

FLA-Loal Frurce Cooninato L

Granl ABocaton

Ionvecicn Liands Ibemes:

W Apresmeet | s Dese PTOAS DCAS Descrplon

o 1000-600- 332 1000- Suppes-S00-Supphes- 1 12 Insnochon 100 $8TS Cotp

+ Al ewiste

hadget Line(OCAS CODE)

Funciian - Dbt - Program

& Eaa Actve ODRG- 000 12 100 500000  Cout Par
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Budget Adjustment After Invoice Started

> Under the Is Active column, click on checkmark in the box to “uncheck” it.
» Go back to the left and click the Update button.

FLA-Local Finards Coondriion

asac Chent Information
Project Details
Gramt Allocation

Invosce Line ltems

Budged Lins| OCAS
CODE)

Funciion - Object
B Agresment Ling Dasc Program QCAS Descripion

P 1 000-H00-332 1000-Supplies-A00-Supples- 112 Instruclon 1.00 L5410 TE O

Budged Lins{OCAS CODE)
Is Ackve Ievecdcn Lina [hesc Funciion - Cibject - Program LUink Cosl

‘Gma v 1 1000-600-332 1.00 = 5,400.00 - Corsd Pe
i

» The Is Active status should now read Inactive. If successful you will receive a
confirmation pop-up box. Click on the OK.

Updated successfully

> Repeat these steps for every line you need to Inactivate. When you are done
editing a line you can click on the small dark triangle to the left of the
Agreement Line Description to collapse this section back down for easier viewing.

» When finished inactivating lines, select the Save As Draft button from either the
top or the bottom of the screen and exit the Invoicing Process.
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Budget Adjustment After Invoice Started

Step 3: Complete the Budget Adjustment.

Go back to the Dashboard tab (first page after logging into CTIMS) and select the
following from the menu on the left side:
=) Grant
=) Grant Process
=) FLA Process
m) FLA Manage Grant Worksheets/Agreements/Invoices

Complete the information in the FLA Grant Fund Invoices List:
=) Organization Type
Organization (name)
ms) Program Initiative

# Search
I ——— ]

FLA, Irwescs Peocemi

B L -~

FLA Gaaed Frand brreoeces Ll
A New Piindeet | A ol Clerr Y™ @ by v el P Tyt ™ @L-_A -
A Vs (e o
B FLA iveice Precess Crgarauten Type* l:"af_r.nw.-L » | Deparcation™ @i.ﬁ,ﬁ- il Fron characion of vy wond Bl v
Cgarcation Detnct* @ o [Poogram infates * @ Ty .
€ ¥ =
Srand Wortahesd dgreerent e Lt
Approval Funcion Tyge ~ i @ =

Fille o Saalss *

®
®

Mgreerert St sor s Sgerrend ADpIT Eeerrand Jogpimy

Scroll to the right to the Agreement column and click on your Agreement Number.
|

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

FLA Grant Fund Worksheets List

Fiscal Calendar Year*| 2022-2023 - Grant Fund Type:*| FLA v
Organization Typa:*| K-12 Districts - Organization:* v
Organization District™* v Program Initiative*| Carl Perkins High School Secondary Consortium/Cooperative L.
Approval Function Type:*| All v
Fiiter on Status: *| Al v | @ Search

+ Save changes | (9 Cancel changes Export to Excel

Worksheet
‘Worksheet Approval Current Submission

Acti Provider Name Client Name Stage Date Worksheet Agreement

» ) This stage is approving for Contra... |05/19/2022 14:... WS§-2223-FLA-FLA-CPHS5-423-211003050-C92452... WSAG-2223-FLA-FLA-CPHSS-423-211003050-25E...  Npw-Draft *
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Budget Adjustment After Invoice Started

Complete the Budget Adjustment Process. See the Budget Adjustment Process earlier
in this Guidebook for detailed instructions.

) Sclect the Budget Adjustment Process Button on the bottom right-hand side of
the screen.
=) Edit the individual budget line items as necessary.
=) Save as Draft

- Complete the Acknowledgement Section, including Budget

Adjustment Justification Note.

=) Submit for Approval.

=) Exit the Agreement process.

Step 4: Completing Your Invoice — Reactivating Invoice Line Items

Once the Perkins staff has approved your Budget Adjustment you should go back to
your invoice, reactivate your invoice line items, and finish your invoicing process.

Go back to the Dashboard tab (first page after logging into CTIMS) and select the
following from the menu on the left side:
=) Grant
=) Grant Process
=) FLA Process
=) FLA Invoice Process

Complete the information in the FLA Grant Fund Invoices List:
=) Organization Type
Organization (name)
m) Program Initiative

=) Search
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Budget Adjustment After Invoice Started
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Click on the P small dark triangle to the left of the words New Invoice to open the
Invoice Summary section.

Use the scroll bar to move to the right and click on/select the applicable Invoice
Number (the one you need to reactivate lines on).
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Budget Adjustment After Invoice Started

You will now need to Reactivate every Invoice Line Item that you previously
inactivated by reversing the previous process.

> Click on the P small dark triangle to the left of the Agreement Line Description

and check box.
» Click on the Edit button.

W

Grant Allocaton

Irvoice Ling [ams

Budgel Ling{QCAS

W Agrpomend Line Desc Frogra QCAS Descriplion Uit Cos

o 1000500337 T000= Suppiles-S00-Supples- 132-insfruchon 100 5543875 Cou e

Bt Lirs O 3
Funcion - O ks Lind Cooat Reg. Lng

w At V000-6- 332 1.00 $5.400.00 | CostPerE

» Under the “Is Active” column, click on the empty checkbox so that a checkmark

appears.
» Go back to the left and click the Update button.

FLA-Leeal Finarsts Coondrudon

Praject Datails

Grant Allocation

Inwosce Line ltems

Budged Linss| DCASD

CODE)
Fighlion - Objec]
B Agresment Line Desc Prosgeam CHTAY Derscriplon
4 R 1000600332 A000- Supplies-G00- Supples- 332 Instnachion 1.00 §543875 Ca
= Add Irnnckcn

Budgel L DCAS CODE)
s Autpee Frveodca: Linag: [ssc Funiclion - Objedct - Program Uinits: Uindl Cost

(BT @ concns v ©1000-600-332 100 2 || 540000 2 compe
—
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Budget Adjustment After Invoice Started

The “Is Active” status should now read Active. If successful you will receive a
confirmation pop-up box. Click on the OK.

FLA-Lacal Finance Coordinator

Dashboard FLA Invoice Process x| INV-1920-FLA-FLA-CPHS5-421-681003050-3415F8BACF52 - New

Updated successfully

Repeat these steps for every line you need to Reactivate. After you activate a
line you can click on the small dark triangle by the Agreement Line Description
to collapse this section back down for easier viewing.

When you have finished reactivating all of the line items and have completed all
the selections for your budget invoice, click on the Save As Draft button from
either the top or the bottom of the screen.

At this point, select the Invoice Summary button to view your Invoice and
ensure that all items you wish to submit for reimbursement are included and the

Total Invoiced amount is correct.

Complete your Attachment section by Uploading and Saving the appropriate
documentation (Expenditure Reports, Invoices, Receipts).

Complete the Acknowledgement section by clicking the certification boxes with
red asterisks * and entering the exact same Date Range as was used on Your

Expenditure Reports.

Select the Submit For Approval button.
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Tips & Tricks

Tips & Tricks:

Worksheet:

Always save your Worksheet application as a Word Document before you start. Ask
your Perkins Coordinator if you need a blank application template in this format.
Complete your application in the Word document then carefully copy/paste your
answers into CTIMS. This prevents the loss of information if CTIMS times out on you or
you do not save properly.

Scroll bars:

Sometimes if you can't find the information you are looking for it is because it is located
on another part of the screen. There are typically two scroll bars on each screen. One
on the bottom of the page which will help you move left and right. Another scroll bar is
located on the right-hand side of the screen to help you move up and down. There is
also a "Top” button at the bottom of the screen that, when selected, will move you
immediately up to the top of the screen.

If there is an interior table within the screen you are looking at (for example, your
budget line items) the table itself may have scroll bars on the bottom and right side. Be
sure to look for these if you need to move around the table.

Tabs:

When a new screen is open in CTIMS it shows as a Tab on the top toolbar. Every tab left
of the Dashboard can be closed by clicking on the right-side X. CTIMS will then return
to the previous screen.

: a
Zihl e FLA- Local Initiative Coor

¢ FLA Manage Grant WorkSheets/Agreements/invoice/Follow-up 7(1-FLA—FLA—CFHSS-423-21\UOBUED—EE331?ZB3EE1 -
Tab 2

FLA Grant Submit Worksheet - Step 3

L' Grants
4 i Grant Process
4 @ FLA Process
4 FLA New Worksheet /
Provider Organization Details G Refresh || [ Worksheet Summary TVOTR

Basic Client Information

W Une Step Back & Save as Draft & Submit For .

Project Details
Budget Line ltems

Attachments
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Tips & Tricks

Invoice Summary:

Always open the “Invoice Summary” to verify all of your invoice totals, claim date ranges
and OCAS codes exactly match those of your Expenditure Reports. If they do not, your
claim will be rejected.
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