Position Control Benefits
Procurement

Budget
e Accounts Payable

Payroll

Travel

Purchase Card
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| PUBLIC
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Welcome to the Financial Management
Introduction/Purpose

10 Minutes
Resource Accounting Services & Reporting
How to report on budget usage/impact 55 Minutes
=  Accounts Payable
= Travel
=  Purchase Card
=  Cash Management & Banking
= SABO & OSP
=  General Ledger
= Year End
=  Reporting
Resource Planning 15 Minutes
= Title |
Break 5 Minutes
Resource Planning .
How to plan your budget 25 Minutes
=  Budget Development
=  Position Control
Resource Payment Processing 25 Minutes
How to pay for the resources
=  Payroll
=  Benefits/Workers’ Compensation/Risk Management
Resource Acquisition 40 Minutes

How to acquire resources (goods and services)
=  Procurement

Wrap-Up and Closing

5 Minutes

Strong Students | Strong Schools | Strong Staff | Strong System
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Norms/Mission/Vision .A PUBLIC

SCHOOLS

Put Students Commit to Focus on Demonstrate Be Act with Embrace

and Schools Teamwork Communication Respect for Accountable Integrity and Drive
1 First 2 3 4  Others 5 6 Change

7 Core Norms of Central Administration

District Mission

With a caring culture of trust and collaboration, every student will graduate
ready for college and career.

District Vision

A high performing school district where students love to learn, educators inspire,
families engage and the community trust the system.

Strong Students | Strong Schools | Strong Staff | Strong System



Introduction and Purpose L/_\l PUBLIC

Chief Financial Officer

Mr. Robert Morales
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Accounting Services /\ OUBLIC
AL 1| scHooLs
« Accounts Payable * General Ledger
« Vendor Payments * General Fund
» Purchasing Cards » Capital Projects/SPLOST
* Travel » Special Revenue
* Assets * Year End Meetings

« Cash Management & Annual Audits

Banking « SPLOST

* Deposits * Financial Audit
« Wires « Single Audit

* Account

Setup/Termination Financial Reporting

« SABO & OSP
If, while managing your budget with your e W We can help you get the expenditure to
GL 298, you determine that expenditures @ CALLUS the right place, because having it in the

are in the wrong place...... right place is important for a lot of reasons

Strong Students | Strong Schools | Strong Staff | Strong System
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Accounting Services A PUBLIC
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¢ Tanisha Oliver A Crissi Calhoun
* Assistant Director Executive Director
* 404.802.2418 404.802.2482

4 .
¢ Joycelyn Smith
¢ Assistant Director
* 404.802.2479

Accounts
N Payable, / [ * Delissia
Pcard and Broadnax
Travel Cards « Administrative
Assistant
L » 404.802.2467
Compliance Audits N
& Financial Assets )
4 R t * Jerry Hill
€porting Cash » Senior Analyst
- * 404.802.2461
¢ Dilip Mangalore S

e Compliance
Coordinator

* 404.802.2427
.

e Hong Kao
e Senior Analyst
* 404.802.2409
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Accounting Services

) ATLANTA
* PUBLIC
SCHOOLS

Accounts Payable, Purchase Card Services, and Travel Services

* Robert Ryan

+ P-Card Coordinator
404.802.2491

Marcia Edmonson

AP Associate
404.802.2441

Joycelyn Smith

Assistant Director
404.802.2479

Lynn Lewis

AP Associate
404.802.2448

Strong Students | Strong Schools | Strong Staff | Strong System

Carlos Shannon

AP Analyst
404.802.2443

Patricia Smith

AP Associate
404.802.2447




Accounting Services-Accounts Payable

ATLANTA
| PUBLIC
SCHOOLS

Responsible for making timely and accurate payments to vendors for goods and services, and
to employees for approved activities including travel and reimbursements.

“Service” type invoices are

. cgn for services that have been
Invoices are_classﬁled rendered.
as “Service” or e :
s All service invoices must have a valid

“S pecial” purchase order and a signed
authorization by the Budget Center
Manager for payment to be processed.

All invoices must be mailed to the following address:

Atlanta Public Schools

c/o Accounts Payables Department
P. O. Box 4659
Atlanta, Georgia 30302

“Special” type invoices are for
goods or products that have
been received.

¢ All special invoices must have a valid
purchase order and receipt confirmation
in Lawson for payment to be processed.

*If invoices are received at your location, please make a copy and forward the original invoice to the
Accounts Payable Department located on the 4th floor of the CLL building.

Strong Students | Strong Schools | Strong Staff | Strong System
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Accounting Services-Accounts Payable 5 /\ OURLIC

Formula for Timely Payments

orpER “+
=
o

Purchase Acknowledgement
order of receipt

Valid invoice Payment

It is imperative that receipts are entered in Lawson when requested goods have arrived at
your location or when requested services have been completed. (Note: Services are not
received in Lawson; invoices must be signed by the requesting owner to authorize
payment then submit the invoice to Accounts Payable.)

Without a receipt in Lawson, there will be no payment.
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Accounting Services-Accounts Payable /\ 4 PUBLIC

Expense Check Request

The “Expense Check Request” form is used to process reimbursement for services
provided to APS or for miscellaneous expenses incurred.

For example:

= Conference Registration * Field Trip
= Parent Involvement = External Interview Candidate

In order to expedite reimbursement, all original receipts and related supporting
documentation must be attached to the check request, along with an approved
vendor number from Procurement Services.

Strong Students | Strong Schools | Strong Staff | Strong System
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Accounting Services - Travel A SUBLIC
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Atlanta Public Schools employees who travel for business on behalf of the district are eligible to receive an
APS Travel Card. To obtain a travel card, APS employees must submit both of the following within 30 to
45 days prior to the initial trip. Currently, all out of state travel must be approved by the division Chief and
the Superintendent. The Travel department will obtain the Superintendent’s approval.

Original completed and approved Travel Card Request & Agreement Form and
Original Travel Authorization Activation Form

Forms are in Lawson. Go to “myAPS” (Employee Resource Center), under Travel Resources

http://www.atlanta.k12.ga.us/site/default.aspx?PagelD=1

All Travel Authorization Activation forms must have the following:

Title | Travel

Over $1000 ALWAYS REQUIRED

el Valid 26 digit Account Number

Under $1,000
BCM/Principal/Supervisor,

e BCM/Principal/Supervisor/ B
Manager Approval AND
Executive Director’s Approval

BCM/Principal/Supervisor/
Manager Approval

Executive Director AND Title 1
Approval (if travel is funded by

. _ With available Budget
Admin Services)

Very Important: You will be notified once the cards are loaded. All travel cards have a $2,000 limit
per transaction. Budget Center Managers must ensure there are sufficient funds in the budget
before approving the “Travel Authorization Activation” form. Supporting documentation is required if
total estimated funds exceed $3,000.

Note: Ongoing training — My PLC

Strong Students | Strong Schools | Strong Staff | Strong System



http://www.atlanta.k12.ga.us/site/default.aspx?PageID=1

: : ATLANTA
Accounting Services - Travel A OUBLIC
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Your travel card can be used for:

» Conference Registration Fees (travel related)

» Airfare

» | odging

» Ground Transportation

= Parking

= Meals (per diem rate at http://www.gsa.gov/mie)

Your travel card can not be used for:

Local Conference Registration Fees
Gas or any transaction at a gas station
Unauthorized car rental

Entertainment

Office supplies

Personal expenses

Tips

In proxy of another employee

Meals if your trip is funded by Title 1

NOTE: Travel cards are deactivated once travel is complete.

Strong Students | Strong Schools | Strong Staff | Strong System



http://www.gsa.gov/mie

Accounting Services - Travel A OB IC
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Submitting an Expense Report

v' Expense reports should be approved and forwarded to Accounts Payable within 10 days

after travel.

v' Title-l funded travel must be submitted to the Title | Department within two (2) business

days of trip completion.

v All travel and expense reports must be accompanied by a copy of the travel authorization

activation form.

Receipts required with Travel & Expense reports include but are not limited to:

= Airfare .
= Boarding Pass .
= Luggage .
= Car rental "
= Parking -

Ground transportation

Conference registration fees

ltemized hotel receipt with a $0 balance

Travel Authorization Activation Form (Title | only)
Proof of attendance”

It is the employee’s responsibility to ensure they obtain a receipt for all transactions. Employees
failing to submit their expense report within 10 business days will lose their Travel Card privileges.

* Ex: Conference badge, certificate of completion or certificate of attendance completed and signed by an authorized host of the event

Strong Students | Strong Schools | Strong Staff | Strong System




Accounting Services — P-Card Al | |

The Purchase Card (P-Card) program is a payment mechanism used to
obtain low dollar goods and services quickly in response to the needs of
Atlanta Public Schools. Use of the card reduces processing time and cost
while enabling the cardholders to select contracted vendors that provide
the best value of goods and services to support school/department within
established guidelines.

v' To obtain a P-Card, contact the P-Card Administrator to request a copy of the
Purchase Card Application. The budget center manager must complete the
form in its entirety and submit the form back to the P-Card Administrator for
processing. Training is required before a card can be issued.
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Process & Notifications

« Toload funds to a purchase card, a requisition must be entered into Lawson

«  Arequisition must be entered to Load, Increase or Decrease a P-Card
»  Once the requisition is completed, normal process flow takes place

« All errors will be emailed to the requester to make necessary adjustments from
process-flow (automated)

 Once all levels of process flow have completed, the requestor will receive a final email
from process-flow with their purchase order number

«  The requestor should allow 2-3 business days for the funds to be loaded to the card

RESTRICTED P-CARD ACCOUNTS:
3000- Purchased Professional and Technical Services
4420- Copier Contracts
5800- Travel
5950-Other Services

Strong Students | Strong Schools | Strong Staff | Strong System




Accounting Services — P-Card /\ PUBLIC

APS purchase only

$2,000.00 Transaction Limit — For Schools

« $3,000.00 Transaction Limit (Title I) —
For Schools

 MCC (Merchant Category Codes)
restrictions

* Do not split payments

* No Personal Use —results in
reimbursement and disciplinary action

Strong Students | Strong Schools | Strong Staff | Strong System
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P-Cards are not allowed for any of the

following purchases: OH YOUR'CREDIT CARD/DECLINED?

o

 Food

 Water

* Electronics, including iPads, iPods and
iPhones

* Computers

* (Cash Advances

* Contracted Services

* A more complete list is available via the
Atlanta Public Schools Purchase Card
Manual

Strong Students | Strong Schools | Strong Staff | Strong System
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http://www.wsbtv.com/news/news/local/dekalb-co-suspend-use-p-cards-following-allegation/nmYcP/
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Key Reminders
Atlanta Public Schools Purchasing Card

* Tasks to perform
https://payment2.works.com/works/wpm/bookmark

Cardholders will log into Bank of America Works each
Tuesday by the close of business and sign off on tr

Strong Students | Strong Schools | Strong Staff | Strong System
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Accounting Services — P-Card

- Banlcof A erica "% :

FARER EWAa s

CATLANTA BOARD OF EI-J - i ) o - ~
) Cardholder Activity

Purchasing Card
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Accounting Services — P-Card

GL Memo Statement

Item GL Cembination

Txn Number
Mcc

761]100167480109990[2400|6100(|( ||

TXMNO0130374
5111
TXNOO130492
5111
TXMNO00130626
5111
TXNOD130629
5111
TXNOO130800
5111
TXNOO130801
5111
THMNO0131375
5111
THNO0131545
5111
count: 8

Card Last 4 Digits

8460

8460

8460

8460

8460

8460

8460

8460

Item Tax

Post Date

08/11/2011

0a/12/2011

08/15/2011

08/15/2011

08/18/2011

oa/1a/2011

0&/26/2011

08/29/2011

Company Name ATLANTA BOARD OF ED

Post Date

Report Owner UNDERDUE, DONELL
Report Time 2011-12-09 15:07:12

Transaction Type

Debit
Payment Amount

890.80
0.00
2320
0.00
11240
0.00
1,127 94
0.00
19.87
0.00
142 89
0.00
24 .49
0.00
396.98
0.00

Pavment

Vendor Name
Item Description

STAPLS7OY6370696000001
P-Card
STAPLS7O76370696000005
P-Card
STAPLS7076370656000003
P-Card
STAPLS7076051658000001
P-Card
STAPLS7076589874000002
P-Card
STAPLSTO76589874000001
P-Card
STAPLS7076370696000004
P-Card
STAPLS7O76972478000001
P-Card

ATLANTA
PUBLIC
oGHOOLS

Between 2011-08-01 00:00:00 and 2011-08-31 00 00:00

One of: Cash advance or Misc Credit or Misc Debit or Purchase or

2011-12-09 15.07:12

UNDERDUE, DONELL




Accounting Services — P-Card

L X scHO

ATLANTAS PUBLIC SCHOOL S
FPurchasing Card Program

CARDHOLDER SPEClIAL APPROWAL REQUE ST FORM

Sc ool o D eprartrmesmis

T heec k all appropriates bhoses for thae thypee of apprnowal reguest-aed and ju stirffy purcha s bheal o
O Purchase - $S2Z0000 or gereater A e i | ]
1 Purchiase — Other cincwurmsta ne es (detailed bheaelowr)

Reguest Date: I |
Vermcdor Harmeesls):
Pu rmchass O roler Mo rmbeer:

A stificaton daetamil weth attached suppeo rtimg doscurmesaem i

1 am rdihae bder M armee: Signata rme:
Card Last 4 Digit=s:

B udiget Center Mamnager Narmese: Signatuarme:

IRAPC R T8 T
Form wnill maoif bee consickered cormp laete u miil all reqguired sigmatures are afTicced. Hamd e liveer Torrm o

Purch asing © ard P agrarm Sodimeini strator {204} S02-24591 A FF o=
AF S Adcoouants Pay abkels epartreenrt

AL L Buikding

130 Trim ity Aorweeryiee S0U00

Fo-wrth Floor

At lanta, SA S0 0E-Za24d

FOoR AT EFUIRNT S5 Py AaB LE CrFF AL WS E CrFR LY

F=Wcaloa gl R = ¥ i s=appeorwec]

Reasons

B Title:x: Disbuarsaermeasrrts D irec tondcssistant irectos of A
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Purchase Card Logs are due by the 15th of each month

Strong Students | Strong Schools | Strong Staff | Strong System




ATLANTA
QUESTIONS A PUBLIC
e SCHOOLS

Strong Students | Strong Schools | Strong Staff | Strong System



"
: : ATLANTA
Accounting Services A PUBLIC

Assets, Cash Management & Banking

Jerry Hill « Hong Kao
Senior Analyst * Senior Analyst

404.802.2461 + 404.802.2407
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Accounting Services - Assets

ATLANTA
PUBLIC
oGHOOLS

Capital
Assets

Tangible or intangible property with a useful life of more than one year

Cost of at least $50,000 per unit (examples include land, buses and buildings)
Recorded as assets in Lawson Asset Management System

Depreciated periodically depending on type

Trackable |
Assets

Tangible property with a useful life of more than one year

Cost of at least $5,000 per unit, but less than $50,000 per unit (examples include smart boards
and pianos)

Recorded as assets in Lawson Asset Management System

Not depreciated

o

Other i
Assets

_/

Cost of less than $5,000 per unit (examples include computers and software)
Not recorded as assets in Lawson Asset Management System

Managed by Departments and Schools

Not depreciated

Regulation Reference: DC-R(1)
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Accounting Services — Cash Management

Deposits

Mgme ond oddrass

Frst Lase 1224
‘wmmm'hm Cuty Liee

Delkar amaunt o

P TO THE CRDER OF: _Businets Name g 150
O v 00100 Debiars

23221702 REI4ERTAI0 123y

I|I \ Do mot includs check number J
Checking eccounl number
% digit rewting number
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Wire Transfers

PUGL

A, ’”‘TLANTE Funds Transfer Request Form (GA Fand 1SFLOST)
SCHUCLS
1 Im: A JREH N Y

Request Date: B/22/2016

ALL LINES MUST BE COMFLETED BEFORE PAYMENT CAN BE APFROVED!!

Reciplent Bank: Bank of America

Feciplent ABA #: 028641503 “This Is a nine-digit Neld

Reeciplent Beneficiary [BNF)
Account# 3312345687813

Recipient Account Name: APS Fund

For Further Credit {FFC)
Account #

Addlional Instructions:
Required:

Amount $5,000,000.00

APS GL Account #
to be Debited: 761- 0253 - 101- 0016

Reason for Transter: Transfer from GA Fund 1 SPLOST { LGIP) to SPLOST Funding Disbursement

PLEASE NOTE: ATEe ZIT =0 g docu o o
raquest a check payment and retain a copy for your records.

[ Requaslor Approval Seciion ]

Requestor: Crissi Calhoun. Executive Director of Accounting Services

Requesior Signature:

Date

‘Signatory Name: Riobert A Morales, Chief Financial Officer

Signatory:

Dane

B0 Nl WRITE BELOW THIE UNE
FOR INTERNAL TREASURY SERVICES USE ONLY: Template:

Inittatad by

Date
Approved by

Strong Students | Strong Schools | Strong Staff | Strong System
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BankofAmerica = Deposit Account Documentation
- Signature Card
Merrill Lynch L
L ACCOUNT INFORMATION
Select . | L] Update (Add/Delete) Signers (existing LI Replace Existing Signature Card with
One: |anwnsl:nl'n this Signature Card | (5] New Acoount
Account # I new accourt, Bank wil completey. |
Account Holder LEGAL NAME
{Maust match Fagaral income tax retum) | il i
[ Cwmer [Must match 1st line of W3}
[] Third PartyiFunda Ownar (If applicabie)
[] DB Nams (Must provide copy of fichtious fling)
Optional Account Tibe:
IL BUSINESS TYPE
Business Type
™ corporation ™ suie Aropristorship ™ Joint Venture ™ Limtes Liabaty Farnership
™ General Fartnersnip ™ Limited Parinership [ orga o
™ covemment Aumorty Agency [ other {Other Type:
™ Limitsd Lisbmity company: | Manager Managed I~ Member Managed I~ Soie Member

[ Designated Aceount Signers.

Add or Dalsts | Printed Name

TIti6 (¥ signer alsc on Banking Reschition,
“Titie Must hatch) o

Rl Rl EIEIEIEEE R E E R ET
g | -
g

0-35-2E5INEEW 11152015 NG

Page 1072
Bank of America — Confldential © 2015 Bank of Amerca Corparation
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Accounting Services X! schoois
School Funds Online SABO

* Official automated record-keeping system for all school activity funds

* Online access to student activity accounts

* Principal and secretary can access data simultaneously for assigned school

* System used to record funds received for deposit, issue receipts, print checks
and run reports

* Transparency — more visibility

* Helps ensure compliance and financial controls

* Central Office Administrator can access all school accounts

Strong Students | Strong Schools | Strong Staff | Strong System




Accounting Services 71 PUBLIS
School Funds Online (SABO)-Receipting

* School Cash Management Process Flow

* Do not collect any funds without issuing a receipt
o Generic — used by Sponsors when issuing receipts to students
and/or parents
* Ensure all Sponsors are trained prior to collecting any funds (training
will be provided by the school personnel)

* All funds should be delivered to the Secretary on a daily basis
* Designate a specific collection time

o “Official” SABO — this is the official receipt that’s generated when

monies are recorded in the system
* Verify accuracy of funds
* Ensure a receipt is provided to all receiptees

* Utilize Online School Payments System

Strong Students | Strong Schools | Strong Staff | Strong System
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School-based Grant or Donation

 Answer the four (4) important questions
* Receipt funds via SABO to the Donations or applicable activity account

 Maintain a copy of the check and all supporting documentation in the
local school records

* Funds are available for use
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Accounting Services e
School Funds Online (SABO)-Preparing Deposits

* Secondary reviewer should be designated to review all deposits

* Validate of ALL receipts and amounts (currency, coins and
checks)

e Secretary and the secondary reviewer should sign the Deposit
Analysis Report prior to sealing deposit bag

 Complete the deposit ticket in its entirety

» Store deposit bags in school safe/vault
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Accounting Services | i
School Funds Online (SABO)-Deposit Pickups

Dunbar Armored Car Services is the contracted provider for all schools and
central offices.

Scheduled Pickup Day:

. Elementary Schools - Tuesday & Thursday

. Middle Schools - Wednesday & Friday

. High Schools - Monday, Wednesday & Friday

Important Note: ONLY designated APS employees are allowed to deliver
deposits to the bank and then under limited circumstances.
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School Funds Online (SABO)-Check Writing

Conduct business with approved APS Vendors

All student activity fund purchases should be approved in advance by the
Principal

* Aninvoice is required for all vendor payment

* Original receipt/statement showing amount paid and method of payment is
required for all employee reimbursement
o The use of personal checks and cash is strongly discouraged as a method of payment.

If a personal check is used, a copy of cancelled check must be provided with the
reimbursement request form

Disbursement Requests must be completed for all disbursements
o Requester/Payee completes the form for all reimbursements and refunds
o Secretary completes the form for all vendor payments
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Check Writing continued...

All disbursement request forms must be signed by the principal or authorized
signer

Do not disburse cash for any disbursement

Review your trial balance report before approving any disbursement request
School Check Writing Limit:

o Elementary Schools ($2,000)

o Middle Schools (55,000)

o High Schools (510,000)

Amounts over these limits and reimbursements to the Principal must be sent to
Accounting Services for approval

Important Note: Principals, Secondary Signers and the CFO are the ONLY authorized signers.
Strong Students | Strong Schools | Strong Staff | Strong System
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School Funds Online (SABO)-System Login

USER ID | | | LOGIN
Onl

SChpOlFUﬂdS PASSWORD | |
nune by TRA
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SCHOOLS
School Funds Online (SABO)-Homepage

Build 11.1.2013.4 7/2/2015

Logged in a5 rhdunni

: LOGOUT
SchoolFunds _ | [Locour|
Onllne DH TRA |Adarnsv1]_le Elementary v

ADMIN DATA FILES CHECKS RECEIPTS IE's POr's REGISTERS REPORTS BANK RECON ADMIN FUNCTIONS HELP

WELCOME BACK RHONDA DUNN
THINGS TO DO?

ALL YOUR CHECKS ARE POSTED. ’
ALL YOUR RECEIPTS ARE PRINTED. District Notes
ALL YOUR DEPOSITS ARE POSTED.

ALL YOUR POS ARE POSTED.

ALL YOUR OSP DEPOSITS ARE POSTED.

CCCCO

My Notes
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Accounting Services

School Funds Online (SABO)-Functionality Overview

* Adding Vendors

Posting and Printing Receipts
* Posting Deposits

* Printing Deposit Analysis

* Writing and Printing Checks

* Transferring Funds

* Posting OSP Payments

* Monthly Bank Reconciliations

Strong Students | Strong Schools | Strong Staff | Strong System
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Accounting Services TX| sohoois
School Funds Online (SABO)-Managerial Control Reports

Trial Balance — Displays balance in all activity accounts
Check Register — Displays all checks written from the schools bank account
Receipt Register — Displays all receipts collected

Deposit Summary — Displays all deposits posted, which should match the deposits
posted by Bank of America

Account History — Displays all activity per account

Vendor History — Displays a listing of all vendors and the amount paid YTD

Note: The above reports can be found under the “Registers and/or Reports” tab in SABO

Strong Students | Strong Schools | Strong Staff | Strong System
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Accounting Services e |
School Funds Online (SABO)-Major Reminders

A ]..I..\| o
S
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Do business with approved APS vendors only
* Do not allow non-APS employees to handle school activity funds
* Do not collect any funds without issuing a generic and/or SABO receipt

« All funds should be collected from sponsors, recorded in SABO and stored in the
safe on a daily basis

* Do not approve disbursement requests without adequate supporting
documentation

* Do not pay employees out of school activity funds

* Do not take funds to the bank prior to them being deposited in SABO
* Follow all the processes outlined in the financial guidelines manual

Strong Students | Strong Schools | Strong Staff | Strong System
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Accounting Services
Online School Payments (OSP)-Benefits

Easy shopping experience for Parents

AITLANITA
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Credit card payments are automatically deposited into your school’s bank

account

Available 24/7 — convenient way to pay student fees from home, office or

on-the-go
Reduces NSF Fees charged to your school’s bank account

School Secretaries can easily set up activities for purchases online

Secretary/Sponsors receive timely notification of payments via email

Reduce the amount of cash in the local school

Strong Students | Strong Schools | Strong Staff | Strong System




Online School Payments (OSP)-School’s Homepage

ct-a School.. Tran=zlate this page... Sign In

Today's Date
Monday, June 10, 2013

PROSPECTIVE FAMILIES SCHOOL LIFE CALENDAR

NAHS/APS Links

13 Important Message
Regarding Incident from the
Principal

Tell Us How We're Doing

Back to School

Meet the Principal

School Registration

Bus Routes

School Zone Locator
Breakfast and Lunch Menus
Meal Pay

Pay School Fees Online
Department of Athletics

Welcome to Morth Atlanta High School, the home of the Warriors, the oldest International Baccalaureate Diploma
program in the Southeast and. most importantly. a community of students, families and teachers known for their
warmth. diversity and school pride. Through rigorous academics, well-rounded extra-curricular activities and competitive
athletic programs, Morth Atlanta High School (MAHS) prepares high school students to engage in the wider world that
awaits them upon graduation. This site is designed for current and prospective NAHS families. If you cannot find the
information you need. then please do not hesitate to contact us. Great things are happening at North Atlanta High
School and we want you to know about them.

Sign up for Email Blast
ntackt Us

Infinite Campus

Parent Resources

Homework Help

Directions

High School Sports Website

APS Website

Sutton Middle Schoal

MAPPS Website

NAHS News i = o by ATL Public Schools 18 daysago

Surnmer Reading List North Atlanta High SChOOl

MAHS Advanced Placement

Contract Commencement Exercises b
MAHS IB Diplorma Program Contract NAHS Video

Eo 5.0 13

Master Field Calendar
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Online School Payments (OSP)-Portal Access y %ém

SCHOOLS
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Clnllne- School Payrents

DSP Ma nagement Portal
T — i e

YA —

1 Ondine School Payments - OSP

Welcome to the Atanta Public Schools Online School
Payments {O5SF) Management Portal. The OSSP Portal is
prowvided to authorized county personnel to access and { ;‘?
manage online school activity payments. Contact vour ‘}1.__.1 l"i
Iocal school administrator to establish access privileges.
Dnllneﬁchﬂal Payrmenits

OSP Login

& Ulser Mame:

& Password:

Mext==

Online School Management Systems
Forgot Password ?

22375 Broderick Drive, Sutbe 125

g

Sterling, Vva 20166

OSsSP News Feed
Register for Bookkeeper Training

Click to be directed to the OSP Bookkeeper Training signup.Summer trainings are scheduled
OSSP Feadback on Thursdays at 11:00am {weekly) from July 3rd through September 25th,

?ﬂ‘ Email: e
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Aglanta Public Schools
Online School Payments

“a
-~

Homs - HIGH SCHOOI :: Morth Atlanta

her Gr:a.-dr—- C‘.nuJ?se.l' Aoy

Te=t High Schvool S0 Lost and Damaaged Textbooks Aumizews Ball Pt =000

B _E. S T Suwcadcerny High Schood Lostand Damaaoged Textbooks

Carver Early College S =20 Registration Fees Evening Schoood BElakesw,Danra | ML, 1 I =D o

Carver Health Sciences Registration Fees -Evening School

Canver School of Techrioloogy =3 Internations| Baccalaureats Aalesr Bell | RO [N M =S0.00

Intermational DBaccalaursste

Carver & ool of the Surts =

AT -0 = Serrior Fees _ =11 Pl P =000

Corcta Scot Kng Scad High

Senior Fees

Crimm Highe
At Sa— Sumumer School e = 1 || w0 (T P =000

Cowgass High i

Sumimer School

Forrest Hill Acadermy

A T =0 = AP Exam Fees Asieee Bell Al P (e S0.C0
i sy Rty = AP Exam Fess
Moy nard Je on High Schood AW =0 Internanonsl Baccalaureats Blawey, rang (RTES e, T 5545 00
Kay= High cis Infternational Baccalaurs =te

ot Attamta AT =0 Sernor Fees Blaoey, Dana A LR (L= S200.00

Saeniar Fees
1:20 Summer School Blaksey Dana A A M S2048_ 00

Sumimer School
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Key Websites to Bookmark A SUBLIC
SCHOOLS

School Activity Banking Online (SABO)
https://apps.apsk12.org/SFO/Home.aspx

Online School Payments (OSP) Management Portal
https://osp.osmsinc.com/AtlantaPortal/default.aspx

OSP Training Videos
http://www.osmsinc.com/trainingvideos.html

School Based Manual — Financial Guidelines
https://my.apsk12.org/finance/sites/AnalyticsReports/School%20Based%20Manual.pdf

Vendor Registration Packet

http://www.atlanta.k12.ga.us/cms/lib/GA01000924/Centricity/Domain/28/Vendor%20Regis
tration%20Form Complete%20102811.pdf
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https://apps.apsk12.org/SFO/Home.aspx
https://osp.osmsinc.com/AtlantaPortal/default.aspx
https://my.apsk12.org/finance/sites/AnalyticsReports/School%20Based%20Manual.pdf
http://www.atlanta.k12.ga.us/cms/lib/GA01000924/Centricity/Domain/28/Vendor%20Registration%20Form_Complete%20102811.pdf
http://www.atlanta.k12.ga.us/cms/lib/GA01000924/Centricity/Domain/28/Vendor%20Registration%20Form_Complete%20102811.pdf

ATLANTA
QUESTIONS A PUBLIC
e SCHOOLS
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Accounting Services — General Ledger * PUBLIC

SCHOOLS

General Fund * Capital Projects/SPLOST * Special Revenue/School Based

e Armoriana Brown Demitriuss Dekle

« Accountant Accountant
« 404.802.2409 e 404.802.2404

Tulane Bates Javonn Wright

Accountant Accountant
404.802.2419 404.802.2403

Cynthia Howard * Yanden Stallings

Accountant « Accountant
404.802.2441 e 404.802.1495

Strong Students | Strong Schools | Strong Staff | Strong System

 Tanisha Oliver

 Assistant Director
404.802.2418

Phyllis Graham
Assistant SBBP
404.802.2422




Accounting - Special Revenue /\ DUBLIC
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Responsible for the accounting and reporting of specific revenue sources from

federal grants, state grants, private donations or locally funded programs that are
restricted to expenditures for specific purposes

Reconcile all of the bank statements for each school activity bank accounts

Work with the Budget Center Managers (BCM) to ensure proper recording and
reporting of expenditures for special revenue programs

= Record revenue for reimbursable grants

= Research expenditures Based on

= Prepare analysis of transactions .

= Prepare journal entries when modifications are necessary Spendmg

= Prepare drawdown requests and submit to grantors recorded to the
=  Submit financial reports, including completion reports

= Prepare reconciliations general

Prepare the Schedule of Federal Awards for the audit report Iedger
Coordinate documents requested by the external auditors o

Strong Students | Strong Schools | Strong Staff | Strong System
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The Budget Center Manager (BCM) of any Program is
responsible for spending the resources in a manner that is
allowable and appropriate within the prescribed
performance period.

BCMs are accountable for the transactions reflected in the
general ledger and compliance with any program
specifications and guidelines as defined by the grantor or
donor, as applicable.

Strong Students | Strong Schools | Strong Staff | Strong System
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Based on spending recorded to the general ledger...

Together let’s support accurate recording and reporting by:

= Knowing that Lawson is the system of record
= Reviewing the transactions recorded regularly

= Understanding that BCMs are the most familiar with spending in the
program and will be most likely to identify any problems

= Asking questions if transactions are unexpected or missing
= Allowing time to research questions and prepare modifications if needed

= Following up with appropriate departments to make changes to
address future transactions

Strong Students | Strong Schools | Strong Staff | Strong System
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Based on spending recorded to the general ledger...

Together let’'s support accurate recording and reporting by:

= Allowing adequate time for goods and services to be delivered (goods and
services must be received on or before the end date of the fiscal year and
definitely before the end of the grant)

= Knowing that purchase orders and requisitions are not expenditures

= Understanding that only expenditures (not purchase orders and requisitions)
will be reported as spending (GL298 report)

Strong Students | Strong Schools | Strong Staff | Strong System
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Manage your budget by running the Lawson GL Commitment Analysis Report (GL298
Report) monthly. This provides a detailed review of your budget activities:

GL Commitment Analysis Report

GL298 Date 10/22/13 Company 761 Atlanta Public Schools usp Page 1
Time 10:10 GL Commitment Analysis Report - Commitment Analysis
Periods - 1=z

Year 2014

AccC Tnit 10 10155639990 GRYSch Ad-KENNEDY-Miac Budget 1 F¥Y¥201l4 AMENDED BUDGET

Account

ENcumbrances

Expenditur Commitments Total Budget Budget Balance

002400 5300 0.00 0.00 292.00 292.00
Schladm cCommunic

ooz2400 BB800 0..00 a.o0o 200.00 200.00
SchlAdm_ Travel

002400 €420 o.00 958 .50 438._00 520 ._50-
SchlAdm_Books No

Acct uUnit Totals 0O.00 S58.50 930.00 Z8.50-
Acct Unilt X udget 1 F¥2014 AMENDED BULDGET

Account Commitmentse Total Budget Budget Balance

001000 4300

Instr_ Rep And Mtce
001000 100

Instr_ Supplies
001000 6150

Acct Unit Totals 4,210.81 39.50 o.oo 4,250.31 T,148.16 2,897.85
Acct Unit 100120055639930 GF-Clsrm Ins-KENNEDY-Mlisc Budget 1 F¥2014 AMENDED BULDGET

Account Expenditures Encumbrances Commitmentsa Total Budget Budget Balance

002210 3000 0.00 0.00 0.00 0.00 5,000.00 5,000.00

ImpInst_Purch Prof & Tech Svc

Acct Unit Totals 0.00 0.00 B.00 0.00 5,000.00 5,000.00
Acck Unit 100124855631 081 GF-Science-KENNEDY-MS Budget 1 F¥2014 AMENDED BUDGET

Agccount Expenditures Encumbrances Commitments Total Budget Budget EBalance

001000 &10C0 0.00 511.00 0.00 511.00 511.00 o.D00

Instr Supplies

Acct Unit Totals o.00 511 .00 0.00 511.00 511 .00 o000
Acct Unit 100126855631081 GF-Fine Arts-KENNEDY-MS Budg=t 1 F¥Y2014 AMENDED BUDGET

Account Expendlitures Encumbrances Commltments Total Budget Budget Balance
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Based on spending recorded to the general ledger...

Together let’'s support accurate recording and reporting by:

= Planning ahead at the beginning and planning for the end

=  Communicating with other divisions (Human Resources, Procurement,
Operations) as necessary depending on the spending plan

= Knowing that at the end of the day there will be others looking at the
transactions, including auditors

Strong Students | Strong Schools | Strong Staff | Strong System




All Grants and Donations must be reported to the Office of
Administrative Services by completing a Grant Approval Form.

Accounting Services-Process Overview /\ OURLIC

There are two types of Grant Approval forms:

Awards that exceed $10,000
Awards that are $10,000 or below

The form supports the grant management process and should be
completed prior to grant submission. In the event a school or
department receives a grant that requires only a letter of acceptance

from the district, these forms should still be submitted and sent to the
Grant Manager.

Strong Students | Strong Schools | Strong Staff | Strong System




Accounting Services A ),
Managing Special Revenue Funds

CONGRATULATIONS!!I

Your school or department has just been awarded a Grant or
Donation...

What do you do NEXT?

Answer:

Determine where the funds should be held by answering
basic questions.

Strong Students | Strong Schools | Strong Staff | Strong System




Accounting Services
Special Revenue Questions to Answer
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1. Will this grant/donation be used to pay individuals through payroll?

2. Will this grant be used to pay employee travel?

3. Will the total grant award or donation exceed $10,000?

4. |s the grant award or donation from a government agency?

If you answered YES to ANY of the FOUR
questions, the FUNDS “must” be
maintained centrally in the Lawson system.

"NOT’ in your School Activity Account
(SABO)

Strong Students | Strong Schools 't Strong Staff | Strong System




Accounting Services X | -
Next Steps for Special Revenue

Send the check and all supporting documentation, including the award

letter to Finance located on the 4™ floor of the CLL building:
Attention: Accounting Services

* Email a copy of the check and documentation to Budget

* An accounting string will be set up for your grant/donation

* Budget department will send notification when process is complete

e Funds are available for use via Requisition or P-Card

Strong Students | Strong Schools | Strong Staff | Strong System
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Accounting Services FY/| PusLe
Monitor Activity SCHOOLS

. Review activity/transactions on a regular basis

. Review at least twice a month through available reports found in
Lawson and SABO

*  When reviewing your Lawson report, keep in mind that encumbered
funds are simply purchase orders and not expenditures, which
means the funds have technically not been spent

*  ‘Not’ an expenditure until items have been received in Lawson and
paid by Accounts Payable

Strong Students | Strong Schools | Strong Staff | Strong System
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Helpful Reminders

* Know when your grant period is closing
* Purchase orders are not expenditures
* Goods or services have to be received within the specified grant period

e Before submitting any financial documents to a grantor, work with Accounting Services
to prepare and submit any required completion reports or other financial reports

* Financial reports/data must reflect expenditures recorded in the general ledger (Lawson)

* Schools may be required to submit additional programmatic or status documents in
order to close a grant

* Grants may be on a reimbursable basis where the school must spend the money first and
Accounting Services will seek reimbursement from the grantor

Strong Students | Strong Schools | Strong Staff | Strong System
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Atlarta Poblic Schools
! ATLANTA Reverie ard Expendture - Gereral Furnd
a Period Ending September 30, 2014
] SRS
SCHOOLS
Making A Differenca
Currert Rscal Year, 2014-2015 Prior fear
Budget Fr 15 ¥-T-0 v-T-0 v-T-0 Fr 14 Total Fr 14 Total ¥-T-0 Fy 14 %-T-0
FY 207415 Aetual Vararee o of Budget ¥-T-O fetirl B ctuml # Wararee B el
Monthly report of
Revenues/Resources
the District’'s Current Year 467085000 & 34701286 §  422,283714 TEAL  § 127634634 § 413502560  F (296,067 036) 06T
Prior ‘Year 3,000,000 055,306 2,044 504 .85 1728822 ap&1 557 (7,322 724) 19.10%
Revenues & Intangible Tax 3,000,000 525933 2174067 27 53% 1.016453 458 285 (3.642832) 1 82%
. Redl Estate Tax Transer 2,000,000 470517 1,529,483 23.53% 440,459 085,332 (1.644573) 11.12%
Expend itures hterest and Penalties 2,000,000 16044 1539586 8.02% 200428 3T (20215193 a0z
Total Tax Reverue 467 025,000 37,112546 420,071 454 TOEY 121,020 806 431 511,000 (300,500 284) 0I6Y
Other Grants fom GADODE . 642,126 (B442,126)) [y 560264 3,166 589 (2,606 #25) 1769%
QBE 151,162,248 12,812043 132,348 306 12.46% 16,632024 150,113,013 (132,670 080) 1Mote
Total State 151,162,248 19,456 069 131,706,179 12.87% 17,094,188 153279,702 (136,185 514 1.15%
Impact Aid 50,000 . 50000 0.00% . . . Hit
. q ROT.C 2,000,000 2167335 1,783 665 10.82% 19510 1207 245 (1,078 336 1681%
Information is Total F egers 2,080,000 216,335 1,823 585 10.55% 210510 1207 245 (1,078 3363 1801%
pl’OVIded USIng Tuition 10,000 11851 (1861) 18519 20531 6,383 (5 562) TTEIY
terest on hvestments 1,000,000 11841 985059 1.19% 13654 40,168 (35 515) 7FITE
Lawson Income Rert and Leases 1,000,000 332,769 667 232 33.28% 2657368 999 999 (T20 625 27.14%
E-Fatz 4,626,664 . 4,526 fif4 0.00% 356,339 1680 858 (1.524548) 0%
Statements Sele of Compersation for School Asssts 5 G554 (5 Fideh) [T 50388 174,473 (124075) TRRIY
hdirect Cost Federal Project 3,500,000 441032 3,058 968 12.60% 0538 4230 530 (3,059 503 6407
(GL293) hizllaneaus Local 2,167,308 731034 1,266 864 3666 425 196 4484576 (4,059 580 043%
Total Cther Locs 12,204,562 1654271 10,540,291 13.96% 1,405 020 11635,109 (10,230 D58) 1208%
TOTAL REVEHUES £32,591,810 58,440 221 574,151 559 9.24% 149,739,524 597 823,746 [l 054 222 25.05%
FUHD BAL AHCE RESERVE 25,000,000 s 25,000 000 0.00% s s s 000%
TOTAL REVEHUES /RESOURCES $ 57591810 k] 58,440 221 $ 599151583 5.89% % 149,759 524 $  S9Ta3 TS 3 [dds084228) £505%
i periture:
Year over year Salaries §  SI9E94592 F BRETDAD § 267423862 18.30% § 58013233 § 321A45535 F (263532301 1803%
I Benefits 161,248,263 28 266 056 132882212 17.53% 27 564230 136,483,019 (108,818 7900 2020%
as well as Professional Services 20,367,345 2,528,300 17.720046 12.91% 2,118781 13.101,820 (10,983 038) 1617%
Purchased Property Services 16,346,604 2,705,168 12,560 436 17.10% 2,411 577 16,764,648 (14,242 2713 1420%
budget to aCtual Cther Purchased Services 26,076,676 12,610,736 67464940 1.62% 11,761 676 61571366 (40,310 52 1900%
. Supplies and hiaterials 36,481,367 8074769 28,406 595 22.13% ,234450 37 525,330 (29,280 8507 2194%
comparison Property 547,100 1280 544 520 0.23% . 3315225 (3,225 225) 000%
Other 3,060,128 367336 502 20 0.04% 330530 080,190 (2,640 5700 1120%
654,700,320 123,004,474 £31,605 006 18.70% 110,432 467 503,487 031 (493,063 564) 18614
Other Uses 2,391,430 47 034 244396 22.38% - 1238 200 (1,238 300) 000%
TOTAL EXPEHDITURES §  eSs7S91,310 0§ 123651508 §  533,840202 18.80%  § 110,432 467 §  s847253m 4 [484,291£64) 18 57%
EXCES5ADEFICIT ) of Reverue over Experditires H - $ [(B5.211288) H 39506057 4 3088414
Beqginning Fund Balance (Cument Year) - 86,785,130 83 686.716
Curent Funds 5 (646.211.288) 008,84
Use of Prior Year Fund Balance - - -
EHNDING FUHD BALAHCE 4 - § 21,572 843 3 06,735,120

Footnotes: **Uraudt ed
Roundng may Impae troms column total 1 inaninngniteantwear.

Strong Students | Strong Schools | Strong Staff | Strong System




Accounting Services — Financial Reporting PV el

C$1

DE46

Transparency in
Government Act
(TIGA)

Comprehensive
Annual Financial
Report (CAFR)

Popular Annual
Financial Report
(PAFR)

Audit
Coordination

Sep

&l §s

Oct

o
28

Dec

Jul -
Mar

)
)

Strong Students | Strong Schools | Strong Staff | Strong System

Annual Report of Salaries and Travel
Includes all salary and travel expenses summarized by employee for the fiscal year

Financial analysis report of account balances, utilizing fund, location, state program, function and object
Submitted to the Georgia Department of Education

Used for various calculations including maintenance of effort and indirect cost rate

Annual report including names of each vendor that received payment from APS

Includes all payments made to vendors for the purchase of goods and/or services during the Fiscal
Year — also includes every transaction in the General Ledger

Used by Department of Audits and Accounts (DOAA) for the fiscal year audit

Presentation of the District’s June 30" fiscal year-end financial statements
Presented in accordance with the reporting adopted by the Governmental Accounting Standards Board
(GASB) to fulfill the audit requirement prescribed by Georgia Statutes for local boards of education

Contains the Introduction, Financial Statements, Notes, Supplementary Information and Statistical sections
http://www.atlanta.k12.ga.us/Page/72

Presentation of the District's June 30" fiscal year-end financial statements designed to be easily
understandable to the general public and other interested parties without a background in public finance
Information is extracted from the CAFR

Unaudited

Coordinate Prepared by Client (PBC) Lists with Auditors

Prepare and monitor checklist on required documents, dates, responsible parties, and status
Act as liaison between the auditors and the responsible departments

Oversee final steps of the audit and any additional requests


http://www.atlanta.k12.ga.us/Page/72

Accounting Services - Year-End

ATLANTA
PUBLIC
oGHOOLS

Attend year-end

meetings, which

begin in January
via Webinar

Communicate

important dates and
deadlines

resolve challenges
and opportunities

Utilize the
checklist, which
includes deadlines

Smooth and
successful

Discuss and

for the audits and
Comprehensive
Annual Financial
Report (CAFR)

Audit &
Reporting f
FY ended
June 30

Year-End Important Dates

Category |~ Task | Time v| FY2014 Dal@ : i
1
Accounts Payable | Accounts Payable Last check run for year end Noon 6/30/2014 i bt o [+ Bamomtil. ot o b “Is'g"“nm = TegoNE ) Antouateg m‘“‘i‘ bt .
Accounts Payable  [AP136 Discrepancies clear 7/1/2014 5 YECioee 1. Ganerd Brocedures
Accounts Payable  |Expense Reports due 10 days after travel complete 7/16/2014 18 YEClose !
B VEClon : =
) Verify tar accounts paysbis reports (List of Open Fravabies, 491365 eic |
Audit dependent Auditors Field Work 9/30/2014 YECiose. n &ra m balangs wih GL Accaurts Payable accoants by ind i of . i Bgu'g.‘:' i 1-dul44
Audit State Audit Field Wark :: — e I S
Audit Independent Auditors Preliminary 7/14/14- 7/16/14 - - —u,‘. % sly N1 e ke ACCOUNTS (ECENAEE [200TS e 1 Ealnce Wil
Budget New Year Budget Available in Lawson 7/1/2014 b GL Accomnts Recetvabie ccoants by ind a3 of 05702014 Be In Proceas Holly Moraies GAug4
[ [repare o brsk ot by State Federal and Local & Ciher.
Budget One Time Payment Cutoff for 7/15 Payroll - Budget Noon 6/19/2014 ity it avaiah 352013 rocab abk regena e 1 EAnE W
One Time Payment Cutoff for 7/31 Payroll Including Summer Institute k] GL Accoants PayEdis acouns oy uns 35 of 5507014 = prepared Crisgl Cahoun Sfug14
Budget Payments to Budget Noon 7/3/2014 ] _ 1o becak out by St Federal and Local & Diter.
- " . 5% YECloge Accoants: e = I 1
One Time Payment Cutoff for 8/15 Payrall Including Summer Institute 7 iy p Vcriy Fuatrterfund Acoounts REccivabc i 8 bobns wi Marimd prr i
Budget Payments to Budget Noon 7/17/2014 58 7 W . ccounts Peyable 1 botsl for sl funds, i o ks
i erify that Inber fund Accounts Recefvabie is is balancs with inferiund e
Budget Last day for Budget Adjust 8/11/2014 2 YEClose & T L e Crissi Cafioun B-Augi4
GL/Treasury Account 481-0005 must have zero balance before close 7/7/2014 C538 i B reparie [0 verty et 1fanefars LUl TaBnCe Wit
GL/Budget Roll Encumbrances Forward (GL197 7/7/2014 0 Traraters I for A Funds. [T ene fured reporss a Transfer Dut then anomer|
L/Budg e (57— - i S0 |fund shou raport a Tranafor h ané s s LE45 e hetmuat Tom Lomine i 2
Allocation entries (Transportation, Security, Travel, etc.) Information due to| 55 hesrest: Emars Tidy be cimectad 18 firmal e
GL Accounting Noon 7/17/2014 D238 E0PICADE TEDOTE I werny I | Tans) I t3BNCE Wit
i Transfers i for A Funds. 1T ene fund reports a Transfer Out then anoher| .
GL Last Day for Changes to Salaries & Travel (CS1) 7/17/2014 ¥E Cloze 51 fud ehowd report  Tranefir b 5k i o & DEAS oeror v must o Criegi Caloun Efugtd
GL Accrue 6/30 Expenditures 8/1/2014 L) cleied Enors ney be comeciad s jpamal enry
SPLOST Interfund T 5/30/2004 R T ol Wihhiding Fund:
U U0 ; s ety s reconed 0 a ssgaals 0 v Ty el 15 0 barce B
Nutrition Interfund Trans 5/30/2014 YE Ciose 1] of DE02044, Revenue should equal expendiures and cash shosld equal Criasi Cabhoun A0-JuH4
i ] Tayatiss In 22 ihe find 1 balince
- - Hthia acvty I8 reconded @ ssparale fund, verify the i ia is belancs 2s
T (51 - Salaries & Travel 8/15/2014 - YECkte A of SR04 e, Crissi Caloun 1-8ug-4
T DE46 - Revenue and Expendi 9/30/2014 ] payaties fo oep e find i babince.
N : Wekie necessery entriss o gel fhe fand o baklance unabl & comec]
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https://portal.apsk12.org/sites/finance/Year End/Shared%20Documents/
Forms/Allltems.aspx
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Director of Title | - Kathleen Yarbrough

Coordinators Fiscal Team
Tracy Alladice Cyrus Tolbert,
Karen Beadles Manager
Viola Darrington
Dale Butler Adrienne Gomez
Lyndsay (Moses)
Evans Title | Compliance Analysts
David Butler
Sherry Davis
Adrienne Johnson
Betty Jones

LaDonna Jones
Janay Pulliam
Chadwick Robinson
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: ATLANTA
Title | A PUBLIC
SCHOOLS

Today we are going to review the Budget Report that you receive
monthly from your Title | Compliance Analyst. Although this Excel

report has four tabs with information we are going to focus this training
on the Journal and Dashboard tabs.
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School Title | Total
Information Budget

4 A T B | c E | E |
| SCHOOL PHONE |

~ [Schoel Code

= it —— ;

| supsrintendant Allocation

Teacher- T
_! 1400 Faraprofassional - 7
B Tutor {Ceriified) - 1T
| Tutor {Paraprofessional) - FT
| [PaB0- 2065 i Emoyse e nAR g
’_! J00 Independsant Contractors/Conzultanis - COM
Edl 4320 Tachnology Relatad Repair- TR
b
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Title | Total Title | Budget Balance

Budget without Parental
Allocétion
Involvement Funds

PHONE Total Allocation Remaining r 5 12,892

Eudgnt FaX | Parantal invodyamsnt Hn-mnlnlﬂgr 5 Wi
Allocation Source = GLIGS Sowrce = Jowmal o
F: Budg Encumbered hdjustec Available
5 231,985 par G ‘Actusal GL Commitment C i Funding
Parental
Involvement

Budget Balance
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Title | Total
Budget :
Allocation Paid Lawson Available
(SWP budget) Expenses Requisitions Funds
- . i s : - .
T PHONE | otal Allocation Remaining [s 12,892
Budget FAX | Parsrtal Invotvamant Remaining [ § 479
Allocation Souwrce = L35 Sowree = Jowprmal o
d Budg Encumbered Adjusted Available
5 231,985 . £ Ll GL Commitment C i Funding
General Ledger Purchase E Fugds di
Budget Allocation- Orders ncumbered in
Should Match the Journal but
Budget Allocation not in the

General Ledger
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Instruction (1000) Paid Lawson  Available
Expenses Requisitions Funds Per

Line

:SCMN Coda
i:::l":z:]r Budga‘t FAX | Parental involvamant Remalning [ § 429
| Superintandant Allocation Sowce = GLI98 Sowce = Journal o
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| 100 Taacher- T 5 3 & 3 & 3 3
[ 1400 Paraprofessional - 2 B 3 5 3 5 5 §
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E100 Materials, Supplies, Prining via Lawson - ML 5 5463 5 1946270 | § 2A4TEE0 | 3 3 4 BE5.38 5 3 12,324 81
G110 schnology Related Supplies 5
8120 Computer Software - C5 E 5322 W3 532200 [% 532200 ['5 5 5 §
[ 8150 Ewpendabie Equipment - EE % - 3 - 5 - 3 5 3 $
| 8180 Expendabie Equipmeni-Computers - EEC 5 3 5 3 3 5 3
| Books Other Than Text'Periodicals wia P-Card - B9 5 5
ot Books Other Than Text'Periodicals via Lawson - BL % $ $ $ 5 % $
B 5 $ 5 5 4665 5 5 12,325

TOTAL INSTRUCTION ALLOCATION /d?es zd.ias 7,785

General Ledger Budget
Allocation
Should Match Budget Per GL
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Improvement of Instruction (2210) Paid Available

Student Transportation (2700) Expenses FUT_?':ePer
I
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A Allocation " -
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:‘} 3000 Indepandent Contractors! Cansultants for PD - ICFD ] 3 - 3 - 3 3 3 5 = T
311 | 4320 Technology Related Repair - FTR % % % % % % 5
7 | 5800 Dut of Town Travel- OTT 5 5 5 $ $ $ 3
13 Materials, Supplies, Printing for Pro?. Dev. via P-Card- PMP 5 g
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40 |TOTAL IMPROVEMENT OF INSTRUCTION ALLOCATION H 200,438 $200,438.00 $142,356.05 $0.00 s0.00| § 5W844.32 | § 137.63
ql ll. 5 D RANSPORTATIO
3z | 5180 MARTA Breaze Card (Tulorial} - BC 5 i % - |3 . s 3 5 $
43 | 5950 After-school Tutarial Buses - FT 5 277 W3 277200 [ 5 2rreon [ 8 - s $ ]
44 | TOTAL STUDENT TRANSPORTATION ALLOCATION 5 2772 M s 2.772.00 | § 2.772.00 | 8 - |s 5 £

Funds Encumbered
in the Journal but
not in the General

Ledger

General Ledger Budget Allocation
Should Match Budget Per GL
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Parental Involvement (2100) Paid Purchase — Available
Expenses Orders Funds Per

Line
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General Ledger Budget Allocation
Should Match Budget Per GL
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Budget
Akcii - Comted

5T Budget — | I v mmag | 3 as
~ [Assistant
| Supsrintendant Allocation Sowes = GLIGE | Sowrce = Sournal
| Encumbered Adjusted Available
3 231,985 & GL Commitment . Iu' Funding
TOTAL ] 231,995 $ 231,984.79 | § 153,381.12 3 3 4 66538 [ S 57,944.32 | 5 12,881.76

Chack Sum s Ready

Summary of Title |
Budget
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The Budget Journal page records all transactions to the budget. The journal also
encumbers funds that are not able to be encumbered in the General Ledger.
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Changes to the budget are documented in red font.
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ATLANTA
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Resource Planning
How to Plan and Manage your Budgets
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What is it and who’s it for?

Budgeting is the process of using information to allocate finite resources to prioritize organiza
In school districts, budgeting requires using information about school staff, students, and facili
student learning needs and goals. Districts ideally should use comprehensive information syste
financial data and student performance measures, to develop data-driven budgets that help e
effective use of resources to support and align effective practice across programs and educatic
departments.
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Budget Overview

MAJOR FUND CATEGORIES

General Fund

Used as the District’s
primary operating fund.
It accounts for all
financial transactions of
the District, except
those required to be
accounted for in
another fund.

Special Revenue
Fund

Used to account for the
proceeds of specific
revenue sources, other
than capital projects or
debt service, that are
restricted or committed
to expenditures for
specific purposes.

Capital Projects

Used to account for all
resources used for
acquiring capital sites,
buildings, and
equipment as specified
by the related bond or
debt issue. Capital
project funds are
designated to account
for acquisition or
construction of capital
outlay assets that are
not acquired directly by
the general fund, special
revenue funds, or
enterprise funds.

Strong Students | Strong Schools | Strong Staff | Strong System

Proprietary Fund

Used to account for
activities that are
financed and operated
like private business
enterprises. Proprietary
funds distinguish
operating revenues and
expenses from non-
operating items.

Debt Services

Used to finance and
account for payment of
principal and interest on

all long-term general

obligation debts. Debt
service funds are used
to accumulate resources
over the outstanding life
of the bond issue in an
amount equal to the
maturity value.




FY2017 Budget Highlights _LAi I

Turnaround Strategy
1. Up from S5 million in FY16, to invest in a multi-year turnaround strategy that provides additional support $23,677,249
and interventions for schools at risk of state take-over
Charter System Operating Model
School Flex- Created in FY16, this initiative will allow resources for principals to really be able to move
their school in a new and unique direction, in alignment with our charter system status ($9 million)
2. Signature Programming- Up from $1 million in FY16, to support the ongoing implementation of signature $18,500,000
programming across all clusters and in support of the cluster model (S7 million)
Cluster Funds- Allow cluster-based planning, problem solving, and targeting efforts and resources to
cluster-specific challenges and strengths ($2.5 million)

Pay Parity
3. Includes $4 million to address pay parity for the continued implementation of compensation study; also  $15,200,000
includes a step increase, a 2% COLA for all teachers, and 1% COLA for all non-teaching employees
Safety & Security
Toward the safety, security, and well-being of students and staff— including the implementation of our
new, in-house safety/security model (the restructuring of this area represents a cost savings of $200,000
from FY2016)
Textbook/Resource Adoption
5. Improvement in student achievement in math, science, and literacy, including a comprehensive materials $5,431,530
of instruction strategy (inclusive of textbook adoption and online resources)
6. RCT Remediation . . . $4,015,711
Ongoing implementation of districts CRCT remediation and enrichment efforts
Early Childhood Education

Investment to move our Pre-K teachers to the same salary schedule as all other teachers

$10,600,000

$950,000
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ROLES & RESPONSIBILITES

(Planning, Autonomy, Flexibility)

/ . Development ‘ N\

Management
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Budget Development Process g PUBLIC

Prepare initial Senior Cabinet B e R ERIT Board . Conduct
parameters FY Budget Creation of RTaTITE

draft of discussion of T approves
and timeline Parameters budget : :
parameters & parameters T T parameters sessions with
T AT finalized by and Timeline T templates
I EINES and timeline . . and timeline all BCMs
Senior Cabinet to Board

l Budget Dept. Review Completed

Advertlsg Advertise makes Budget Draft budget budget budget
Public Hearing : Planning df I I
o v Comm_unlty necessary Retreat with prepared for templates & templates
Meetings changes to Senior Cabinet discussions returned from

adoption with BCM BCMs

onduct

Public Tentative Budget Dept. August through

Hearing and adoption of adoption of uploads file
Community budget FY budget into Lawson June

Meetings

This process follows the District’s fiscal cycle.
Proper planning enables effective resource acquisition and timely payment processing.
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Budget Development Timeline (1 of 3)

Atlanta Public Schools

Fiscal Year 2017 General Fund Budget Development Calendar
 ltem# Item Description Dates

1 BoarﬂfSuperintendent worEhop  Initial Academic and Operating Goals and Priorities for | August 27, 2015
‘Budget Parameters _

Senior Executive Leadership Team review of the Fiscal Year 2017 budget planning

| = ‘framework and timeline _ SEREmIEL 200 _
3 ‘Budget parameters identified and finalized by Senior Executive Leadership Team | September 1, 2015
4 Fiscal Year 2017 Budget Planning Parameters and Timeline presented and approved by September 8, 2015
‘the Board _ _
5 'Expanded Cabinet discusses budget framework, parameters and timeline | September 17, 2015
6 ‘Senior executive leadership team discussion of the budget | October 27, 2015
2 Board r?vie'.m.rsffc.iiscusses Fiscal Year 2017 budget assumptions, staffing formulas and November 2, 2015
strategic priorities | .
8 Departments receive Fiscal Year 2017 Budget templates | November 11, 2015 |
9 ‘Board Budget Commission Meeting to Discuss Multi-year Budgeting Strategy  November 12, 2015
10 Budget and Finance Advisory Committee, initial meeting (CFO only)  November 12, 2015
_ 11 'Expanded Cabinet discusses budget approach, options and provides feedback | November 19, 2015 |
i i3 Bc:-nart:i -apprwes Fiscal Year 2017 budget assumptions, staffing formulas and strategic December 14, 2015
|pricrities . .
13 ‘Budget and Finance Advisory Committee, second meeting | December 17, 2015 |
14 Departments submit completed budgets  January 14, 2016
: 15 ‘Governor's State of the State Address and Education Budget (OMB) | January 14, 2016
I 16 'Board Budget Commission Meeting to Discuss Multi-year Budgeting Strategy | January 21, 2016
|17 Budget and Finance Advisory Committee, third meeting ~ January 21, 2016
: 18 ‘Budget Office compiles budget | January 29, 2016
I 19 ‘Fiscal Year 2015 Mid-Year adjustment February 1, 2016
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Budget Development Timeline (2 of 3) A -~

20
21

22

23
24
25
26
i
28
29
30
31
32
33

34

35
36
3
38
39

‘Senior Executive Leadership Team budget retreat to complete preliminary budget
'Budget and Finance Advisory Committee, fourth meeting
Superintendent presents the Fiscal Year 2017 Budget Primer to the Board Budget

Commission meeting (at call of Committee chair)

‘Board Budget Commission meeting (at call of Committee chair)

FC Tax Commissioner and FC Chief Assessor Bnard Presentation

Superintendent preseﬁts the Fiscal Year 2017 Budget Primer to the Board
‘Conduct regional public meeting for Fiscal Year 2017 General Fund Budget

Conduct regional public meeting for Fiscal Year 2017 General Fund Budget

‘Board Budget Commission meeting (at call of Committee chair)

Conduct regional public meeting for Fiscal Year 2017 General Fund Budget
Conduct regional public meeting for Fiscal Year 2017 General Fund Budget

‘Board Budget Commission meeting (at call of Committee chair)
‘Budget and Finance Advisory Committee, fifth meeting

Public budget hearing for Fiscal Year 2017 General Fund Budget

Superintendent presents the Fiscal Year 2017 Budget to the Board (Tentative adoption)

.First read of the tax Millage rates for Fiscal Year 2017

Board Budget Commission meeting (at call of Committee chair)
Salary Hearing #1 (If necessary)

Tax assessor provides preliminary appraisal values to District

Salary Hearing #2 (If necessary)
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February 2, 2016

 February 18, 2016

February 18, 2016

February 29, 2016
February 29, 2016
March 7, 2016
March 10, 2016
March 17, 2016
March 17, 2016
March 24, 2016
March 31, 2016
April 15, 2016
April 19, 2016
April 20, 2016

April 20, 2016

April 20, 2016
April 28, 2016
May 5, 2016
May 6, 2016
May 12, 2016




Budget Development Timeline (3 of 3) A - -

40
41
42*
43*
A4*
45
46*
a7
48*

49*

50%
51

anard Budget Commission meeting (at call of Committee chair)
Superintendent presents the Fiscal Year 2017 Budget to the Board (Final Adoption)
Advertise the tax digest for the five year history Fiscal Years 2011-2016

Advertise and publish notice of tax rate and budget

Advertise the first and second public hearings for the tax Millage rates
Board Budget Commission meeting (at call of Committee chair)

Advertise the third public hearings for the tax Millage rates (If necessary)

Hold the first and second public hearing on the tax Millage rate

Hold the third public hearings for the tax Millage rates (If necessary)

Final adoption of the tax Millage rates for Fiscal Year 2017 (may require a called Board
meeting (public hearings) depending on the county's schedule and millage rollback)

Deadline for millage rates to be delivered to Fulton County Tax Commissioner

Tax assessor provides final appraisal values to the District

*Proposed dates for the millage rate adoption and all related public hearings.
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May 18, 2016
June 6, 2016
June 8, 2016
June 8, 2_{}.1_5
June 8, 2016
June 9, 2016
June 10, 2016
June 16, 2016
June 20, 2016

June 20, 2016

June 20, 2016
August 1, 2016




Budget A
School Allotments

SCHOOLS

General
Fund
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School and Cluster Flexibility Allocation ;Ai

Total Resources: $ 363.6 million:

These funds represent dollars designed to allow flexibility in the management of
school and cluster resources.

Allocation Strategy:

= General Fund Allocations ($344 million) — based on both an equal enroliment
driven allocation and an equitable distribution to account for specific needs of a
schools population. The general fund allocation is formula driven.

= School Flexibility ($9.1 million) - to allow clusters specific allocations to be
used for flexibility in meeting the specific needs of individual schools

o The $9.1 million was distributed in two phases. The original base amount of
$6.4 million was initially distributed to all schools with an additional $2.7
million in flex funds allocated at a later date.

o Funds are allocated to schools based on 50.0% straight line average and
50.0% Free and Reduced Lunch status

o The floor of $84,143 has been set to ensure every school has the option to
fund at the equivalent of one teacher
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School and Cluster Flexibility Allocation A

Allocation Strategy (continued):

= Cluster Flexibility Allocations ($2.5 million) - to allow clusters specific
allocations to be used for flexibility in meeting the specific needs of individual
clusters

o Allocations are based on even distribution

= Signature Flexibility Allocations ($7 million) - to allow clusters specific
allocations to be used for flexibility in meeting the specific needs of the signature
programming (International Baccalaureate, STEM, and College and Career
Prep) selected by each cluster.

o Allocations are based on the specific program selected the year of
implementation

= Transition Allocations ($1 million) — to ease the transition year for schools
impacted by closures and consolidations through the turnaround strategy.

o Impacted three schools
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FY17 School Budget Template

11 00LS

FY16 Actual Met Change

Fund ﬁl';le ::unc.!inl l:lbient_ APS ng t Position Title ﬁug;:lge II:':‘::EIE;E : Fllz;{qzuu::t' a5 gf&c\.. From FY16 EF;:E::ES - ﬂt:::tsrl:etnl Hotes [leq:‘i:::‘l?::nslei;'lclease or

Bt %l |l X Lxd xl X Fof = o Actual | 7 1x] it T
100 1011 1000 1100 1200 KINDG TEACHER 584,143 3.00 3.00 2.00 1.00 5 252,425 5 =
160 1021 1600 1100 1200 CORE TEACHER [1-3) 584,143 700 7.00 5.00 [1.00) S 589,001 5 £
100 1051 1000 1100 1200 CORE TEACHER [4-5) 584,143 4.00 4.00 4.00 = S 338,572 S =

EXTENDEE CORE 584,143 280 - 5 235,600 5 235,600
100 1051 1000 1180 1764 ART TEACHER [1-5) 584,143 - 0.50 050 s - [42,073) -
100 1051 1000 1180 1267 MUSIC TEACHER [1-5) 584,143 & 0.50 0.50 S = = 42,072} =
100 1051 1000 1180 1269 BAMD TEACHER (1-5) 584,143 - 0.50 0.50 5 - s 42,672} =
100 1051 1000 1180 1270 ORCHESTRA TEACHER {1-5) 584,143 - - £ 5 = 5 E
100 1051 1000 1180 137E PERFORMING ARTS TEACHER [1-5) 584,143 - = i 5 = 5 = =
100 1051 1000 1180 1235 WORLD LANGUAGE TEACHER [1-5) $84,143 & 0.50 0.50 5 o = [42,072) ks
100 1051 1000 1180 1266 FETEACHER [1-5) 584,143 = 1.00 1.00 5 - B8 [84,143) -
EIP 584,143 6.00 5 504,858 'S 504,858

100 1061 1600 1100 1084 EIP TEACHER [KINDG) 584,143 - - 1.00 {100} 5 S = :
100 1071 1000 1100 1084 EIF TEACHER [1-3) 554,143 - 2.00 3.00 [1o0) 5 - B [168,286) -
100 1091 1000 1100 1084 EIF TEACHER [4-5) 584,143 £ 3.00 - 300 5 T & [252,825) =
100 1351 1000 1100 1237 ESOL TEACHER 584,143 0.40 0.40 0.80 fo.40) 5 33,657 5 ) F
100 2111 1000 1100 1303 GIFTED TEACHER 584,143 100 1.00: 1.00 5 24,143 5 =
100 2041 1000 1180 1361 ADAPTIVE PHYSICAL EDUCATION TEACHER 584,143 - <) = 5 = 5 £
100 2041 1000 1100 1301 INTERRELATED TEACHER 584,143 1.50 1.50 1.50 = S 126,215 5 =
100 2041 10600 1100 1301 SPECIAL ED LEAD TEACHER 584,143 0.30 0,30 0:50 [@.20) & 35,243 ‘5 =
100 2041 1000 1100 1301 SPECIAL ED AUTISM TEACHER 584,143 1.00 1['] 1.00 5 54,143 5 -
100 2051 1000 1100 1301 SPECIAL ED O/HH TEACHER 584,143 - = 5 = 5 -
100 2041 1000 1100 1301 SPECIAL ED EBED TEACHER 584,143 - - - 5 - 5 3
160 2041 1000 1100 1301 SPECIAL ED PRIMARY TEACHER 584,143 - = £ k] = 5 E
180 2041 1000 1100 1301 SPECIAL ED'SID/PID TEACHER 584,143 - - i 5 = 5 =

As you populate the FY2017 Request column the changes are reflected in the Budget Adjustment column and will affect your Unallocated
Balance. Changes can be made throughout the budgeting process as long as the budget balance is “0” when the final draft is submitted.

The purpose of this template is to support the budget development process. School templates are reviewed by the Associate
Superintendents to assure that at a minimum, the Standards of Service are being met for all
schools prior to final sign-off
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FY17 Department Budget Template /A

2 FYa017
Line Descrigtion thé:;:‘: Fn;ft‘::m ;:Illf:: Budget Benefits Type lustification Recurrence | Cabinet Adj. | Budget Adj. ;T:gi':
| Request
Administrative Assistant te the Director and
1| ADMINISTRATIVE ASSISTANT sy s 3 ) 5 = Program Specialists in the Office of Career Recurring 5 =
Coordinator of STEM educaticn and supenvisor
2/COCRDINATOR i o 2 ) 5 = of CTAE programs for middle and high sthools,  [Recurring 5 =
Director of Career, Tech, and Agr. Education.
DIRECTCR et H - This is nat a new position. Recurring -
EDUCATION SPECIALIET 22101910 200 = Loordinators of Work-based Learning/Move Recurring =
Cent_Purch Prof & Tech Svc PuichazedPro and Tech Sewices 5 2
9| Impinst_Dues And Fees Other Objects Dues and fees for annuzl membership and Recurring 5 0000 |
10| Impinst_Travel Employees OtherPurchazed Sewices Travel expensa for mileage, lodging and daily  |Recurring 5 10000 |
11| Instr_Books Not Text & Period Supples Supplemental books, workbooks and Recurring 5 4000 |
12| Instr_Communication OtherPurchased Sewices Purchase of stamps, marketing matarials (2g.  [Recurring 5 4000 |
13| Instr_Computer Software 5 Supples Purchase of seftware: Adoke Craztive Cloud, Recurring 5 75000 |
14| Instr_Expend Computer Equip 5 Supples Purchase of computers (e.g. iMacs, desktops, Recurring 5 113000 |
15| Instr_Expendable Equipment 5 Supples Purchase of equipment for CTAE programs Recurring 5 30000 |
16| Instr_Purch Fref & Tech Svwc 5 PurchazedPro and Tech Seices Samvice and maintenance of (TAE programs for  [Recurring 5 10000 |
17|Instr_Rental-Land [ Buildings 5 Puichazed Properiy Sewices Rental of off-site facilities for (TAE programs Recurring 5 3000 |
18| Instr_Rep And Mice Senvizes 5 Puichazed Properiy Sewices Repair and maintenance of CTAE lab Recurring 5 7000 |
19| Instr_Suppliss 5 Supples Purthase of consumable supplies for Recurring 5 100000 |
20| Instr_Supplies Tech Related 5 Supples Purchase of computer related supplies (eg. Recurring 5 7500 |
M| Instr_Travel Employees 5 Other Purchased Sewices Travel expense for mileage, lodging, and daily  |Recurring 5 18000 |
Transportation cost of APS yellow school
22|StuTran_Other Purchased Servicas OtherPurchased Seices buses for CTAE related and expioration Recurring 5 55000 |
23| 5tuTran_5tu Tran Purch Oth Src OtherPurchased Sewices Transpor@ation cost of charter buses for CTAE Recurring 5 50000 |
24 5 =
15 5
Hi 5
bl 5
T 5
5 5
30) 5
31 5
32 5
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ATLANTA

Budget Reporting (BAR) A PUBLIC

SCHOOLS

Manage your budget by reviewing the Budget Accountability Report (BAR) monthly. This
provides a detailed review of your spending trends, budget activities, number of transfers:

= = & You are currently within budget.
EEEIT, - B @ Youare spending les than your monthly budgeled alotment.

BEECHER HILLS ELERAENTARY
= Middle -
BEWTEEN ELEMENTARY T Update Your Encumbrances

I D e

BOLTON ACADEMY Swdget Excepiions 11 ElLS

s - — R wem
On Pace Accoues 4 5%
BRANDON ELEMENTARY R - Dverpaced Arcevess 16 e

BROWN MIDDLE Canvee
BLECHE e Dol Sedgnied 73848
BURGESS PETERSON ACADEMT Grady Renainig A5,A31 i
CARVER FARLY COLLEGE N = Jtigrei b aicid
CASCADE ELEMENTARY N. Atlanta
CLEVELAND AVE. FLEMENTARY Man Tradonal
CONNALUY/VENETIAN MERGE s Arlanta
OOMTINENTAL COLONY ELEMENTARY Thvasrall ot Aucemsiy 1%
& ol Subait ot E
CORETTA SCOTT KING YWLA = Washingion iE Ueitrutigeted Arenets s
Foonl FROGAAM  Program hams derr-num ACCOUNT  SUB-ACCOUNT  Accouni Deseripsion Budgied Arnal Escumbrances [ Taial e Pace
a0 O Clasirmon o 10~ L2000 7 st tal O Eguip 14537 4278 10,381 15,855 11318y ovirpaced (387561
00 ity _Sugpl 35,261 40287 2083 42,250 BT ovirpaed 42972
05 D0 15050 B 0 D0 Mada Basks No o 4534 P=r 2,538 P
Ao Charcs O 15950 o3 00 hevutr_Suspplies 32,088 33,088 32,086 - ousmaces (2o1692)
un_0d chused Servioe: 1,000 a1 a73 B overpaied 253}
pa i1 00 16960 01 o0 200 et pi) 115K 1,334 7405 8,881 2342 On Pace [#40.75)
5237 5337 1263 700 11463) ovivpaced
; Ermplewpas 4,500 3331 3,381 1119 On Pace {18171
00 impinit_D d 9,620 9580 9,580 1 oveepaced 10.05)
wn_Crid . d fLes i) L) overpeced 0as
14,085 10,081 10,081 4505 On Pae [445.85)
5,000 5000 On Pace (434.55)
HH . 235 OnPase (19.58]
Lis4 358 955 15 On Pacs [17.83)
- 5Ly pOky M £ o TS5 TES5 On Pace (Ba.67)
24D 80 impinsi o 21067 11348 11348 10,519 On Pace (365400
0 imgiingt_b ; 2,261 2361 On Pace (20555
e G100 Othar_Suppliss 9 y - 9 OnPas 2]
; 5.0 o B0 beesiy_Supsl 47488 B8 00 29,088 1E3TT On Pae (BEBLEL
3,000 3000 O Pae (72731
8154 5,280 5,280 1575 On Pace T7S0.E00
5237 - 5337 O Pace [476.09)
8 insir_Boo ca LB AL L737 1805 13 overpaced {158.17)
Fa i 00 irnpinst £f . 15,528 15578 O Pacs (141168
2180 120 O Pae (198.121
00 pinst_D o 4873 4573 On Pace (443,00}
o 0 achies &8 54 EL 308 On Pace 2767
5300 St chasad Foo 27 41 &373 1420) ovemaces 13458
T8-6352.0 B ipplles 2,287 3,27 On Pace [298.82]
Y — 13,143 13,504 13,824 778} overpaced TR
50 3 30- 19970 o 30 100 Pupsry, il 7120 7,120 [T430) ovempaces 547.29
0 00 et ' 0 7 730} cvemaced £343
100 5 df ke - 3,300 3,300 [E300) ovormated 0002
& Schius_cit chusd ’ 300 300 B00) overmaces 737
SIS0 SehMur_Food Arsuddsions Lisd [0 15,910 6310 On Paoe [528.14}
352 SchMus e i 21131 31131 121534} sverpaces 192101
e ——— — — ————————————— 273085 104,508 2,030 . 227,018 LT oo Face e
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ATLANTA

Budget Reporting (BAR) A PUBLIC

SCHOOLS

Manage your budget by reviewing the Budget Accountability Report (BAR) monthly. This
provides a detailed review of your spending trends, budget activities, number of transfers:

Summary of Budget Accountability

You are currently within budget.

You are spending less than your monthly budgeted allotment.
Update Your Encumbrances

You have 11 accounts that require your attention. These accounts negatively affects 16.2% or $44,303 of yvour Total Budget.

55.66% of your accounts are an pace for the year.

44.44% of your accounts are overpaced and in danger of breaking your budget. Refer to your approved budget and compare it your expenditures. This may not

be a negative indicator. Spending may be weighted to a specific month(s).
It is May. Update Your Encumbrances

You are spending $11,678 less than your monthly budgeted allotment.

You have 6 accounts with expenditures and no budgeted funds.

Program Name Acct-num ACCOUNT Sub-Acct Account Desc m
Classroom Instruction 100120004131021 uip — ] (1,218)
Instr_Supplies (6,790)

School Flexibility 100169604131021 Instr_Expendable Equipment (1,463)
Signature Programming 100169704131210 StuTran_Other Purchased Services (1)
#N/SA 478699104131861 > SchiNut_Purchased Food (1,480)
478699204131861 SchiNut_Purchased Food (779)

500199704139990 PupSrv_Supplies (7,120)

600699004139990 SchiNut_Water Sewer & Cln Sv (720)

SchiNut_Rep And Mtce Services (3,300)

SchiNut_Other Purchased Services (300)

SchiNut_SN - USDA Lunch Usage (21,131)
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Budget Change Request (What is it?)

 What is a Budget Change Request?
 When do | submit a Budget Change Request?
 Who can approve a Budget Change Request?

 How do | submit a Budget Change Request?

Strong Students | Strong Schools | Strong Staff | Strong System
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Ir
ATLANTA

Budget Change Request /| PUBLIC

SCHOOLS

Step 2: Click “Dashboard” then
“‘Administrative Support” or
“Manager Self-Service BCM".
A new window will open.

Step 1: Log into LAWSON

E-A; Lawson Portal - Home | i |
You're on new 9.0.1 environment of :A Atlanta Public Schools
Production server. 2X| Making » Difference Home
Edit Layout:
ATLANTA “_ § APSEmployee Home Page
A ELIL
{ SCHOLE .
ki A Difterence LAWS@N
[ Requester Shopping Lists m S’ AP S
—_— shopping
ot Receiving
Password Approvals
Reqgs Awal
APS Links
Financial Information
i : . Our Business
Login Dashboard Home
Data Quality
Requester Reports Divisions
Charter Schools
- Copyvnfi & 2043 Lawson Software. Porial 9,0.1.10.288, Technoogy 90,112,795 Manager Self-Service BCM ALEZS
g seserved, wwwlzmsoncom My Reports rmation Techao
B
uyers‘ 5 7 Charfer Schocls
| Administrative Support
Crystal Reparts 4 Curricislum and Instruction
Administrative Support
' i Human Rescurces

Reqgs Awaiting Appr Admin
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Budget Change Request

A

Administrative Support o

FINANCIAL MANAGEMENT -
=]| o Bank of America Works - PCard
@' * Budget Boundary Reports
; Budget Worksheet
. | | Monthly Expenditures by Pgm
Step 3: Under Financial Management el sy 7

Click “Budget Worksheet”

o APS0, 1 - Invoice Search Vendor
o &P20, 4 - Invoice Search_PO

0 GL2SE - Commitment Analyss

o Sharepaint - Finance

8|

PERSONNEL MANAGEMENT ~ 8
Attendance Report
Attendance Report by Employee
Dept Employee Count
PROCUREMENT SERVICES ~ H
b Open PO Balances (Co 761)
ﬁ o Sharepoint - Procurement
LINKS L
?’-'TLI o APS - Home
D%, e
@ o GA Dept. of Education

o Student Information System

L
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Budget Change Request A Uyt

SCHOOLS

Steg 4: Complete the Form with the Parameters:

CONTENT VIEWER
1. Fiscal Year Enter a Valie:
(Currently P
2017)
E_udgethll.uﬁ:)er

This prompt has an Edit Mask: 09,

2. Budget Number
(Always 1)

Enter a Value:

i1

3. APS Program
(GL298) APS Program
This prompt has an Edit Mask: 0000.
4. State Program | [
(GL298)

'SiatB‘Prbgr_am
5. School Location | hispromathas an Edit Mask: 0000.
Code (GL298) [1041

Press Enter Location

This prompt has an Edit Mask: 9999,

ham

£l Ll
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ATLANTA
Budget Change Request A PUBLIC

SCHOOLS

Steg 5. LAWSON will process the request and when complete a new window will open

CONTENT VIEWER

Enter a Valua!
[2018

This prompt has an Edt Mask: 09,

Enter a Yalse:

[x

i

| APS Program

Thiz prampt has an Edit Mask: 0000,
n‘h

f1200
Pleaise wail while the document i being
processed.

State Progranm
Thiz prampt has an Edit Mask: 0000,

LN

| Locaton
This prompt has an Edit Mask: 9900,

[z410
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Budget Change Request | PUBLIC

SCHOOLS

EE-Pmmr 3 GroupTree | {1 1 Jete oy W [ FBloew o ]m
Main Report l
Step 6: Hold down the CTRL key [, .
. . 01 E
and select the icon in il
6/16/2016 Budget Change Order Warksheet - FY2016 - B
the top left hand corner i
. 4 Co. FY BUDG. LOC.  PROG. ACCT. UNT ACCT. 508 ACCT. NET BUDG
(circled above). When the o 1 W
0108 Locati
13 ”
Export” box opens, select |un 761 2016 0100 1200 100120001001021 1000 1100
. o112 781 2016 0100 1200 100120001001021 1000 1130
Microsoft Excel (97-2003) 013 L 761 1016 0100 1200 100120 =
H 04 761 2016 0108 1200 100120 -
Data Only (Contmue to hold 0118 761 2016 000 1200 100120 .
the CTRL key) and the 0118 761 2016 0100 1200 100120 sl Repors 91 l
119 761 2016 0100 1200 100120 .-
Excel spreadsheet opens. |2 761 2016 0100 1200 100120 Padlv By
0121 761 2016 1 0100 1200 100120 @ g 43
W7 761 2016 0100 1200 100120 :
0180 761 2016 0100 1200 100120 Wicraaeft Excel (7-2003)
0182 761 2016 0100 1200 100120 —|  Wicrosoff Excal (97-2003) Data-Only
0135 761 2016 0100 1200 100120 Wicrosoft Word (87.2008) 1
0188 761 2016 { 0100 1200 100120 2] 5
0191 761 2016 1 0100 1200 1001200010  Microsoft Word (37-2003)- Ecitable 71.69
152 761 2016 0100 1200 1001200010 Rich Text Format {RTF)
1, 761 2016 0100 1200 1001200010
0186 761 2016 0100 1200 1001200010  “oPoved Velues (€5V)
0199 761 2016 1 0100 1200 1001200010 XML 50,00
0203 761 2016 1 0100 1200 100120001001081 1000 1100 1,369,109.60
0204 761 201§ 0100 1200 100120001001081 1000 1108
0208 761 2016 0100 1200 100120001001081 1000 1130
0282 761 2016 0100 1200 100120001001081  1pg0 1131
0288 761 2016 1 0100 1200 100120001001081 1600 1180 548,789.26
029% 761 2016 0100 1200 100120001001081 1000 1400
0303 761 2016 i 0100 1200 100120001001081 1000 2100 287,128.3%
0304 i 761 2016 1 0100 1200 100120001001081 1000 2200 27.809.62
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Budget Change Request { PUBLIC

SCHOOLS

Step 7: Release the CTRL key and press “Open” to access the worksheet in Excel.

CONTENT VIEWER A 0B
3 |0 oare Bt ([ b 0 Glom [ e
Msin Report |

Ll

162016 Budget Change Order Worksheet - FY2016 - Budget 1

@ O ENC LG  PROG ACCT UNT ALCT 3UB ACET BT 906 ACTUAS QUM Hild BALANCE CHE

Location 1410

761 2016 1440 1200 100120014101041 e 1,083,416.8 409,352.98 574,063.83
751 1016 140 1200 100120014101041 486,111,87 316,798.5% 169,312.32
761 1016 1410 1200 100120014101041 0.00
761 1016 1410 1200 100120014101041 245,075.23 113 ,477.82 13159741
761 1016 1410 1200 100120014101041 12,638.09 10,089.30 12,548.29
761 2016 1410 1200 100120014101041 113,750.85 101, 656.04 112,094,851
761 1016 1410 1100 100120014101041 3,885.20 3,886.20
761 2016 1410 1200 100120014101041 3,234.50 1,131,682 2,100.88
761 2016 W10 1200 10012001410104 8.70 30,91 35.79
761 2016 E 4 . 24,3%5.00 4,295.00
741 2016 it 34,789.00 29,600.41 1,188,58 1.00
761 1016 0,00 0.00
761 2016 2,000.00 2,000.00
761 2016 Do you wark o apee o s i fls? 13, 685,71 §03,675.78 -439,990.07
761 1016 §3,786.32 -§3,786.9:
761 2016 It aleptiemn 19544 ,897.06 6,698,610
761 2016 Type: icosoftExce 7.2003 Worksheet 1,990.2 70,668.97 -68,718.78
761 1016 Fran: aps-lbiprodvm.apski2on 839,57 <B69.67
761 1016 32.29 -32.28

%1 1016 == . ¥
761 2016 [ o || swe |[ Cocd | o

Tetal - L [ me 1,648, 001,82 5,188,590 31,5382
@ Vi fies fromthe Inteme can be ussfl, some flas can potentaly

* ham your computer. T you do not st the source, do nof open or
savethefle Wit ?
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SCHOOLS

HS o -
SteE 8. Se|eCt “Enable Edltlngn tO HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS

begln then CI |Ck the top Ieft o PROTECTED VIEW Be careful—files from the Internet can contain viruses, Unless you need to edit, it's safer to stay in Protected View. [ Enable Editing
, I

corner block (above the”1” . | £ | co.
[13 ”
and left of the "A”) so the | & |8 (€ (D [ E [E (6 | & || |4 | K|L W N o e &%
whole worksheet is ; EEQ_ . 1FL . BUDG. LOC. PROG. ACCT_ACCT SUB_AINET BLACTUAICOMMIREM._ECHG
|Location
selected. Double-click any 3 7612016 11410 1200 1001200 1000 1100 s s s
. 4] 7612016 11410 1200 1001200 1000 1180 i i e
divider between two 5 7612016 4410 1200 1001200 1000 1400 0.00
; ; ; 6| 7612016 11410 1200 1001200 1000 2100 #eihis i R
columns. This will resize all 7| 7612016 11410 1200 1001200 1000 2200 #éeh disbies i
of the columns according to & 7612018 11410 1200 1001200 1000 2300 #ifedis sedes
. . 9| 7612016 11410 1200 1001200 1000 2600 e S
the size of the data in each 1y 71201 11410 1200 1001200 1000 2904 s dis
‘A 11| 7612016 11410 1200 100120C 1000 2905 B6.70 50.91 35.79
column and eliminate the 12| 7612016 11410 1200 1001200 1000 4420 s e
H#H#H that are in the data 13| 7612016 11410 1200 1001200 1000 G100 fsdeis sy g 0 00
. 14| 7612016 11410 1200 1001200 1000 6150 0.00 0.00
fields. 15 7612016 11410 1200 1001200 2700 5950 e -
16| 7612016 11410 1200 1001200 1000 1100 #eded sses
17| 7612016 1410 1200 1001200 1000 2100 it
18| 7612016 11410 1200 1001200 1000 2200 198.44 s
19| 7612016 11410 1200 1001200 1000 2300 #fied sibis i
20| 7612016 1410 1200 1001200 1000 2904 869.67 869,67
21| 7612016 4410 1200 100120 1000 2905 3229 3229
22| 7612016 14410 1200 100120( 2210 3000 0.00 0.00
23 7612016 1410 1200 100120( 2700 5950 0.00
24 Total - L1410
25 |Grand T ##ih
% 1
27|
28 |
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Budget Change Request

CEICE -
HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS
E d6 cut ARIAL o c|a == ®- | B WepTe [General - 7% | Morma Bad

5 B2 Copy - & d'_| i o -

aste o | 2R Ty = iR B =7 - [ = e - - «n oo “onditiona 1at [}

B s [ BE A i Iy~ A &= 3= [ Merge & Center $ - % WO Forma;ﬂq il i

Clipboard [ Font (57} Altgrmernt = Mumber () Sty
T8 - FA
A B c ) E F G H I J K L M N

1 |Co FY BUDG LOC PROG ACCT _UNIT ACCT SUB_ACCT NET_BUDG ACTUALS COMMITS REM _BALANCE CHG
2 |Location "410
3| 7512016 17410 1200 "00120014101041 1000 1100/ 1.083.416.81 409.352.98 674,063.83
4 7512016 171410 71200 "100120014101041 1000 1180 486,111.87 31679955 169,312.32
5 | 75172016 "410 "200 "00120014101041 1000 1400 0.00
6 7612016 17410 1200 H00120014101041 1000 2100 245,075 23 113477 82 131,597 41
7| 7612016 17410 "200 "00120014101041 1000 2200/ 22638.09 10.089.80 12,548.29
a | 7512016 11410 1200 700120014101041 1000 2300 223,750 85 104 65604 122,094 81
9 | 7512016 1410 1200 "100120014101041 1000 2600 3.885.20 3.886.20
10 751 2016 11410 200 "00120014101041 1000 2904 3,234 50 113362 2,100 B8
11 7612016 171410 "1200 "100120014101041 1000 2908 85.70 50.91 35.79
12 | 761 2016 17410 1200 "00120014101041 1000 4420 24,395.00 24,395 00
13| 7512016 171410 "1200 "100120014101041 1000 6100  34.789.00 2960041 &5 18859 0.00 1,000.00
14 7612016 1M410 1200 "00120014101041 1000 6160 000 000 1000
15| 75172016 171410 "1200 "100120014101041 2700 £950 2.000.00 200000 2000
16 7512016 17410 "1200 "00120014101081 1000 1100 13.685 71 50367578 -489.9590 07
17 | 7512016 1410 1200 "100120014101081 1000 2100 §3.786.92 -§3,786.92
18 | 7612016 17410 1200 "00120014101081 1000 2200 198 44 6897 06 6,658 62
19 | 7512016 171410 1200 "100120014101081 1000 2300 1.950.22 T0.668.37 68.718.75
20 | 76172016 M410 "200 "00120014101081 1000 2904 869 67 -BE9 67
21| 75172016 "1410 1200 "100120014101081 1000 2905 32.29 -32.29
22 | 7512016 17410 H200 "00120014109990 2210 3000 0.00 0.00
23| 7512016 1410 1200 "100120014109990 2700 5950 0.00
24 |Total - Location 1410 214521852 164809182 518859 491,938.21
25 |Grand Total: 214521862 1,648,091.82 5,188.59 491,938.21

28 |

Step 9: Use the “Change” Column (Column M” to indicate the amount you would like to move. Use
NEGATIVES where
you wish to DECREASE the budget and POSITIVES where you wish to INCREASE the budget.

When you have indicated all of the changes you would like to have made, click the Column Letter
“‘M” and review

the total at the bottom of the Excel Program, to ensure that the budget is still in balance. If it is not
$0 continue to make changes until it is. This is required to keep the budget in balance.

Step 10: Save and send completed Budget Change Request to your Budget Personnel in the Finance Dept.
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Account Structure _L/._\.l- PUBLIC

Most of the numbers which make up the accounting unit used by Atlanta Public Schools
(APS) are those which are required by the State in reporting expenditures. Understanding
these numbers will aid in preparing your budget, submitting requisitions/purchase orders and
charging expenditures to the proper account.

State
State State State Prog Account Sub-Account
Company | Fund Program Loc  Code (State Function)  (State Object)
761 100 1200 8010 9990 1000 6100

Accounting Unit

The above account number has 26 digits which is the maximum number for an account.

STRUCTURE DEFINITIONS

Company: State entity code assigned to APS (Company — 761)

Fund: The specific financing source;100 is General Fund, 300 is SPLOST, and 402 is Title |
Program: Assigned by the Budget Department to designate internal programs

Location: Provides the physical location of the expenditure

State Program Code: State component assigned to APS to denote specific program objectives
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Account (State) Functions Adruaii

L1

1000 — Instruction - Activities dealing directly with the interaction between teachers and students
2100 - Pupil Services — Activities designed to assess and improve the well-being of students and to
supplement the teaching process

2210 - Improvement of Instructional Services — Activities which are designed primarily for assisting
instructional staff in planning, developing, and evaluating the process of providing challenging learning
experiences for students

2220 - Educational Media Services — Operating educational media centers

2230 — Federal Grant Administration - Activities concerned with the demands of Federal Programs
grant management

2300 - General Administration - Activities performed by superintendent, administrative support
personnel and deputy having overall administrative responsibility

2400 - School Administration — Activities concerned with overall administrative responsibility for
school operations

2500 - Support Services Business — Business activities concerned with the fiscal operation of the
district

2600 - Maintenance and Operations — Activities concerned with keeping the physical plant open,
comfortable, and safe for use

2700 - Student Transportation Service — Activities include supervision of student transportation,
vehicle operation, servicing and maintenance, bus monitoring and traffic direction

2800 - Support Services Central — Central office activities other than general administration
and business services
2900 - All other support services not properly classified elsewhere in the 2000 series

* Source: Department of Education, State Chart of Accounts
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Sub-Accounts (State) Objects A PUBLIC

= 1XXX —Salaries
= 2XXX — Benefits
= 3XXX —Purchased Professional Services

o Services with specialization in skills or knowledge (i.e. consultants,
lawyers)

= 4XXX —Purchased Property Services
o Expenditures related to property
= 5XXX—Other Purchased Services
o Includes student transportation, travel and communication costs
= 6XXX —Supplies
= /XXX —Property

State

Prog Account Sub-Account
Company Fund Program Loc Code (State Function)  (State Obj)
761 100 1200 80109990 1000 6100
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Budget Reporting (GL298)

ATLANTA
PUBLIC
oGHOOLS

Manage your budget by running the Lawson GL Commitment Analysis Report (GL298
Report) monthly. This provides a detailed review of your budget activities:

Commitments

Expenditures

Expenditures
Resources that have been

processed and received in == \‘ _o.00

the Lawson system

Acct Uniltc 1001200552108

Expendlitures
001000 4300

Instr Rep And Mtce Services
001000 6100

Instr Supplies

001000 6150

Instr Expendable Eguipment

4,210.81

Acct Unit Totals

Acct Unit
Expenditures
001000 6100

Inatr supplies

Q.00

Acct Unit Totala

1001268565631 081 G

Accs Unit

Expendlitures

Encumbrances

55639990 GF-Sch Ad-KENNEDY -Mioc

GF-Clsrm Ins-KENNEDY-MS

100124855631 081 GF-Science-KENNEDY-MS

Fine Arts-KENNEDY-MS

GL Commitment Analysis Report
GL298 Date 10/22/13 Company 761 Atlanta Public Schools __HUSD
Time 10:10 GL Commitment Analysis Report - Commitment Analysis
Periods A= IR _—

Year 2014

Budgst 1 FY2014 AMENDED BUDGET

Encumbrances " Commitments Total

0.00 0.00 0.00

0.00 o.00 0.00

958.50 o.00 SE8.50

958.50 0.00 958.50
Budget 1 F¥Y2014 AMENDED BUDGET

Encumbrances Commitments Total

0.00 0.00 0.00

39.50 0.00 4,250.31

0.00 0.00 0.00

39.50 .00 4,250.31

Encumbrances Commitments Total
511.00 c.o0 £11.00
511.00 c.oo S11.00

1 F¥2014 AMENDED BUDGET
Total

Budge=t

Encumbrances Commltments

________________________________________________________________________________
X

Requisitions that have not
turned into purchase orders

Budget Budget Balance
zsz.00 29z2.00
200.00 200.00
4

e Budget

* Dollar amount approved to

| 5 spend

| 8
i SE51.85
| 1,450.00 1,450.00
e gy
| 7,148.16 2,B897.85

5,000.00

Accc Unit 100120055639990 GF-Clarm Ins-KENNEDY-Mlsc Budget 1 FY2014 AMENDED BUDGET
Account Expenditures Encumbrancesg Commitmenta Total
oozzio sooo T o.oo 7 o.o0 o.o0 oo 5,000,600  5,000.00
ImpInst_FPurch Prof & Tech svec
Acct unic Totals o.o0 7T o.o0 7T g.oo T 0.00
Budget 1 FY2014 AMENDED BUDGET

Budget Balance

s Budget Balance
Budget minus Total

Unpaid /partially paid

purchase orders

Total \
Expenditures
+Encumbrances
+Commitments
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How to Run Your Budget Report (GL298) |.A-

Online Training Available!

School-Based Budget Center Managers

Benefits:

Budget Tool Training

Run A GL298 Commitment Analysis Repo

« Reduces time away from your school or office

» Accessible from office, home or on the go

« Just in time training when you need it ,ﬁ

*The course is accessible in MyPLC via Google Chrome (Course #157339)
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ATLANTA
We want to hear from you..... A PUBLIC

DEBRIEF SESSION
1. What went well? (green index cards!)
2. What didn’t go well? (pink index cards!)

3. How can we improve? (yellow index cards!)
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Contact us with Questions

QUESTIONS@

Call ext. 2458
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Payroll

Stephanie
Armstrong
Payroll Analyst
404.802.2213

Londa Bowers
Payroll Associate
404.802.2217

Sheila Neal
Payroll Associate
404.802.2215

ATLANTA
A PUBLIC
SCHOOLS

Saundra Burgess
Executive Director
404.802.2212

Gladys Watkins
Assistant Director of Payroll

404.802.2219
Stacey Dodson

Payroll Analyst
404.802.2218

Monique Craft
Payroll Associate
404.802.2210
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27| PUBLIC
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Responsible for managing Atlanta Public School’s payroll system, to ensure timely payments
to employees, liability payments* and to provide payroll information efficiently and accurately

CLOCK IN — CLOCK OUT = GET PAID!

= All employees must be registered on the Kronos clock

=  Timekeeper must review and monitor timecards daily to manage incorrect punches or
policy abuse

= BCMs must review timecards prior to mandatory signoff to ensure accuracy and timely
paychecks

= Exception-based pay system

| g
E Payroll Cycle and Pay Date

= Pay Period Cycle (15t - 15" = Pay Date 30" or 31st)
o Unless it falls on the weekend or holiday then pay date will be on the Friday before.

= Pay Period Cycle (16! - 31st= Pay Date 15")
o Unless it falls on the weekend or holiday then pay date will be on the Friday before.

*An obligation that legally binds an individual or company to settle a debt.
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Payroll A PUBLIC

KRONOS - Time and Attendance System

Imperative to clock in and out daily

View schedule on clock

View punches on clock

View leave balances on clock

Notify Client Support immediately of any clock problems

Notify Payroll immediately of any system problems

Training is required for all BCMs/Principals/Supervisors and

Timekeepers

Payroll Calendar — emailed and posted on Employee Resource under Finance —
Payroll at hitps://my.apsk12.org/business
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ATLANTA
PayroII A PUBLIC

SCHOOLS

Lawson Employee Self-Service (ESS)

Employee Self Service can be accessed via the Lawson portal using your employee number
and password. You have the ability to review, print and make changes, if applicable for the
below items:

= Paystubs

= Leave Balance

= Direct Deposit — Adds/Changes/Deletions
= W4/G4 — Tax Withholding — Adds/Changes
= W2

Non-Annual Duty Employees
Last pay check for FY16 school year: August 15, 2016

Non-Annual Duty Employees

First pay check for FY17 school year: August 31, 2016
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A Payroll A

One-Time Payments/Stipends

= Approved forms must be received in the Payroll
Department by noon, two (2) days before the scheduled
close of the pay period

= Excel spreadsheet must be sent to the Payroll
Department via softcopy

= Employee should be paid no later than the next pay
period once it has been received and processed in Payroll

= Payments for Professional Development and any other
one-time service must be made upon the completion of
service and should never be held as incentives.
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ATLANTA
PUBLIC
oGHOOLS

One-Time Payment Form

IN-SERVICE WORKSHOP OR ONE TIME PAYMENT FORM

DIVISION: PROJECT NAME:
SCHOOL /PROGEAM: FUND ACCOTUNT:
{24 digit account numbear)
PROCESS LEVEL/USERLEVEL:
DATE:
HER BCM
{only) {enly)
doss not nesd
HE approval
MName Lawson = Begimning Ending Number Number Hourly Bzt Stipend Fate Total Total Total
Work Date Work Date | of Days Te of Hours Doays Hours Amount Due
Be Workad Per Day Worked Workad
AUTHORIZATIONS:
Initiatad b HR: as o the howrly rate
Print Mame Title
rp——— Tate Print Namea Titls of HR raprasantative
Aunthorizad by Signaturs Dats
Print Nama Budgat Cantar Managar (BCM) BOME: a5 g0 the utilization af famdinga -
Signaturs Drate
Print Namsa Titls of Budgst Canter hanassr
Approved:
Print Mame Exscutive Dirsctor/Division Head
Sisnaturs Diate
o~ Signature Diats BUDGET: as to the funding confirmation(for payments to emplavess only
For Employees: Thiz form, scope of services and the accomparying Payroll spreads heet must be fully
completed and atiached in order to be processed Print Name Title of Budg=t Dept. representative
Sisnaturs Diate
Form =570
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ATLANTA

Electronic Upload Spreadsheet Y/ PUBLIC
SCHOOLS

FY17 STIPEND/ONE-TIME PAYMENT FORM

ArealDiv:

School/Depi:

School Code: Project:
Inizative Owner:

Stipend # | Academy Leaders |

500 FC FAYCODE DATE Lawson # Name(Last) |[Name(First) Amount CO Acct. Unit Account| Sub Acct. PG
10 A ONE 761 5

TOTAL %
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ATLANTA
A PUBLIC
SCHOOLS

QUESTIONS

For questions regarding Payroll, please contact
Gladys Watkins, Assistant Director of Payroll at (404) 802-2219
Saundra Burgess, Executive Director of Disbursements at (404) 802-2212
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. . ) ATLANTA
Benefits & Risk Management * PUBLIC

SCHOOLS

Saundra Burgess
Executive Director
404.802.2212
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Benefits & Risk Management . ¥ ety

TX| soro

Responsible for providing, maintaining, consulting, and administering benefits to Atlanta
Public School’'s employees. We provide clear well-defined information to employees* to
manage their health and wellness. The Risk Management (RM) unit maintains a balance in
keeping our employees, students, and the district whole.

Benefits Offered
= Group Health Insurance =  Group Cancer Insurance
= Group Dental Insurance = Group Short-term Disability Insurance
= Group Vision Insurance = Group Long-term Care Insurance
= Group Long-term Disability Insurance = Dependent Day Care
= Group Life Insurance = Medical Spending

* Employees” or “worker” shall include every person, including minors, working full-time or part-time under a contract of hire, written or implied.
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Benefits & Risk Management A PUBLIC

Pension

Atlanta Public Schools does not participate in Social Security. Participation in a pension plan
is mandatory, which includes:

» Teacher Retirement System (TRS)
» General Employee Pension Plan (GEPP)
» Employee Retirement System of Georgia (ERS)

Annuities
Atlanta Public Schools offers a 403(b) tax sheltered annuity option and a 457 deferred
compensation plan whereby earnings may be excluded from your taxable income up to limits

as set forth by the Internal Revenue Service. These are voluntary plans and there are no
employer contributions.

* Employees” or “worker” shall include every person, including minors, working full-time or part-time under a contract of hire, written or implied.
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Benefits & Risk Management 'A“ PUBLIC

Changes/Updates to Benefits

Requests for any change/update to a benefit due to a qualifying event must be submitted
through the Employee Benefits Department. Qualifying events are defined as follows:

»Spouse’s New / Loss of Job =Marriage
=Birth =Divorce
= Adoption »Death of Dependent

=Dependent’s 26" birthday
To declare a qualifying event...

=Log onto https://e-aps.apsk12.org/lawson/portal/index.htm
=Click Employee Self-Service
=Click Life Events

Employee Self Service Portal

Documentation on all benefits offered with Atlanta Public Schools can be found in the Lawson
Employee Self Service.

»log onto https://e-aps.apsk12.org/lawson/portal/index.htm
»Click Employee Self-Service

=Click Benefits

=Click Benefit Plan Descriptions
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Benefits & Risk Management A L,

Overview of Worker’s Compensation (WC)

Claim Reporting (within 48 hours of the injury)

Claims should be reported to the Workers’ Compensation and Unemployment team on the
day of the injury. A “First Report of Injury” must be completed by the Supervisor or Employee.
Some sections should be left blank for the WC team to complete. We are always available to
help, just call Ext. 2301 or 2335 for all injuries.

Refer the employee to the panel of physicians to choose a physician

Employees have the right to make the first choice from the panel. If not satisfied with the first
physician choice, refer them to RM so they can elect to use their free “one-time change”.

Caduceus Occupational Medicine and U.S. Healthworks (formerly Choice Care) are available
for walk-in visits. There are also six (6) specialty groups available for treatment beyond an
occupational medicine clinic.

Provide a copy to the employee

Once the “First Report of Injury” is completed and forwarded to RM via fax or mail, provide a
copy to the employee. If sent via email, please be sure to copy the injured worker. Once
received, WC will prepare and mail a Claims Packet®.

* Claims Packet which contains the panel of physicians, bill of rights, WC-1, WC-207(Authorization and consent to release medical information), mileage form

(currently $.40/mi.), and Election of Salary or Workers’ Compensation Benefits form.
(https://portal.apsk12.org/sites/hr/\Workers%20Compensation%20%20Unemployment/ClaimsPacket.pdf)

Strong Students | Strong Schools | Strong Staff | Strong System



https://portal.apsk12.org/sites/hr/Workers%20Compensation%20%20Unemployment/ClaimsPacket.pdf

Benefits & Risk Management A

Overview of Worker’s Compensation (WC)

Election of Salary or Workers’ Compensation Benefits Form

» Timekeeper’s should use Code 19 for Workers’ Compensation to record total disability
and time away from work for scheduled medical appointments by the Authorized Treating
Physician (ATP). If the ATP is unknown, call the WC team for assistance. Employees
should make every effort to schedule appointments around their work day.

= Drug testing-3 hours for alcohol/8 hours drugs post-accident.

= Employees released to return to work with restrictions may be assigned to other positions
during the period of recuperation by the employee’s supervisor or the Human Resources
Division if no appropriate positions are available within their department.

= During an employee’s recuperation, keep the employee informed of regular school or
department activities so that they can return to work with the knowledge of daily activities
and events. Continuous interaction with our injured workers who remain a part of the
integral core of our role in serving students is encouraged.

» Employees released to regular or full duty work, are expected to return to their former
position. In the event employees are released with permanent medical restrictions, WC
will review for job placement in accordance with state and federal laws.
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QUESTIONS

For questions regarding Benefits, please contact
Jeff Thomas, Director of Benefits and Risk Management at (404) 802-2323
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ATLANTA
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Resource Acquisition

How to Acquire Resources (goods and services)
within the Allotted Budget
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Procurement

Randall Sellers
Director
404.802.1568

Joyce Carter — Senior Procurement Officer
South Region, Charters
404.802.2593

Marki Dixon — Senior Procurement Officer
East Region
404.802.1564

LaShon Hunt — Senior Contract Specialist
South Region, Charters
404.802.2531

ATLANTA
A PUBLIC
SCHOOLS
Crystal Moore

Administrative Assistant II/Surplus
404.802.2532

Teresa Adams — Procurement Officer
West Region
404.802.2466

Cheryl Bullock — Procurement Officer
North Region
404.802.2484

Jenel Mcmillian — Procurement Officer
South Region
404.802.2519
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ATLANTA
Procurement A PUBLIC
SCHOOLS

HOW TO PROCURE GOODS AND SERVICES

£ Pl B2 DJEA Purchasing Authority Board Policy

Vendor Management The Atlanta Public Schools (APS) must buy supplies,
services, and construction from the business community to
operate. The Atlanta Board of Education shall appropriate
funds that will be used, pursuant to administrative regulations

set forth by the Superintendent, to procure the required goods
Board Action ltems and SerViCGS.

Competitive Procedures

T R » Governs the District’s procurement of good and services
= Qutlines the competitive procedures
» Provides exceptions to the competitive process

Contracts

Lawson
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ATLANTA
Procurement % PUBLIC
SCHOOLS

Vendor Management

Board Policy DJEA

In order to conduct business with APS a vendor must first
register by submitting a completed application to
Procurement Services. The application is available on the
APS Procurement website.

Vendor Management

Competitive Procedures

Vendors are recognized by APS in the following categories:

» A registered vendor is one who has submitted a
Board Action Items vendor application to Procurement Services and
been assigned a vendor number. Once the vendor
has received a Lawson ID, they will be notified
that they are an APS registered vendor.

Unauthorized Purchase

» An awarded vendor is one who has been

Contracts determined to be the lowest, responsive,
responsible bidder or offers the best value to the
District as the result of a formal solicitation (over
Lawson $25k) or informal quote (under $25k). An awarded
vendor must also be a registered vendor.
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Competitive Procedures
With the exception of a few categories®, all purchases and contracts for goods and services
shall be made through the APS competitive process.

Board Policy DJEA

$2,001 -
Under $2,000 !
Vendor Management » $24,999.99
02: (ji)rgju"? *t € Four (4) Quotes
q Required**
Competitive Procedures
_ ( J
Board Action Items |

Under $2,000.00
= Purchase may be made without getting competitive quotes

Unauthorized Purchase

Between $2,001.00 and $24,999.99

= Requires at least four (4) written quotes

» Quotes may be obtained via fax, e-mail, catalog or website

= “No Quotes” may not be used as one of the four (4) required quotes

= Maintain copies of the quotes as they will be requested to support
purchases

Contracts

Lawson
* See Section 4 of the Procurement Purchasing Policy (http://www.atlanta.k12.ga.us/page/250)

** Unless there is an existing or current APS contract
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Procurement

ATLANTA
PUBLIC
SCHOOLS

Competitive Procedures
With the exception of a few categories®, all purchases and contracts for goods and services
shall be made through the APS competitive process.

Board Policy DJEA

Vendor Management

Competitive Procedures

Board Action Iltems

Unauthorized Purchase

Contracts

Lawson

$25,000 and
Over

STOP

Requires a
formal
solicitation
conducted by
Procurement

Services**

\ J
|

OVER 25k - Six (6) stages are required to complete a formal solicitation process

= Discovery (meetings) 3 - 5days
= Development (specifications, scope of work) 7-14 days
= Release (“on the street”, pre-bid, Q&A) 14-28 days
= Evaluation (administrative review, vendor presentation) 5-10 days
= Recommendation for Award (board approval not required) 7-10 days
= Recommendation for Award (board approval required) 30-60 days
= Contract Administration 30-60 days

The number of days are estimates only and may vary by solicitation.

* See Section 4 of the Procurement Purchasing Policy (http://www.atlanta.k12.ga.us/page/250)
** Unless there is an existing or current APS contract
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Procurement

Board Policy DJEA Exceptions to Competitive Procedures

Vendor Management

Competitive Procedures

Board Action ltems

Unauthorized Purchase

Contracts

Lawson

ATLANTA
PUBLIC
oGHOOLS

Emergency - Threatens the health, welfare or safety of

students/staff; Superintendent must declare

Piggyback Agreement - State of Georgia, National Joint

Powers Alliance (NJPA), US Communities

Excludable - MARTA passes, Memberships
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ATLANTA
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Board Policy DJEA

Vendor Management

Competitive Procedures

Board Action Iltems

Unauthorized Purchase

Contracts

Lawson

Board Approval Required

= Consultant contracts with a total annual value of $50,000
or greater

= Contracts with a total annual value of $100,000 or
greater

= Capital projects contracts with a total annual value of
$200,000 or greater

Board meetings are scheduled the first Monday of every
month, therefore it is imperative that you work with the
Procurement Department in advance (typically 3 months) to
ensure timely acquisition of your resources (goods/services).

Working together to provide the necessary lead time to meet
your acquisition needs is key to meeting your deadlines and
supporting the children in the District.
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Procurement

Unauthorized Purchase

An unauthorized purchase is one that is made by an
individual or individuals who lack the authority to do so, or
made without following established District purchasing
policies and procedures, resulting in a financial District

commitment.

AILANITA

- - -
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Disciplinary actions may be taken against the individual
or individuals involved in the unauthorized purchase.

Ratification

An unauthorized purchase may be ratified by completing and
submitting an Unauthorized Purchase Ratification Request
form to the Director of Procurement Services, which also

must be signed by the Superintendent.
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Contract Administration

Board Policy DJEA

There are three processes within Contract Administration:

= Contract negotiations, drafting and execution
= APS template contracts, vendors contracts, piggyback.
= Contract compliance and vendor performance management
= Monitors whether a vendor is providing the goods or
services in accordance with the contract. Enforcement
mechanisms include performance improvement plans or
possible contract termination.
= Contract renewals, terminations and close- outs
= Contracts can be terminated early. Contracts may expire
naturally which means vendors are no longer allowed to
provide goods or services they originally contracted to
provide.

Vendor Management

Competitive Procedures

Board Action ltems

Unauthorized Purchase

Contracts Do not sign any contract yourself. Only the Superintendent or
his/her designee may sign contracts.

No work can begin until a fully-executed contract is in place and/or a

Lawson .
purchase order has been issued to the vendor.
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Purchase Orders A PUBLIC

From a Request to an Actual Purchase

» Requisition

A formal request in our Lawson system for the purchase of
goods and services. At the school level, this is typically the
school principal or school secretary. At central office, this is
typically the administrative assistant for the department.
Note: Requisitions in the amount of $100,000 and above
must include the Board Docs approval number.

> Purchase Order

A legally binding document that authorizes a purchase
transaction. The buyer (APS Procurement Officer) will
ensure that an executed contract is in place, or that our
purchasing policy has been followed, before issuing a
Purchase Order.
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Board Policy DJEA

Vendor Management

Competitive Procedures

Board Action ltems

Unauthorized Purchase

Contracts

Lawson

Lawson Reports & Notifications
Aged Requisitions (Day 4, Day 7 and Day 10) Messages

>< Day 4 — Recipients (Approver)

The following requisition(s) have been waiting for approval for 4 days. This order
cannot be processed until all approval levels are obtained. Please log into your
in basket to approve, reject or un-release this requisition. Next reminder will be
generated in 3 days and will be routed to your supervisor.

>< Day 7 — Recipients (Approver’s Supervisor, Approver, Requester)

The following requisition(s) have been waiting for approval for 7 days. This order
cannot be processed until all approval levels are obtained. Please log into your
in basket to approve, reject or un-release this requisition. This order will be
cancelled by the system 10 days after the requisition date.

>< Day 10 — Recipients (Approver’s Supervisor, Approver, Requester)

The following requisition(s) have been awaiting approval for 10 days. If not
approved today, they will be cancelled by the system at the end of the
business day.
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Board Policy DJEA

Vendor Management "

Competitive Procedures

Board Action ltems

Unauthorized Purchase

Contracts

Lawson

Lawson Reports & Notifications

Lawson Smart Notification — Invoiced Not Received
Lawson Smart Notification — Daily PO’s by Requester
Lawson Requester Reports — see Lawson dashboard

PO'’s over 30 days with no activity — Procurement Only
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Smart Notification — Aged Requisition | PUBLIC

From: ellotification@atlanta.k12.ga.us Sent: Fri 5/2/201¢
To: (dom, David
(o
Subjec:  Updated: Aged Reqs-No Action taken-Final Nofice-Proc-ALL
I IR : I I B TR B O A e s s e e e e e o

E Smart Notification: Aged Reqs-No Action taken-Final Notice-Proc-ALL

About this notification: The requisition(s) below have been sent to approvers for final notice. The requisitions have been awaiting approval for at least 10 days. If the approver does not take action by COB
today, the requisitions will be automatically rejected by the system.

New Keys in Data from Aged Reqs-No Action Taken-Final Notice-Procurement

Requisition ‘ Requester ‘ Requester Name ‘ Requested Delivery Date ‘ Requesting Location ‘ Requesting Location Name ‘ Requisition Total ‘ Approvers User ID ‘ Approvers Name ‘ Approvers Email ‘ Opﬁons‘
186508 swesthr  Salitha Westbrook  04/21/2014 41609 Perkerson Elementary School 340,00 jpulliam Janay Pulliam jpulliam@atlanta k12.ga.us Details
186675 twilliam Tomeka Williams ~ 05/02/2014 B8 Washington HS Banking, Finance 19,8000 clrobins Chadwick Robinson drobinson@atlanta.k12.0a.us Details
186982 dmartin Deborah Martin 04/22/2014 41448 Hutchinson Elementary School 520.13 mkimmons Marchetta & Kimmons — makimmons@atlanta.ki2.qa.us Details
185982 dmartin ~ Deborah Martin ~ 04/22/2014 41443 Hutchinson Elementary School 520.13 pulliam Janay Pulliam jpulliam@atianta.k12.g3.u5 Details
187002 amgamer  Angel Morgan 04/25/2014 42777 Thomasville Elementary School ~ 496.89 pulliam Janay Pulliam jpulliam@atianta.k12.g3.u5 Details
187006 dmartin ~ Deborah Martin ~ 04/22/2014 41443 Hutchinson Elementary School 2457.54 pulliam Janay Pulliam jpulliam@atianta.k12.g3.u5 Details
187006 dmartin Deborah Martin 04/22/2014 41448 Hutchinson Elementary School 2457.54 mkimmons Marchetta A Kimmons — makimmons@atianta.k12.qa.us Details
18704 amgamer  Angel Morgan 04/25/2014 42777 Thomasville Elementary School 303,74 pulliam Janay Pulliam jpulliam@atianta.k12.g3.u5 Details

Condition Applied - Datz from Aged Reqs-No Action Taken-Final Notice-Procurement- No columns were compared - new keys since last update
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Invoiced Not Received

E Smart Notification: Invoiced, Not Received_ALL

About this notification: An invoice has been received for the Purchase Order(s) listed below; however, you have not received the item(s) in the Lawson system. Please complete the receiving process by
logging into Lawson: Click Requisition Center -> Receiving or click the Lawson Receiving link below under "Related Links and Options". If you have any questions or concerns, please contact your assigned

Procurement Officer.

Invoiced, Not Received

VENDOR | PO Number ‘ DATE ‘ NAME | REQUESTER | REQUESTING LOCATION NUMBER | REQUESTING LOCATION NAME ‘ EMAIL ADDRESS |
10851 163149 01/09/2014 Tomeka Williams twilliam 41742 F L Stanton Elementary School tdwilliams@atlanta.k12.ga.us
10851 168047 09/04/2014 Talisha White twhite 41623 Peyton Forest Elementary twhite@atlanta.k12.ga.us

10851 168810 10/08/2014 Leticia Flannagan Iflannag 16065 Information Technology Iflannagan@atianta.k12.ga.us
10986 167676 08/20/2014 Latonya Bray Ibray 41539 Miles Elementary School cestes@atlanta.k12.ga.us

19812 167693 08/22/2014 Crystal Nasir cnasir 31071 Kipp Strive cnasir@kippstrive.org

27730 168662 09/29/2014 Terrance Wooten twooten 15100 Technology/Career Education Hwooten@atlanta.k12.ga.us
36169 169065 10/28/2014 Leticia Flannagan Iflannag 16065 Information Technology Iflannagan@atianta.k12.ga.us
38503 168365 09/16/2014 Christel Martin cmartin 42441 Humphries Elementary School cdmartin@atlanta.k12.ga.us
39828 165206 04/30/2014 Jimmye Hawkins jhawkins 43693 Scott Elementary School hawkins@atlanta.k12.ga.us
40571 169025 10/23/2014 Tracy Brinson thrinson 17010 Superintendent: ttrammell@atiantapublicschools.us
41123 168947 10/17/2014 Leticia Flannagan Iflannag 16065 Information Technology Iflannagan@atianta.k12.ga.us

Daily Purchase Orders by Requester

LAWS@N Smart Notification: daily_pos_requesters

About this notification: Below is  list of POs created based on a requistion(s) you submitted. Please log into Lawson'\Dashboard\Requeste Repart to print a copy of your PO. If you have questions about
your order, please contact your buyer, If you are unable to access the Requester Reports Dashboard, please open an IT incident.

Data from daily_pes_requesters

PO No ‘Ileql'ln POTotal  Vendor | Vendor Name Vendor eMail Address Requesting Loc No ‘Reqmﬁngmmﬁon Deliverto | Requested Delivery Date | Buyer  email ‘ Oplions‘
169293 193150  S14.720.00 44592 Citrin Systems, Inc  Ask-Cash-fpps@ctrincom 15080 CI0 Information Services  Tye Hayes  11/04/2014 20 stephensk@atants.k12.q3.u5 Details
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Procurement Notifications

Requester Reports by Purchase Order or Requisition Number

lAl Atlanta Public Schools Welcome David Odom, PRODS0
ITX]

Making a Difference Home ' Search... m

T

| Inbasket ProcessHow Integrator

AP L To access the employee handbook, forms center, training center, and other supportive information please visit the

employee resource center on myAPS
Financial Information

e myAPS

Dashboard

ReqUesTer Reparts

Charter 5choals
Manager Self-Service BCM
M Renorts

Purchasing Bookmarks

myAPS Emplovee Resource Center

If you have any questions or feedback on myAPS please email: myaps@atlanta.k12.ga.us

Go to “myAPS” and select Requestor Reports on the menu bar
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Lawson — Requester Reports A

Purchase Order

View and/or print a purchase order by purchase order number.

Purchase Order by Requisition Number

View and/or print a purchase order by requisition number.

Purchasing History after a specific date to present

View a report of purchase orders issued after a specified date by requester ID, PO date range
and vendor (optional).

Purchasing History Historical

View a report of purchase orders issued before a specified date by requester ID, PO date
range and vendor (optional).

Purchasing History Export

View a report of purchase orders issued by requester ID, PO date range and vendor (optional).
Open PO Balances (Co 761)

View a report by requesting location of remaining purchase order balances.

PO Clean Up — Closing Purchase Orders

Create report by requesting location and optional date range, PO number, accounting unit or
vendor of open PO lines.

Information from this report may be sent to your assigned Procurement Officer when
requesting that a PO be closed.

Requisition Approval Path

View requisition approval path by approver and date.
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Board Policy DJEA

Managing Open Purchase Orders

= You may be notified of any purchase orders that have gone 30 days (starting

Vendor Management with the PO issue date) and has no activity (received, invoiced, etc.).

= The purpose of this notification is to help ensure that goods/services are
received in a timely manner.

Competitive Procedures = (Goods must be received in Lawson. Services are not received in Lawson.

» Vendor must submit an invoice to the Accounts Payable department to be
paid in a timely manner.

= When a PO is closed and has a remaining balance, the remaining funds will
go back in the budget (refer to the open PO balance report).

= When a PO is cancelled, the funds will go back in the budget.

Board Action ltems

Unauthorized Purchase

Helpful Tips

Contracts

= District-wide contracts are available on www.atlanta.k12.ga.us,
o Quick Links > Procurement > Contracted Vendors
= |T hardware/software requires IT approval

Lawson

Note: Ongoing training — My PLC
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Manager Self-Service ©

FINANCIAL MANAGEMENT ~ [| CONTENT VIEWER A
R,,t_';\ o Bank of America Works - PCard Enter prompt values. I
. Budget Boundary Reports
g\ Budgat Worksheet
BURST TEST
Marthly Expenditures by Pgm Enter Process Level: Process Level
Marthy Expenditures by Sch
& AP90.1 - Tnvoice Search Vendor Avalable Vilues: Selected Vakies:
o AP90.4 - Invoice Search_PO 06001 - School Services, Admin BHg ﬂ
o (G298 - Commitment Analysis (6755 - Howard Buicing
o Sharepaint - FArance 10991 - The Bridge School B

10992 - Hilsde Conant School

12070 - External Programs
PERSONNEL MANAGEMENT A 0B 15009 - Ofc of Math/Scence Intative v

Hourly EE Analysis by Detal .
[% Employee Count by Process Level E 1 1 j E| [I/ @

Attendance Report by Employee l Remove " Remove Al ‘
Tenure Report by Process Level
Hourly EE Analysis by Location
Dept Empioyee Count
o Direct Report(s)
* Human Resources Forms
Certification Details
Attendance Report by Process
Level
0 PA402 - Employee Postion Listng
o Career Connections

PROCUREMENT SERVICES e

Open PO Balances (Co 761)
0Old Purchase Order(s) Report
o Sharepaint - Procurement
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Open PO Balance Report
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Making A Difference
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Open Purchase Order

Balance Report

Requester's PO PO Total PO Invoice Invoice Invoice Amount Euuning Remaining
Name Creation Aging Amount Number Date Invoice PO Balance
Date Days Total

Process Level- 15011 - Deputy Supt for Instruction

POE142736 Nicale Bazden 129710 1244 §225.00 Vendor # 30325 Fire Sign Inc

PO#142839 Tawanna Roberts 1216710 1237 $38,925.00 Vendor# 31890 America’s Foundation for Chess
336 716110 $1.030.00 $1.030.00 37.875.00
506 TiE10 $1.625.00 $2.673.00 36,250.00
605 92010 £1.300.00 $3.975.00 34.950.00
627 11717710 £30.00 $4.025.00 34.500.00
507 TIE10 £1.575.00 $5.600.00 33,325.00
562 72910 $1,925.00 $7.525.00 31,400.00
549 Ti610 £1.050.00 $8,575.00 30,350.00
480 Ti610 $4.200.00 $12,775.00 26,150.00
T44 Tl £450.00 $13.22500 25,700.00
542 7610 £1.575.00 $14,200.00 24,125.00
537 7610 £1.950.00 $16,750.00 22.175.00
535 TE10 £2.600.00 $19.350.00 19.575.00
482 TE10 £1.950.00 $21.300.00 17.625.00
481 TE10 $1.575.00 $22.875.00 16,050.00
532 7610 £2.175.00 $25.050.00 13.875.00
478 Ti6/10 £3.000.00 $28.050.00 10,875.00
2009-353 9/2/10 $650.00 $28 700.00 10,225.00
472 TE10 $1,750.00 $30.450.00 847500
503 TE10 $1.050.00 $31.500.00 TA5.00
559 TE10 $1.400.00 $32.900.00 6.025.00
543 Ti610 $2.950.00 $35.850.00 3.075.00
749 711711 $32 5.00 $36,675.Qﬂ 2.250.00

POZ143196 Nicole Basden 11911 1203 $450.09 Vendor# 36969 NACAC National Assn for

PO#143197 Nicole Basden 11911 1203 $27.00 Vendor# 36969 NACAC-National Assn for
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For small dollar purchases under $2,000 use your P-Card
o (52,999 for Title | Purchases)

. District Contracts

o  Gotowww.atlanta.k12.ga.us

O Quick Links, Procurement, Contracted Vendors

. IT hardware and Software (must be approved by IT, contact your IT
integrator)

. Goods and Services not under contract — must be approved by the Associate
Superintendent
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QUESTIONS

For questions regarding Procurement, please contact
Randall Sellers, Director of Procurement at (404) 802-1568
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Thank You!
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