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e-GAP FER Documentation

Introduction

The Final Expenditure Report (FER) in e-GAP provides numerous pieces of functionality for school
system and ALSDE users. School systems can document actual allocation transfers, report
expenditures, and indicate the amount of allocation they wish to transfer into the subsequent fiscal year
as carryover. ALSDE users can review FERs submitted by school systems knowing they have already
passed numerous validations, request refunds from districts as necessary or appropriate, and approve
FERs and carryover amounts. Approval of the FER automates numerous steps, including transfer of
carryover funds, creation of accounting transactions to document movement of excess cash on hand, and
creation of ES2s to pay school systems that have expended more funds than they have received.

Getting Started

To work with FERs, a school system must first be selected. For some users, a system is already selected

upon logging in. If a system name does not appear above the login name on the top right of the screen,
use the following steps to select a system:

Selecting a System
To select a system, click on “Search” from the left navigation.

Bill Ir ti‘,uc’gjr Lo i

% Hnms
Q) Administration Home

No Announcements

1

|

D‘QQLJM Mo announcements axist in the system ; No reminders exist in the system at this |
i |

J

{

|
lbrar SN at this time.
%‘g Renorts

e
-} Contact ALSDE

ﬂ My Profile

@ﬂe_ln
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e-GAP FER Documentation

Use the form on the next page to look up the system. Enter search conditions, such as Name or County,
to narrow the search; then click “Search.” If no search conditions are entered, the search will return all
systems.

From the results displayed, click on the system name to set the system for the application. Clicking on
the “Planning” or “Funding” links for a system will set the system and redirect the user to that system’s
Improvement Planning or Funding Application sections, respectively.

@ Home Home = Search

€} administration | S€arch

e | search Organizations x|

SearCh R o

U Oraanization Tyoss ‘ |
Document 9 ype: [System x]
hiprary Name: {gegins With x{ Jar

%‘j Reports Mumber: | ""““‘“'

County: | 7]
¢y Contact ALSDE SR

Search

My Profile ) , ,
* o There are 1 matching record(s). Displaying 1 through 1.

@ e (ORGCODE ORGANIZATIONNAME  COUNTY  PLANNING _FUNDING.
e i 106 Arab City Marshall County @g} &
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Working with the FER

To work with the FER, select “Funding Application” from the left navigation or from the center of the
system home page:

ﬁ Search

Application

Q) Administration

g undmg n

@ mproyerment
Iannm

M
Library

£ 7
{QM

@ Address Book

%ﬂ Repottis

i My Profile

@_en;

Improvement Plannlng

Need to modify your g{/&
System Plan or a School

Plan?

é.ANNOUNCEMENTS

iNu Announcements

No announcements exist in the syste
at thi_s time,r

Fundlng Appllcatlon
Need to-work on grant
apphcatl ns or claim
funds?

REMINDERS

No Reminders

Mo reminders esxist in the system at this
time.

1/HMB
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From the Funding Applications page, click the 'Final Expenditure Report' link in the 'Report’ section.

P Search

% ur'n:l ng
hn:atlo

Iannln

W Documen
|brar

Q My Profile

@ Heo

Q}) Administration

f&) mpravemett

'@i Address Baok

e "‘4 Contact ALSDE

Home » Funding Applications

Funding Applications

IQDDT'l

Svstem Improvement Status: OK b

IAII Active Appllcatlons ;j

BUDGET ENTRY REVIEW
Budg‘et ng[’na[ies/

Consolidated
EETT Formula Funds
Safe and Drug-Free Schools and Communities

Special Education
Care_erfTechnipa! Edqcatiqn

EETT Forrula Funds 1]
Safe and Drug-Free Schools and Communities a
Specis| Education a
Career-Technical Education 0
REPORT )  STATUS
Final E endlture Re 0rt| ' Nl:lt Started

STATUS

_ Completed

Faderal Programs
Directar Final Approval
ALSDE EETT Formula
Funds Coordinataor
Final Approval
ALSDE SDFSC
Prevention/Support
Section Coordinator
Final Approval
ALSDE Special
Education Specialist
Final Approval

Draft Status

11/7/2006

11/7/2006

10/4/2006

8/18/2006

 STATUSDATE
11/7/2006
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FER Sections Page

The resulting page displays the FER Sections. If the FER is not yet started, no sections will display. To
get the sections to display, the FER must be moved into a status of Draft Started. It is important to note
that the FER cannot be started until all pending funding application revisions and ES2s have moved into a
finalized state. Once the FER has been started, no further funding application revisions or user-
generated ES2s will be allowed for that fiscal year.

FER status changes can be made in the same manner as status changes on Funding Applications and

ES2s.

g undmg
Qghcatm

?ﬁ% mproyement
lannm

@ Documen
|hrar

ﬂ My Profile

@_H_gh;

(% Administration

Hom

Final Expenditure Report 5ections

» Funding Agghcatmn s » Final Expendlture Report Sections

ﬁ Search

@ Address Book

fﬂw

All

Repart Status:

Change Status To:

Draft Started

Draft Completed

View Status/Comments History Log

SECTIDN . S
Transfers

Actual Allocation Transfars

Expenditures and Adjustments

Reported Expenditures

Expenditure sdjustments

Refunds

Refunds Reguested

| MESSAGES Pl

Fiscal Year 2007

The page should look familiar to e-GAP users. The top of the page contains a panel displaying the
current status, possible next statuses, and a link to the Status/Comments History Log. The main panel of
the page displays the main sections, links to pages in those sections, and Validation and Print links.

"1/ HMB
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Actual Allocation Transfers Page

The first page in the Final Expenditure Report deals with Actual Allocation Transfers. The page looks
exactly like the Allocation Transferability page from the Funding Applications. The difference is that in
this version, the user should report the Amount that ended up being transferred in actuality, as opposed
to the proposed transfer amount from the Funding Applications. Actual Allocation Transfer amounts can
be less than the proposed amounts from the Funding Applications; however, amounts greater than the
proposed amounts will not pass validation.

'i'r?"’(idé’)”
Logou lt

@3 H_o_mg_ Home » Egnd na Applications » Ei nal Exgandltuca Report Sections » Actual Allocation Transfers
~ Actual Allocation Transfers
.A_.__.,__n :

c% dmmlStratlo » Arab City - Fiscal Yaar 2007 Final Expanditure Report
p Search e ey R

e ! < FER Sacﬁons | i . Save FER Se:HonE > l
;g_unmm . . —l - ‘ - el ) R
- ¥ appliestion T T . TOLSWP . TOLTAS . TOW-A TOV . TOI:D . TOIV-A
: ﬁa morovement | ALLOCATION " 4269,274.00 €0.00 $78 202.00° $4,604,00 $2,835.00 "' $8,404.00
B Blanning o -SWP ($245,000.00) [ ~""§245,000.00 : )
@ Addrass Boak : $0.00 ! $0.00 | 50,00 $0.00
i W Qo.cumanx : ! $0.00 | $0.00 i $0,00 | $0.00
L ] $0.00 | $0.00 | ] $0.00 | $0.00
@ Contack ALGDE | -~ $0a0 f ~$0.00] $0.00 | $0.00 ‘
: $24,274.00 $245,000.00 $78,292,00 $4,604.00 $2,835.00 $8,404.00
t Q ___ML_I__ T LT g "A TLLIITDIUL LI T T
< FER Sections l {  Save I : FER Sections > \
@ . : : .y i .
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Reported Expenditures Page

This page allows the user to report the amount that the organization expended utilizing funds from the
listed grants.

{ Home

ﬁ Search

Application

Planning

| % Administration

g undmg

@ moprovement

DDcument

{f:} Contact ALSDE

ﬂw

Library

| Home undlngAQthatlnn s » Final Exgendtture Report Sections

Trstriicrar [Logout]

N Tmnﬁuuf m Hu 19:50:

Reported Expenditures

| Reported Expenditures

% FER Sections 1 . save ’

Arab City - Fiscal Year 2007 Final Expenditure Report

Expendll:ure Adjustmenis >

Title 1, Schoolwide
Title I, Targeted Assistance

Title I1-4, Improving Teacher Quality | 72,175.00

Title V, Innovative Programs

Title II-D, Technology

. Title Iv-A, Safe and Drug-Free Schauls] 8,404.00:

Special Education, Part B-IDEA

| 0.00
| 4,250.00

[ 48017500

AMOUNT‘

l 245,000.00

I 2,600.00

ﬂ My Profile | IDEA Preschoal I 11,525.00
i 'Carl D, Perking Secondary l 0.00
@ Help :
i Total l 824 129 UD
' < FER Sections l Save l o Expendlture nd]uslrnent_f- »

)/HMB
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Expenditure Adjustments Page

The expenditure adjustments page calculates expenditures by original grant and allows the user to
specify carryover intentions.

TR CHY(106)
Bill Instructor [Logout

3ession Timeout in 00:20:00

: @ Home Home » Funding Applications » Final Expenditure Renaort Sections » Expenditure Adjustments

Lo | Expenditure Adjustments
Q) Administration Arab City - Fiscal Year 2007 Final Expenditure Raport

pSearch .
S - < Reported Expenditures

] Eunding e — S ———

| foplieation _ACTUAL _ ADIUSTED

ﬁ,}l LLOC FALLOCATI
Planning

@Addresa Book ' E E E ' l $24,274.,00
b ¢ I-TA $0,00 $245,000,00 $245,000,00 $0,00 $0,00 $0.0D| $0.00
oLUmen ok
Library $78,292,00 $78,202,00 $72,175.00 $72,175.00 $75,000.00 $6,117.UU| $6,117.00

$4,60400  $4,60400 $4,250.00 $4,250.00 $4,604.00 $354.00 [~ """"3EI00

% Contact ALSDE
, ) $2,89500  $2,89500 $2,60000 $2,600.00 $2,600.00 $235.00["§235700

2 1 prote

$6,404.00 $8,404.00 $9,404.00 $8,404.00  £8,200,00 $0.00 I £0.00
: @, $480,197.00 $480,197.00 $480,175.00 $480,175.00 $480,197.00 $22,00 $0,00
: Heln ] I .

$12,354.00  $12,354,00 $11,525,00 $11,525.00 $11,750,00 $829.UU! +829,00
cpps $15,817.00  $15,817.00 $0.00 $0.00 $0.00 $15,317.UU] $15,817.00

< Reported Expanditures

l Save l i FER Sections > l

It is important to understand the meaning of all of the data columns on the page. A description of each
follows:

Actual Allocation — This is the amount allocated to the organization by ALSDE.

Adjusted Allocation — This is the Actual Allocation amount plus or minus any actual transfers in or out of
the grant as specified in the Actual Allocation Transfers screen.

Reported Expend — This is the reported expenditure amount from the previous page.

Adjusted Expend — This is the reported expenditure amount plus or minus any actual transfers in or out
of the grant as specified in the Actual Allocation Transfers screen. An assumption in the FER is that
funds transferred into that grant were expended first. As such, any actual transfer in reported on the FER
will result in that transfer amount being subtracted from the Adjusted Expenditures of the grant to which it
was transferred, and added to the Adjusted Expenditures of the grant from which it was transferred.
Cash Received — The total amount paid to the organization for the given grant for that fiscal year.
Unexpended — The difference between Actual Allocation and Reported Expenditures. This is generally
the maximum carryover amount possible.

Carryover Amount — The user should specify in this field amount the organization wishes to carry over
into the next fiscal year.

Acknowledge Carryover Less Than Remaining — If the organization does not wish to carry over the

entire unexpended amount, this box must be checked to verify that this is the intended action as opposed
to an oversight.

)/HMB
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Validation

FER Pages are validated in the same manner as Funding Applications and ES2s. Clicking the "Validate"
icon on the Sections page will take the user to a list of any validation messages that exist in the page or

pages that were validated. Clicking the validation message will take the user to the page on which the
issue can be corrected.

|ICEIt|CI

Iannln
@ Address Book

Dncument
Library

ﬂ My Profile H

@_ﬂn

% Administration
ﬁ Search

g undlng -

ﬁﬂ mprovermnert

¢ Contact ALSDE

i Home » Funding spplications = Final Expenditure Renotrt Sections » Validation

!

: Validation

Fiscal Year 2007

Expenditure Adjustments
MESSAGE

If the entne unexuended amount of 3522 Dl:l for the Snemal Educatmn Patt B IDEA
arant is not being carried over, the bow must be checked to acknowledge that this is
ithe intended action.

1
1
i
i
i
- Error |
|
1
|

; Retum

)/ HMB
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Workfiow

FER workflow generally functions in the same manner as Funding Application and ES2 workflow. FERs
must be approved by the School System Chief Financial Officer and Superintendent/Authorized Rep, the
ALSDE Financial Support Accountant, and the ALSDE Assistant Superintendent. The ALSDE Assistant
Superintendent step is somewhat different that what has been seen to date.

In addition to the ability to return the FER to the school system not approved, the ALSDE Assistant
Superintendent has two approval options: Final Approved and Approved Pending Refund(s).

Report Status: ALSDE Financial Support Accountant Approved

Change Status To: ALSDE Assistant Superintendent Final Approved
or
ALSDE Assistant Superintendent Returned Not Approved
Qr

ALSDE Assistant Superintendent Approved Pending Refund(s?

View Status/Comments History Log

ALSDE Assistant Superintendent Final Approved

The FER should be moved to this status if the reviewer is satisfied with all aspects of the FER, including
the unexpended cash on hand with the school system. If possible, unexpended cash on hand wili be
moved into the carryover grant along with the carryover itself. The e-GAP system makes no discretionary
determination relating to excessive cash on hand; if the carryover amount is at least equal to the amount
of cash on hand, it will allow final approval of the FER.

The e-GAP system does, however, do some calculations to determine if a refund must be submitted to
allow the system to process the FER from a mathematical standpoint. If a school system has more cash
on hand for a given grant than it indicates it wishes to carry over for that grant, the system will prevent the
FER from being moved into Final Approved status. The user will receive a message indicating that one
or more refunds are necessary and to move the FER into the "Approved Pending Refund(s)" status:

VERIFICATION

The FER cannat be mmred to the mtanded status because one or mare refunds ae
necessary, Move the FER to the appropriate 'Pending Refund' status,

Cancel

ALSDE Assistant Superintendent Approved Pending Refund(s)

The FER should be moved to this status if the reviewer is satisfied with the actual allocation transfers,
reported expenditures, and proposed carryover amounts, but either feels that some excessive cash on
hand should be refunded, or the system indicates that some cash on hand must be refunded before

moving into Final Approved status. Note that a user can move the FER into this status even if the system
does not require him to.

Once in this status, the user can manage the requesting of refunds.

)/ HMB
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Refunds Requested Page

Although this page is a part of the FER, it is not editable by school system users. This page allows the
ALSDE user to indicate any refunds that must be submitted by the school system before ALSDE will
approve the FER. Additionally, the system will list any refunds that it has determined must be submitted
before the FER can be put into the Final Approval status.

If the system has determined that a refund must be submitted, the user cannot decrease the amount of
the refund. He can, however, increase it, such that the school system must refund more than the e-GAP
system determines to be the required amount. If a user requests a refund amount not required by the
system, the "Refund Received" checkbox for that refund must be checked before the system will allow the
user to move the FER into the Final Approved status. Before checking the box, the ALSDE user should
await receipt and processing of the refund. He should then enter the appropriate refund transaction on
the “Payments and Adjustments for Grant” screen in the ES2s portion of the application. Once this has
occurred, he can check the box indicating that the refund has been received.

When moving an FER into the Pending Refund status, it is a good idea to notify the interested parties in
the school system that refunds are being requested. The School System Chief Financial Officer and
Supetrintendent/Authorized Rep will be notified via email that the status change has occurred; however,
the e-GAP system will not notify the school system of which grants require refunds in what amounts.

@ Home Home » Funding Aggllcatmn 5 > Final Exgendlture Repart Sections > Refunds Requested
% W’ Refunds Requested Arab City - Fiscal Year 2007 Final Expenditure Report
ﬂ Search e s ] oo
< FER Sections ‘ | save | . FERSections >
§ %{m o S
|leRanT  REQUESTED REFUND AMOUNT REFUND RECEIVED
@}%ﬁ'ﬂ_‘ﬂ Title I, Schuolwxde | 0.00 r
— | ITitle I, Targsted Assistance | 0.00: I~
“ ‘d_dm | |Title 11-a, Impraving Teacher Quality | 0.00: r~
D;E?:::nent Title ¥, Innovative Programs | 0.00 r
Title 11-D, Tachnology i 0.00 r
,m.’ Contact ALSDE Title Iv-4, Safe and Drug-Free l 000 r
Schools
Q My Profile Special Education, Part B-IDEA | 22.00 r
- | | IDEA Preschool i 0.00 r
@ Help carl D, Perkins Secondary | 0.00 r
O JOTAL 22,00

< FER. Sections

FER Sections >

)~ HMB
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Final Approval Actions

Final approval of the FER triggers a number of events, depending on individual circumstances. For each
grant included in the FER, one or more of the following events may occur:

Creation of ES2 to Pay Outstanding Balance

If the adjusted expenditures for a grant are greater than the amount paid to that grant at the time of FER
approval, the e-GAP system will generate an ES2 for that grant in the amount of the difference. The ES2
will be automatically moved through the school system's approval steps and will be awaiting the ALSDE
Funds Management Accountant's approval.

Adjustment of Allocations

If the school system elected to carry over unspent funds, adjustments will be made to the allocation for
the affected grant or grants. If the current-year grant is in a funding application that is currently in a public
status, the funding application will be moved into a status of "Pending Post-FER Aliocation Adjustments".
This is a terminal status that does not allow future status changes. lts purpose is to allow grant allocation
reductions without affecting the data of the most recently approved application. The allocations page on
the affected funding application(s) will show negative allocation amounts in the Outgoing Carryover
allocation row.

The subsequent fiscal year will have similar modifications. If the carryover-year grant is in a funding
application that is currently in a public status, the funding application will be moved into the "Revision
Started" status. The allocations page on the affected funding application(s) will show positive allocation
amounts in the Incoming Carryover allocation row.

Transfer of Excess Cash on Hand

If the school system has a grant in which they were paid more than they expended and have opted to
carry the remaining funds over, the system will create transactions to move the paid, unspent funds into
the subsequent fiscal year with the carryover allocation of which it is a part. The ES2s screen for the
original grant will show one or more negative transactions of type 'Automated Carryover Cash on Hand'
that equal the amount of the cash on hand moved into the carryover grant's project. The corresponding
screen for the carryover grant will show one or more positive transactions of type 'Automated Carryover
Cash on Hand' in amounts offsetting the original granf's amounts.

» ,)/ IIMB Page 14 of 19
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Searching FERs

e-GAP provides a convenient method to find FERs that is quicker than navigating through individual
school systems to view the FER.

To search for FERs, click “Search” from the left navigation. Select "Search FERs" from the search type
dropdown list on the resulting page to see the following screen. Once the search criteria have been
entered, click “Search”. The results will be displayed below the search area. Go to the organization’s
FER Sections page by clicking on an organization name from the resuilts list.

C'GAP

GRANT AFFLICATION Fanziths

BIH In —\tr ic tl II LﬂLl it lt

@ ﬂm . Homea = Search
Q) Administration | Search
T {Search FERs ]
J' Search . T
“ L lOrganization Type: | ’ |
Dncument g i System .
|brar Name: |pagins With x| I
Number:
C‘J Contact ALSDE l
o County: || |
Q [y Ergﬁl Fiscal Year: ]20071]
FER Status: J2 R
@ Help Draft Started ]
Draft Completed o
Schaol System Chief Financial Officer Approved o ,:J
FER Contact: lf'-‘*“ ]
; Search ’
RESULTS TDOLS o iy ‘ ) ) ST R
SUFt B‘)" | Organlzatlun Nams | Bulk Email Download Data

There are 1matching recnrd(s) Displaying 1thraughV1. - ) S
1NUMBER ORGANIZATION - COLINTY HLSDE STATUS STATUS

| 106 |Arab City] Marshall Cvnthla ALSDE Assistant 11/13/2006
i County Appling Superintendent Final
1 Approved o

/7/ IIMB Page 15 of 19
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Example Search — ALSDE Financial Support Accountant Approval

One comimon task that can be performed with the search feature is to find all FERs that are awaiting
ALSDE Financial Support Accountant approval for a specific person. Since an ALSDE Financial Support
Accountant may have many pending FERs from several systems, it would be tedious to go through the
process of selecting each individual system and navigating to its FERs to view and approve them. The
search feature provides an easy way around this problem.

Before continuing with the example, ensure that an ALSDE Financial Support Accountant contact is
specified for the system that is being used. To specify this contact, refer to Specifying a Contact Type for
a System.

To find all FERs that are awaiting ALSDE Financial Support Accountant approval for a specific contact,
use the following search parameters:

1. Select the current fiscal year for Fiscal Year.

2. Select the "School System Superintendent/Authorized Rep Approved" option in the Status list.

3. Select the FER Contact that is specified as the ALSDE Financial Support Accountant for the
system.

4. Click the “Search” button.

’7/ HMB Page 16 of 19 11/07/2006
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The search results list the FERs that are awaiting the approval of the ALSDE Financial Support
Accountant. The screen should look similar to that shown below:

¢:GAP

GRART AHILIGATION FEDCOAE

RilliInstructor [Logaut

: QE; Administration

| , Search

§ Funding
Agghcatm

i Improvement
Iannm

Dncument
|hrar

@ﬂeﬁ;

@ Address Book

fw Y Contact AL SDE

i My Profile o

0y Tlrne::lut m DLI 19:45

! Home » Search

' Search

: | search FERs ]

‘Oyrganizati‘un Type: léyétem ‘v[’

Name: [Begins With ] |

Number: r‘_"’"
County: iA” ]
Fiscal Year: [2007 +]
FER Status: [Schaol System Chief Fihancial Officar Returned Not Approved

 Schoaol System Superintendent/authorized Rep dpproved ‘
1School System Superintendent/Autharized Rep Returned Not Approved
JALSDE Financial Support Accourtant Approved ) “,_,_lI

FER Cantact: lCts.-ntma Apphng _J

’ Seaﬂ:h l
'RESULTS TOOLS

SDt’t BY |Organ|zat|cm Name |

Bulk Email Dowhload Data

There ars 1 matching record(s). Displaying 1 through 1.
UMBER ORGANIZATION COUNTY ALSDE _

School System
Superintendentfauthorized
Rep Approved

106  Arab City Marshall

County

Cynthia

11/10/2006
Appling

)/HMB
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Specifying a Contact Type for a System

To specify a contact type for a school system, first select a school system. Once a system has been
selected, click on “Address Book” from the left navigation:

“n D ~ “RARAB CITY (106)
b e : : . BilFInatructor {Logouk]

mn."u.mn\m o7l - es_,mn Tlmpuuf in Hﬂ 1'-1:55

ﬁ Search
Funclln Improvement Plannlng Fundlng Appllcatmn
llcatlo Need to modify your Need to work on grant .
rovemen | 8ystem Plan or a School appllcatl ns or claim
Improvemsit 2 7.
@a Plarning Plan? funds?
’@ Address Baok | ANNOUNCEMENTS | REMINDERS
- |
5 ‘Nu Announcements i |No Reminders
ﬁ —&,‘;ﬁ:ﬁ”e | No announcements exist in the system | | Mo reminders exist in the system at this |
o atthis time, [l time. '

sf " Contact ALSDE

ﬂmpr_aﬂl

@ue_lp_

7/ HMB Page 18 of 19 11/07/2006
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On the Address Book page, click on the Contact Type to create a new contact for that type:

Bill Instruc t| I Lmrnut |

:u_m TII'HEI_IU" ifn ULI 1u ||U‘

Home > Address Book

Q) Administration Address Book

£ search RBtUl""J
o Miew Al by¥stem JVsers
g Fundin View Al System Users
||CEitlD R . U - RSO .
CONTACTTYPE _ CONTACT
Improyement
@Z* Iﬁgnrﬁlzegment School System Supermtendentfﬂ\uthorlzed Rep John Mulhns
e John Mullins
@ agl_d_r_a_si_ﬁ_o_qlg School System Chief Financial Officer Donna Tidmore
Dgcument ALEDE Funds Managerment Accountant Beverly Gray '@]
|brar - - i
| LSDE Financial Suppart Accountant| Not Specified
&’ Pﬁ} Contact ALSDE ALSDE Assistant Superintendent Craig Pourcey (1]
ﬂ My Profile

@H_eu;

The resulting page lists the names of the contacts available for the selected contact type. Only those
users with the specific permissions associated with that contact type are available in the list. Select a
name from the list and click “Save” to finish specifying a contact type for a system.

Create Contact

| Cynthia Appling ]

Cancel \
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