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FY 2015-16 ED141 Expenditure Statement User Guide
The FY 2015-16 ED141 Expenditure Reports is an Internet application.  Grantees will use the same User Name, Password and Certification codes as the monthly ED111 Cash Management Report system.  

System Access

School Districts

1. School Districts access this application through the Web site: https://www.csde.state.ct.us/districts/  
2. Enter your first User Name and Password that you normally use to access this menu.  The User Name and Password are case-sensitive.  
3. From the menu, click on the link: ED-141 Prepayment Grant Statement of Expenditures (Open 7/6/2016 - 9/1/2016). 
4. On the Prepayment Grants Log In screen enter your User Name and Password, the one you usually use for the ED111 or ED001 application. This User Name and Password is case-sensitive.

5. Click on Select for FY 2015-16.
Other Grantees

1. Other Grantees will access this application through the Web site: https://www.csde.state.ct.us/  

2. Enter “cmed111” as the User Name and “ca$hman” as the Password. The User Name and Password are case-sensitive.  

3. From the menu, click on the link: ED-141 Prepayment Grant Statement of Expenditures (Open 7/6/2016 - 9/1/2016). 
4. On the Prepayment Grants Log In screen enter your User Name and Password, the one you usually use for the ED111 or ED001 application. This User Name and Password is case-sensitive.

5. Click on Select for FY 2015-16.
Please note:  

· If you remain idle on these screens for longer than 30 minutes, the system will automatically log you off.

· If you need assistance with the Log In process, please contact Karen Calabrese at 860-713-6472 or Jeff Lindgren at 860-713-6624.

SDE Contact Information

Data Support

For questions concerning the filing or data of the ED141 Expenditure Statements or questions about these instructions, please call 860-713-6470 or contact one of the following State Department of Education staff:

Name



Phone Number

Email

Jeff Lindgren 


860-713-6624

Jeff.Lindgren@ct.gov
Karen Calabrese

860-713-6472

karen.calabrese@ct.gov
Technical Support

If you are having technical difficulties with this system, please contact the Office of Information Systems at 860-713-6610.
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Data Entry, Modification, or Display

You will be able to enter or modify data on the ED141 forms only if you have not certified the data.  If 
you have certified the data, the forms will be “Read Only.”

1. To enter the 2015-16 ED141 Expenditures Statements, click on ED141 from the blue column on 
the left.

2. There are several ways to access the different ED141 forms:

· For a list of all grants for your district, leave all the fields blank and click on SEARCH.     

· For a list of all state grants, enter 11000 and click on SEARCH.

· For a list of all federal grants, enter 12060 and click on SEARCH.

· For a list of all bonded grants, enter 12052 and click on SEARCH.

· You can also enter the SPID of any grant and click on SEARCH and all ED141 forms for that Grant SPID will be listed.

· You can enter the complete coding string and click on SEARCH and only that one form will 
appear.

3. Click the SELECT button on the left of any grant, to enter, modify or display the ED141 
expenditure statement for that grant.  You can access a single ED141, all ED141s, or a selected 
group of ED141s from the Expenditure Report Workbox.  Please be patient, it takes a few 
seconds for the first ED141 reports to load.  To access all ED141 reports, click the white box in 
the blue heading and all ED141 reports will be checked.  To access several specific ED141s, 
check the individual boxes to the right of SELECT for each grant, then move the mouse to the 
gray box labeled “Perform following Batch Update on Selected Expenditure Reports’ and choose 
“ED141 Edit” from the yellow drop down box.  If you do not have any boxes checked, you will get 
a message that says “Must select at least one to edit/view” when you click on “ED141 Edit.”    

4. Enter the expenditures (whole numbers only, no commas or decimal points) in the appropriate 
line item and columns.

5. Use the TAB key to move from field to field.  Click on Shift-Tab to move backwards or click on the 
actual field with the mouse. 

6. You cannot enter a total line.  If you want to view the Total amount before the document is saved, 
click the RECALCULATE TOTALS button.

7. After the Total Line, there are two lines which are applicable to ED001 Expenditure Reports: 
X001 and X0FA. Please refer to additional information on pages1 and 2 of the Filing instructions 
and on pages 2 and 3 of this document. 

8. Click on the SAVE button to retain the data you have entered. If the expenditure statement 
passes all edit checks, it will save the expenditure data you have entered.  If you click on the 
Return to Workbox option and have not made any expenditure entries, the system will return you 
to the Expenditure Report Workbox.  If you have made any expenditure entries and click on 
Return to Workbox, the system will display a message “Expenditure has changed, do you want to 
Save the changes? YES/NO” before returning you to the Expenditure Report Workbox. 

9. If you have chosen to file multiple ED141 reports, the Previous ED141 EXP and Next ED141 EXP 
options (above the Save and Return to Workbox) will be available to you so you can navigate 

back and forth among the reports you chose from the Expenditure Report Workbox.  If either of 
these boxes are grayed out, it means that you are on the first or last ED141 you chose from the 
Expenditure Report Workbox.   If you make any expenditure entries and do not click on SAVE, 
you will get the message “Expenditure has changed, do you want to Save the changes? YES/NO” 
before you can move to another ED141 report.

Please Note:

The system will not let you record expenditures that are more than the Auth. Amount of the grant.     

If this happens, you will get a message similar to the following:

Errors: Must fix before Save 

· Total Expenditures (ED141: $136,704) cannot exceed grant Authorized Amount (ED114 Budget: $126,704). Please review.

You will be required to correct this problem and then click on SAVE again.
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Data Entry, Modification, or Display (continued)
Reporting Zero Expenditures

1. SELECT the ED141 expenditure statement(s) on which you want to report zero expenditure.

2. At the bottom of the budget, just below the ED141 report, there is a check box and a line which reads “Check here if you have no expenditures for this grant period.” 
3. Please check this box if you are reporting zero expenditures in this fiscal year.
If you are a grantee that is not required to file an ED001 expenditure statement with the State Department of Education (SDE), you may skip the next two fields. 

X001 ELEM/SEC Expenditures

There will only be one X001 line even if there are multiple columns on a particular budget. Do not include nonpublic expenditures or adult education expenditures in the X001 line. Combine all appropriate expenditures in the X001 box. If you are a fiscal agent for other districts, only the amount of Elementary and Secondary Expenditures that apply to your district belong on this line.

Enter the amount of expenditures for this particular grant which support Elementary and Secondary education and should be reported on ED001 report per the Instructions for completing the 2015-2016 Statement of Expenditure Report (ED141) – Item 5, Page 1. 

X0FA FISCAL AGENT

If you are not part of a consortium or other similar fiscal arrangement with other school districts, you may leave the small box on this line blank and skip this section.  Click on the SAVE button to save the expenditures.

If you are the fiscal agent for this grant, then this report must be completed before superintendent certification is entered.  

1. Click on the small box for this line.

2. A checkmark will appear and a new screen will open.

3. The next screen is the ED141 Consortium Member Report.

4. Select the town from the MEMBER drop down box.

5. Enter the amount of public elementary and secondary expenditures that have been spent on their

behalf for this grant.

6. Click on ADD A NEW MEMBER. 

7. Do not include expenditures for your town on this screen.

8. That amount should appear on the X001 line of the ED141 report.

9. See the Instructions For Completing The 2015-2016 Statement Of Expenditure Report (ED141) – Item 6, Page 2. 
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Data Entry, Modification, or Display (continued)

10. Click on RETURN TO ED141 EXP button to get back to the expenditure report.

11. Click on SAVE.

12. If you do not click on SAVE, the member town information you just entered will not be saved. 

13. If you want to review or change these entries, click on the VIEW MEMBER TOWNS button from the ED141 screen.

Please Note:

The total expenditures of the ED141 Consortium Member Report added to the amount entered for your district on the X001 Line (Total Elementary/Secondary Exp.) should agree to the Total Public Expenditure amount. If this does not agree, you will not be able to save the ED141 expenditures until it is corrected.  You will see a message like this at the bottom of the ED141 Consortium Member Report screen:

Errors: Can't add the new member because 

· Total consortium member expenditures ($395,963) exceed [Total Public Expenditures (TOTL: $6,891,925) minus Total Elem/Secondary expenditures (X001: $6,500,000)], which equals a maximum allowable consortium total of $391,925. Please review and make appropriate corrections.

To edit these numbers:

1. Click on VIEW MEMBER TOWNS.

2. Find the member town that needs to be corrected.

3. Click on EDIT (or DELETE).

4. Make the change and click on UPDATE.  CANCEL will remove you from the EDIT function without any change to the existing data.

5. Click on Return to ED141 EXP on this screen.  This will return you to the ED141 report.

6. Click on SAVE on the ED141 screen.

You will receive a similar message on the ED141 report to the one above if you file and save the ED141 and Consortium Member Report and then change the expenditure amount on the X001 line and attempt to save the change if the amount entered on the X001 line lowers the maximum allowable consortium amount (raising the X001 amount will lower the amount you can enter on the CMR report and vice versa).    

PLEASE NOTE:  You must click SAVE to save each ED141.

Certification of Data

You must run an Edit Report (see page 5) before the certification is entered.  To certify the data, click on the word “Certify” in the blue column on the left.  Enter the same Certification code in the box next to “Superintendent Certification Code” that you currently use for the ED111 or ED001 and click on “Certify”. The “Certified:” field will now read True (field will say False until certification is entered), and the “Certified By:” and “Certified Date:” fields will be filled in with your district log-on ID and the date you certified.  If you need to make changes after you have certified the data, please contact any of the Data Support staff listed on page 1 in the SDE Contact Information section. You will need to logoff and then log back in order for the Certification code to clear.

To Log Out of the System

Click on “Logout” located on the upper right hand corner of the gray heading line. 
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Printing & Reports

General Printing Guidelines:  Prior to printing for the first time, please refer to the “Installation of Printing Software” instructions on page 8 of this document.  If you installed this function last year, you do not need to do it again.

While the system is creating these reports, a message appears in the center of the screen “Report is being generated.”  The reports will be visible on the screen first, giving you the option of viewing or printing them.  The interior scroll bar on the report screen can be used to view each report.   

Other Options:

If you want to save any reports, you have the option of exporting this data.  The recommended option is Acrobat (PDF).  You may need to allow pop ups in order to export the reports.  To export, find the drop down box in the top bar labeled “Select a Format”.   Once you choose the format you want, click on the word “Export” to the right of that box.  The ED141 forms should export to Excel if your version is from Microsoft Office 2003 or newer.  If you export other reports to Excel, you may need to re-format the reports to print properly (i.e. Page Setup for Landscape, or Setting the Print Area).  You should not need to reformat if you choose the Acrobat (PDF) format.

List of Reports:

Edit Report

This report must be run prior to certification. However, there are no errors that prevent you from certifying.  Information appearing on this report is for your information and to assist you in making sure you have completed everything before you certify.  If you certify the ED141 reports and then find you need to make any corrections or modifications (such as for missing XTLM or X001 amounts, or variance issues), you will need to contact BGM by the ED141 due date to have the certification removed so you can get back into the ED141 system.  You should also rerun the Edit Report before the data is recertified after making any modifications to ensure any issues have been resolved.  This report identifies the following information: 

· Grants with XTLM line missing (Local Match).  

· Grants with X001 line missing (Public Elementary & Secondary Education) which is used to assist with the completion of the ED001, Schedule 8. (Only school districts, Charter Schools and RESCs will get this message.)  If the grant identified contains only nonpublic expenditures, you can ignore this message.

· Variances which meet the new variance (Revised March, 2006) policy, including Line 940.

· Whether the Superintendent’s code has been entered.

If there is nothing for you to review prior to certification, you will get a blank Edit Report with the following statements for each category:

· “There are no missing XTLM lines”.

· “There are no missing X001 lines”.

· “There are no Line 940 variances”.

· “There are no variances created by Expenditure entry”.

· “The Superintendent’s code has NOT been entered”. 

The certification data entry screen will change from “False” to “True” once the certification code has been entered.  

If you receive a message “Unable to load client print control”, then refer to the printer installation procedures on Page 8 of these instructions, then click on the printer icon in the right-hand corner to print this report.  Close the report window (using the “X” in the top right corner) to return to the Report Menu.  Click on the appropriate link to run another report.
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Printing & Reports (continued)

Variance Report

This report details the grants that currently contain a variance under the new variance policy. If this grant continues into the next fiscal year, you will still have an opportunity to resolve this variance through the normal budget revision process with the program manager of the grant. If the grant ended in this fiscal year, you may be required to refund the variance amount. If there are no variances, the report will be blank with a statement “There are no variances created by Expenditure entry” or “There are no line 940 variances”.

If you receive a message “Unable to load client print control”, then refer to the printer installation procedures on Page 8 of these instructions, then click on the printer icon in the right-hand corner to print this report.  Close the report window (using the “X” in the top right corner) to return to the Report Menu.  Click on the appropriate link to run another report.

Consortium Member Report Fiscal Agent

If you are the fiscal agent for other districts and completed the additional form during the data entry of the ED141 expenditures which details the districts and amounts expended on their behalf, then this report will summarize that data for you by grant. If you are not a fiscal agent for other grantees and have not completed the Fiscal Agent screen for a particular grant, a blank report will appear stating “There are no Fiscal Agents to report”.

If you receive a message “Unable to load client print control”, then refer to the printer installation procedures on Page 8 of these instructions, then click on the printer icon in the right-hand corner to print this report.  Close the report window (using the “X” in the top right corner) to return to the Report Menu.  Click on the appropriate link to run another report.

Consortium Member Report Non-Fiscal Agent

If another district received funds and provided programs on behalf of students in your district, they should have identified that amount on a separate data entry screen attached to the ED141 that they submitted for that particular grant. To find out if any districts reported that relationship, you may run this report and receive the details of that information. These expenditures should be reported on Schedule 8 of the ED001/ED001R report. State grants in this category are reported on Line 816 on the ED001 or Line 817 on the ED001R and federal grants are reported on Line 820 on the ED001 and on Line 822 of the ED001R.  If no other district has filed a report stating that they are a fiscal agent for your district, this report will be blank with a statement appearing “There are no Non Fiscal Agents to report”. 

If you receive a message “Unable to load client print control”, then refer to the printer installation procedures on Page 8 of these instructions, then click on the printer icon in the right-hand corner to print this report.  Close the report window (using the “X” in the top right corner) to return to the Report Menu.  Click on the appropriate link to run another report.

Summary of Budget & Expenditure Report

This report lists every budget by Core CT codes. It lists the Authorized Amount (ED114), the Total Expended amount (ED141), and the Unexpended Balance. Multiple year awards include expenditures from previous years.

If you receive a message “Unable to load client print control”, then refer to the printer installation procedures on Page 8 of these instructions, then click on the printer icon in the right-hand corner to print this report.  Close the report window (using the “X” in the top right corner) to return to the Report Menu.  Click on the appropriate link to run another report.
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Printing & Reports (continued)

ED141/ED001 Expenditure Summary

This report summarizes the data of the ED141 to assist the major school districts, Charter Schools and RESCs who file the ED001 report. Once you have printed this summary, the subtotals should be entered on the appropriate lines on Schedule 8 of the ED001. The two systems are not electronically linked yet.  We hope to have that option available in the near future.  The 2% Education Cost Share grant (11000-17041-82002-2015-170002) will not appear on this summary due to school funding legislation even though you may have filed an ED141 for this grant.  If you have any questions regarding this grant in relation to the ED001 report or Schedule 8 of the ED001 in general, please contact Mark Stange in the Bureau of Grants Management at 860-713-6462 or by e-mail at mark.stange@ct.gov .   

If you receive a message “Unable to load client print control”, then refer to the printer installation procedures on Page 8 of these instructions, then click on the printer icon in the right-hand corner to print this report.  Close the report window (using the “X” in the top right corner) to return to the Report Menu.  Click on the appropriate link to run another report.

Audit Report

This report compares the ED141 expenditures to the audited expenditures reported by your independent auditor.  Any differences may require follow up with the SDE or your auditors.  Since audits are not due until December 31st, the audit data is usually not available until it has been reviewed by the State Department of Education.  If you receive a message “Unable to load client print control”, then refer to the printer installation procedures on Page 8 of these instructions, then click on the printer icon in the right-hand corner to print this report.  Close the report window (using the “X” in the top right corner) to return to the Report Menu.  Click on the appropriate link to run another report.

ED141 Report with Current Expenditures

This option prints a copy of the completed ED141 Expenditure Statements. You have several options for printing reports:  Print all reports by leaving all fields blank; print reports for state grants by entering Fund 11000; print reports for federal grants by entering Fund 12060; print reports for bond-funded grants by entering Fund 12052; print reports for a specific SPID by entering the SPID; and print reports for specific complete code string by filling in all the coding fields.

If you receive a message “Unable to load client print control”, then refer to the printer installation procedures on Page 8 of these instructions, then click on the printer icon in the right-hand corner to print this report.  Close the report window (using the “X” in the top right corner) to return to the Report Menu.  Click on the appropriate link to run another report. Please use any printing format except for EXCEL when printing from ‘Run ED141 with current expenditures’ due to the possibility of a system error.  All other reports can be exported using EXCEL or any of the other available formats.
ED141 Report without Current Expenditures

This option prints a copy of the blank ED141 Expenditure Statements without the expenditures for the current year.   You have the option of printing all reports, reports for state grants (Fund 11000), reports for federal grants (Fund 12060), reports for bond-funded grants (Fund 12052), reports for a specific SPID, or reports for a specific complete code string.

If you receive a message “Unable to load client print control”, then refer to the printer installation procedures on Page 8 of these instructions, then click on the printer icon in the right-hand corner to print this report.  Close the report window (using the “X” in the top right corner) to return to the Report Menu.  Click on the appropriate link to run another report.

Audit Report by Core Code

This is similar to the Audit Report described above, but the report is specific to the coding entered (Fund, Spid, Budget Year, Program Code, CF1, CF2).  If you receive a message “Unable to load client print control”, then refer to the printer installation procedures on Page 8 of these instructions, then click on the printer icon in the right-hand corner to print this report.  Close the report window (using the “X” in the top right corner) to return to the Report Menu.  Click on the appropriate link to run another report.

To Log Out of the System

Click on “Logout” located on the upper right hand corner of the gray heading line. 
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Installation of Printing Software

The printing process will require an installation from this system.   If you installed this last year, you do not need to reinstall it again.  It may be helpful to try to install that software early into this process. You will only be prompted to install this the first time you print a report on this system.  In some cases, you may need someone from your Information Technology area to be available to you.  

1. After you have logged on, click on “Select” for 2014-2015, click on Reports from the blue column on the left of the screen.  

2. Click on “Summary of Budget & Expenditure Report”. 

3. Wait while the system creates this report on the screen.  

4. Click on the Printer Icon on the upper right-hand side of the page. 

5. The first time that you click on it, you may be requested to install “Microsoft SQL Server” software. 

6. Please click on the INSTALL button and wait a minute for the process to complete. 

7. A bar will appear to be filling up on the bottom of the screen. 

8. When the process has completed, you will be given the option of clicking OK to print the document or CANCEL.   

Read-Only Access to Prepayment Grant System

For Read Only Access to the Prepayment Grant system which will allow you to view or print any ED141 expenditure statements and reports for any grantee, please use the following logons and passwords.

1. Access this application through the Web site: https://www.csde.state.ct.us/  

2. Enter “cmed111” as the User Name and “ca$hman” as the Password. The User Name and Password are case-sensitive.  

3. From the menu, click on the link: ED-141 Prepayment Grant Statement of Expenditures (Open 7/6/2016 - 9/1/2016). 
4. On the Prepayment Grants Log In screen enter your “grants” as the User Name and “exprpt” as the Password. This User Name and Password is case-sensitive.

