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• A Clerk’s Perspective of ESSER

• Grant Tracking
o Sample spreadsheet/workbook

• Cash Request Tracking
o Sample spreadsheet/workbook

• Excel Tips & Tricks

• Notes on E-Grants
o Tracking budget before & after amendments

o Viewing/printing in E-Grants

o OPI Allocation / Status Update monthly report

o Excel/TFS Upload

• Wrap-Up and OPI Resources

Goals For This Session



Jolene Tollenaar

Director of Business Services / District Clerk

Corvallis School District

• Worked with ESSER since the beginning

• Lots to keep track of, can get confusing

• Developed an Excel spreadsheet to help with tracking all the different 
aspects of ESSER grants

ESSER From A Clerk’s Perspective



1. Print GAN from E-Grants and staple to folder (scan for audit)

2. Print Original Budget from E-Grants Set up tracking in Excel grant 
workbook (see example workbook)

3. All amendments, cash requests, and cash received enter in the workbook

4. Each cash request should have its own document detailing the request 
(see example workbook)

• Use the “Notes” sheet in the workbook to remind where you left off and 
things that still need to be done.

Grant Tracking



• This example workbook is only for ESSER II. 

o You may want to create a separate workbook for each grant, instead of putting all 
grants into one workbook.

• One “sheet” for each grant budget page, plus one for the overall summary

Grant Tracking in the Workbook



• Use the “Notes” sheet in the Workbook to remind where you left off, and 
things that still need to be done.

• Record the date when you make the note, so you can refer back to it if 
needed.

Process Notes in the Workbook



1. Pull expenditures by date by project code into excel from Black Mountain*

2. Save as a new file, name it by Grant and number of Request

1. IE: ESSER II Base Cash Request 1

3. Filter or sort to determine how much in each category you are requesting

4. Label each line with category and amount of total, to be traceable

• *Note: Make sure all project begin/end dates are removed in Black 
Mountain

• Note: Do cash requests by 25th of the month for payment on the 10th of next 
month

Cash Request Tracking in the Workbook



Example spreadsheet page:

Unsorted Sorted by Cash Request

Cash Request Tracking in the Workbook

You can see all cash requests and their details

You can use the Filter tool to sort to see only certain 
cash requests and their details



1. Filter/Sort

2. Add a new sheet

3. Edit existing sheets

Excel Tips & Tricks



• Use an apostrophe ‘ before number for both Excel and upload in 
TFS

o Often in Excel you will need to have a number with a leading zero.  

o Using an apostrophe ‘ before the number holds the zero.  

o This is important for TFS upload in MAEFAIRS and E-Grants.  

o Example: 0731 reverts to 731 in the excel sheet, use ‘0731 to hold the zero.

Excel/TFS Upload



• In the “E-Grants Access Select” page, you can see all grants within the 
fiscal year

• Click on the box next to desired grant
o This is a drop-down menu which shows all amendments

• Select desired amendment

• Select “Open” button to view amendment

Notes on E-Grants: 
Tracking Budget Through Amendments



• To print a single page:

o Click “Printer Friendly” in top-right corner

o Press Ctrl+P on your keyboard to print the page

• To print the entire application:

o Click “Application Print” tab

o Select which pages you want to print

o Click “Request Print”

o You will receive an email documenting your request

o Print will be ready at the top of the hour

Notes on E-Grants: 
Viewing/Printing in E-Grants



Notes on E-Grants: 
Grand Award Notification (GAN)

• The GAN for each grant can be found on the E-Grants Access Select page



• On the OPI ESSER Website at: https://opi.mt.gov/COVID-19-Information/ESSER

• Under ESSER Resources > Allocation and Status Updates

o District/Trustee updates produced monthly

o Show high-level view of school status:

• Overall Allocation

• Allocation within each budget program

• Expenditures to date

• Remaining balance

OPI Allocation/Status Update 
Monthly Report on OPI Website

https://opi.mt.gov/COVID-19-Information/ESSER


Resources at OPI.MT.GOV



For questions or additional information please contact:

ESSER Program Questions 

Wendi Fawns at wendi.fawns@mt.gov or 406-437-8595

Rebecca Brown at rebecca.brown@mt.gov or 406-444-0783

Jolene Tollenaar, Director of Business Services / District Clerk, 

Corvallis School District jolenet@corvallis.k12.mt.us

Q & A
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