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w Goals For This Session
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* AClerk’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
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w ESSER From A Clerk’s Perspective
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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



+
A Grant Tracking

opi.mt.gov

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)

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

ESSER Il Supp ESSER Il Spec Meeds

Grant Tracking Directions Summary | ESS3ay:E
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g in the Workbook

* This example workbook is only for ESSER 1.
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
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543,532.00
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Totzl amendment

Date

salaries

Benefits

purchased services|

property

other purchased

supplies

property & equip

other objects

Cash Regest 1

9/14/2022

$10,078.00|

$10,078.00|

Through 6/30/22

cash request 2

cash request 3

cash request 4

cash request s

cash request 6

ESSER Grant Summary

AS OF 9-30-22

cash request 7

Name

Project #

Original Grant

Date

Billed

Date

Billed

Date

Billed

Date

Billed

Date

Billed

Total Billed

Total Remaining

ESSER Il Base

775

$1,040,584

12/9/2021

$272,257

12/31/2021

$166,969

5/19/2022

$173,568

6/16/2022

$268,371

$881,165

$159,419

ESSER Il Supplemental

776

$43,532]

9/14/2022

$10,078|

$10,078

$33,454

ESSER Il Special Needs

777

$15,347]

9/14/2022

$9,041]

$9,041

$6,306

W b W s o B
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cash request 8

cash request §

cash request 10

cash request 11

cash request 12

cash request 13

cash request 14

TOTALS

$1,099,463

$291,376

$166,969

$173,568

$268,371

$900,284

$199,179

SRR R R )

k3

cash request 15

cash request 16

Total spent

$0.00|

$0.00)

$0.00|

50.00|

$0.00

$0.00|

$0.00|

50.00|

$0.00|

Total remaining

$0.00

5§33,454.00

$33.454.00

GRANT PERIOD:
1152021 - 913012023

need to amend to move to salaries & benefits

Purchase furniture to improve social distancing within the classrooms. Replace carpet with tile flooring to increase ability to sanitize.

Funds must be obligated by
September 30, 2023 and
fully liquidated by Movember
10,2023

current 400
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* 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.

6/7/2022 Med to fix ESSER Il CASH Request 5-19-22
6/7/2022 Meed to ask for Amendment for ESSER 1 lost instructional time move that 457000 to salaries and benefits

22-Jan county deposited all 785 and 775 to 7750 in error

deposit amount 263071 775
corrected 96102 775
corrected 166969 785

8/12/2022 esser iii NEEDS AMENDMENT THEN CASH REQUEST
SEE 215 22-23 FOR CASH REQUEST MEEDS

9/14/2022 Esser lll base amendment submitted 2nd time THIS NEEDS IMMEDIATE CASH REQUEST ONCE IT IS APPROVED

Cash Requests Needed
Esser lll what is the amended budget???

9/14/2022 need to do another ESSEr 11l amendment this one to 787 for a 942 mDA charge in the 300 obj code then cash request, due 785 cash request first as it is much bigger.
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 Cash Request Directions  Cash Request Expenditures
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. |E: ESSER Il 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 25t of the month for payment on the 10t" of next
month



w Cash Re
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quest Tracking in the Workbook

Example spreadsheet page:

Unsorted

A o © u c r o n i 1 n L w
Doc#line# |+ | Project| + | Project Descript] » | Fund |« | Org | » | Accounting | » | Object | v | Doc #iline# | - | Description | Vendor [ |Period [+ | Ameunt | | Cash request number and line amount | ~
PR2IGI4 294 775 ESSERI-Basic 215 557 £ 775-1000 150 PR 210504 254 Parall Expenditure 621 500000 ESSER J cash request 1 - 22250
PR2IGI4 25 775 ESSERI-Basic 215 557 £ 775-1000 210 PR 210504 295 Emplayer Contributions 621 45300 Egser || Cash Request 1 - 3927
PR2IGI429E 775 ESSERI-Basic 215 557 £ 775-1000 220 PR 210504 296 Emplayer Contributions 621 550.20 | Egser || Cash Request | - 3927
PR2IBI4 297 775 ESSERI-Basic 215 557 £ 775-1000 240 PR 210504 297 Emplayer Contributions 621 2180 Esser Il Cash Request 1 - 3827
PR2IBI4298 775 ESSERI-Basic 215 557 £ 775-1000 250 PR ZI0B04 235 Employer Contributions 621 2825 Egser l| Cash Request 1 - 3827
PR2IBI4233 775 ESSERI-Basic 215 557 £ 775-2300 150 PR ZI0B04 £33 Payroll Expenditure 621 2500.00 ESSER I cash request 1 - 43000
PR2IBI4300 775 ESSERI-Basic 215 557 £ 775-2300 20 PR ZI0E04 300 Employer Contributions 621 18125 ESSER |l cash request 1 - 6126
PR2IBI4300 775 ESSERI-Basic 215 557 £ 775-2300 220 PR 210604 301 Employer Contributions 621 2325 £33ER Il cash request 1 - 5126
PR2IBI4 302 775 ESSERI-Basic 215 557 £ 775-2300 240 PR ZI0B04 302 Employer Contributions 621 300 ESSER | cash request 1 - 6126
PR2IBI4303 775 ESSERI-Basic 215 557 £ 775-2300 250 PR ZI0E04 303 Employer Contributions 621 078 £2SER Il cash request 1 - 5126
PR2IBI4304 775 ESSERI-Basic 215 557 £ 775-2400 150 PR ZI0E04 304 Payroll Expenditure 621 100000 ESSER Il cash request 1 - 43000
PR2IBM 305 775 ESSERI-Basic 215 557 £ 7752400 20 PR 210504 305 Employer Contributions CH] T85! E2ZER Il cash request 1 - 5126
PR2IBM 306 775 ESSERI-Basic 215 557 £ 7752400 220 PR 210504 306 Employer Contributions CH] 70 £22ER Il cash request 1 - 5126
PR2IBM 307 775 ESSERI-Basic 215 557 £ 7752400 240 PR 210804 307 Employer Contributions CH] 260 ESSER |l cash reguest 1 - 6126
PR2IBM 308 775 ESSERI-Basic 215 557 £ 7752400 250 PR 210504 305 Employer Contributions CH] 235 ESSER |l cash request 1 - 6126
PR2IBIM 333 775 ESSERI-Basic 215 555 £ 775-1000 150 PR 210804 335 Payroll Expenditure CH] 200000 EZZER |l cash reguest 1 - 22250
PR2IBM 33 775 ESSERI-Basic 215 555 £ 775-1000 20 PR 210504 334 Employer Contributions CH] 15300 £22ER Il cash Reguest 1 - 3337
PR2IBM 335 775 ESSERI-Basic 215 555 £ 775-1000 220 PR 210804 335 Employer Contributions CH] 18340 £22ER Il Cash Reguest 1 - 3927
PR2IBIM 3% 775 ESSERI-Basic 215 555 £ 775-1000 240 PR 210504 336 Employer Contributions CH] 720 E3SER | Cash Reguest 1 - 3037
PR2IBM 357 775 ESSERI-Basic 215 555 £ 775-1000 250 PR 210804 337 Employer Contributions CH] 942 ESSER | Cash Reguest 1 - 3037
PR2IBM 338 775 ESSERI-Basic 215 555 £ 775-2300 150 PR 210804 335 Payroll Expenditure CH] 250000 £2ZER Il cash reguest 1 - 49000
PR2IBI4 339 775 ESSERI-Basic 215 555 £ 7752400 150 PR 210604 339 Payroll Expenditure CH] 50000 ESZER Il cash reguest 1 - 49000

SV A01EES 12 5 ESSERI-Basic 215 2l £ 775-2134 13 SV 0125 12 ESSER Il Hursing Services CH] 25,000.00 ESSER || cash request 1 - 23000
JV01EE5 13 8 ESSERI-Basic 215 & E775-2134 21 JY Iz 13 ESSER Il Mursing Services ] 176000 E2ZER Il Cash request 1 - 4424 sb 4234
JVIZEE 8 ESSERI-Basic 215 & E775-2134 230 JYI0izEs ESSER Il Mursing Services ] 135000 £22ER |l Cash request 1 - 4424 sb 4234
SV 0IEE5 15 8 ESSERI-Basic 215 & E775-2134 240 JY 101285 15 ESSER Il Mursing Services ] 10500 £22ER Il Cash request 1 - 4424 sb 4234
S IEES 16 8 ESSERI-Basic 215 & E775-2134 250 JY 101285 16 ESSER Il Mursing Services ] 13300 £2ZER Il Cash request 1 - 4424 sb 4234
JVIEES 17 8 ESSERI-Basic 215 & E775-2134 280 J¥ iz 17 ESSER Il Mursing Services ] 2607 ESTER Il Cash request 1 - 4424 sb 4234
PR2IGM 353 775 ESSERI-Basic 215 & £ 775-2300 180 PR 210604 353 Payroll Expenditure ] 3%,000.00 ESSER || cash request 1 - 43000
PR2IGM 354 775 ESSERI-Basic 215 & £ 775-2300 21 PR 210604 354 Emplayer Contributions ] 252450 £22ER Il cash request 1 - 5126
PR2IGM 355 775 ESSERI-Basic 26 & £ 7752300 220 PR 210604 355 Emplayer Contributions H] \ME25 ESSER | cash request 1 - 6136
PR2IGM 356 775 ESSERI-Basic 26 & £ 7752300 230 PR 210604 356 Emplayer Contributions H] 119000 FRSFR Il nach ramuest 1 - R176

You can see all cash requests and their details

Sorted by Cash Request

" o L U [ r G n ' J n L W
Doc#iline # | « | Project | » | Project Descript) « | Fund | IDrg - .|Account|ng w | Object | + | Doc#iline # + | Description w | Vendor | w | Feriod | » | AMOUNt | w | zaeh request number and line amount
PR 210604 235 TG ESSERI - Basic 215 a57 E 775-1000 2 PR 210604 235 Employer Contributions Ef21 45900 Eecar || Cash Request 1 - 3827

PR 210604 296 76 ESSERI- Basic 218 B&T E 775-1000 220 PR 210604 296 Employer Contributions B2l 550.20 Eacer | Cash Reguest 1 - 3827

PR 210604 237 76 ESSERI- Basic 218 B&T E 775-1000 240 PR 210604 237 Employer Contributions B2l 2180 Eeger || Cash Reguest 1 - 3827

PR 210604 232 76 ESSERI- Basic 218 B&T E 775-1000 260 PR 210604 232 Employer Contributions B2l 2826 Easer || Cash Reguest 1 - 3027

PR 210604 224 76 ESSERI- Basic 218 662 E 775-1000 210 PR 210604 224 Employer Contributions B2l 15300 E22ER || cash Reguest 1 - 3927

PR 210604 225 76 ESSERI- Basic 218 662 E 775-1000 220 PR 210604 225 Employer Contributions B2l 18340 EccER || Cash Reguest 1 - 3927

PR 210604 336 776 ESSER I - Basic 216 fatit} E 775-1000 240 PR 210604 336 Emploger Contributions 4] 720 EssSER I Cash Request 1 - 3927

PR 210604 337 776 ESSER I - Basic 216 fatit} E 775-1000 260 PR 210604 337 Emploger Contributions 4] 342 FesER | Cash Request 1 - 3927

PR 210604 362 776 ESSER I - Basic 216 j:Lixc} E 775-1000 210 PR 210604 362 Emploger Contributions 4] 30600 Eccer | Cash Reguest 1 - 3827

PR 210604 363 776 ESSER I - Basic 216 j:Lixc} E 775-1000 220 PR 210604 363 Emploger Contributions 4] 3BESD Eecer || Cash Reguest 1 - 3827

PR 210604 264 776 ESSERI - Basic 216 L E 776-1000 240 PR 210604 264 Employer Contributions Ef21 W40 Eecer | Cash Reguest 1 - 3827

PR 210604 266 776 ESSERI - Basic 216 L E 776-1000 250 PR 210604 266 Employer Contributions Ef21 12284 Fecer | Cash Reguest 1 - 3827

PR 210604 2265 776 ESSERI - Basic 216 QE4 E 776-1000 21 PR 210604 2265 Employer Contributions Ef21 72413 EqoFp || Cash Request 1 - 3927

PR 210604 226 776 ESZERI - Basic 216 QE4 E 77E5-1000 220 PR 210604 226 Employer Contributions Ef21 93992 FecER | Cash Request 1 - 3827

PR 210604 227 776 ESZERI - Basic 216 QE4 E 77E5-1000 240 PR 210604 227 Employer Contributions Ef21 3690 FecER | Cash Request 1 - 3827

PR 210604 222 776 ESZERI - Basic 216 QE4 E 77E5-1000 260 PR 210604 222 Employer Contributions Ef21

#2239 ESSER Il Cash Reguest 1 - 3927

You can use the Filter tool to sort to see only certain
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ps & Tricks

File Home Insert Draw Page Layout Formulas Data Review WView
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. GRDED BB L
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* 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 731in the excel sheet, use ‘0731 to hold the zero.



w*‘ Notes on E-Grants:
rme Tracking Budget Through Amendments

* 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

e Select desired amendment

Amendment 3

Amendment 2
Amendment 1

Original Application




w"‘ Notes on E-Grants:
rimoer \iewing/Printing in E-Grants

* To print a single page: am specific pages: | essen Consolcate
o Click “Printer Friendly” in top-right corner
o Press Ctrl+P on your keyboard to print the page .
* To print the entire application: rCAoN T
o Click “Application Print” tab

ESSER Consolidated

ESSER Base

o Select which pages you want to print

School District Supplemental

Other Educational Institutions

o Click “Request Print”

Special Needs

O O O O O

o You will receive an email documenting your request (] scho Dt gt

pasaRanial Targeted
=N

o Print will be ready at the top of the hour | e




T Notes on E-Grants:
oomteov - Grand Award Notification (GAN

o _Grand Award Notification (GAN) _

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

Select Fiscal Year: 2021

Formula Grant

o hoplcaton ane ~Revson | sows | 0w |

IDEA Consolidated Application

ESEA Consolidated Application

ESSER Consolidated

ESSER Il Consolidated

Discretionary Grant

Original Application Final Approved 8/31/2020

Original Application d 9/17/2020

Returned for Changes  10/13/2022

Amendment &

Amendment 1 d 10/18/2022




W"’ OPI Allocation/Status Update
»mer Monthly Report on OPI Website

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

» ESSER State and District Plan

o Show high-level view of school status:
i Overall Allocation ~ Allocation and Status Updates
* Allocation within each budget program Allocation Updates
= ESSER [, Il and Ill District Allocations (pdf)
° Expenditures to date = Enroliment Increase (HB 630) BASE Aid Payment Guidance (pdf)
* Remaining balance Status Updates

= December 2021 Status Report (pdf)
= February 2022 Status Report (pdf)
= March 2022 Status Report (pdf)

= May 2022 Status Report (pdf)

. J
= District August 2022 Status Report (pd
= Trustee August 2022 Status Report (pdf



https://opi.mt.gov/COVID-19-Information/ESSER
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Montana Office of Public Instruction

Welcome to the 2021-2022 SUMMATIVE
Office of Public Instruction ASSESSMENT SCORES

Superintendent Elsie Arntzen is proud to serve our Montana families,
students, and teachers. Families are the foundation of learning as our
parents are our first teachers. Qur students are our most precious
resource and the future of this great state. As a teacher of 23 years, the
Superintendent knows the importance of quality educators in the
classroom and is working to ensure Montana teachers have the flexibility
needed to put our Montana students first.

MEET EXECUTIVE STAFF

, ) ) ) OPI ORGANIZATIONAL
The Montana Office of Public Instruction (OPI) is charged with the CHART
responsibility of providing technical assistance in:

School Finance

School Law
Teacher Certification and Licensing SRl e bl
School Accreditation

Teaching and Learning Standards
The OPI staff administer a number of federally funded progra

OFFICE OF THE provide a variety of information services, including the info i
SUPERINTENDENT systems necessary to assess student achievement and the qud{ty of
Montana’s elementary and secondary school systems.




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

*+Montana

Office of Public Instruction
opimtgov Elsie Arntzen, Superintendent
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