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Log Into SAFS (All Users)

1. Go tothe EDS Login screen
and type in your username
and password then click
Login.

of Puldc Fainiian

_J ELIBOME Creats an Account

€@  System Sign In
Note: The URL to use is:
https://eds.ospi.k12.wa.us/Login.aspx Lsesishoe

Password

Forgot your USermama of password?

* Privacy Policy * Disclaimer * Customer Support; 1.800,725.4311 ©Copyright 2004 - 2013

2. From the EDS Home page click
on the My Applications tab or
the View my applications
hyperlink.

[ TR —— -

nint Fancly e

This sachon allows you to manage your account informabon.

What wauid you like to do?
o View my applications

e View my application permiss:

ions
e Edit my cersonal informatica
e Change password

e Sasrch Education Cirector

DCopyright 2004 ¥
& irteme * 0% v
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3. From the My Applications
screen, click on SAFS in the
Application list table.

4. From the Info Center page, you
can click on the tabs in the top
navigation bar to access the EDS
applications. Click on the F-200
tab to go into the F-200
application.

Note: The EDS application is
designed to be used with
Internet Explorer or Edge as the
Web browser. It is best not to
use other browsers.

-
e O
Home Help
My Applications
> Application Roles My Application List
Yau have access to the applications Isted balow. Click an the application you want ta access
> Education Directory
If you need access to more applications, please contact your District Security Manager
> Security Manager
List
Prvacy Palicy  » Disclaimes 3 Custoriier Supdoss: 1/800:725.4311  ©Cepynight 2004 ¥
@ rreerer #oo% v

Select Org F-195 F-200 Reports Info Center

FrintFridly @ Lot D

School Apportionment and Financial Services (SAFS) Satsop School District

Info Center

Plaasa click on the appropriate link balow to view the User Manuals for the School Apportionment and Financial Services (SAFS)
application.

SAES Enraliment User Man

SAFS Parzonnel User Marwal

>Privacy Policy  >Disclaimer > Qustomer Support: 1.800,725.4311  ECopyright 2004 - 2007 "
@ Toterns: R -
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Create a Budget Extension (SD Users)

1. The first screen you will see in the
F-200 application is the List
Budget Extensions screen. To
create a budget extension for the
current fiscal year, click the Create

Ligt Budoet Extensions

List Budger Extensions (F-200) eattle Groand schoal District (051157

Actinn Fund Extensinn Status Certification Status Fiscal Year
button next to the fund for which = i) T g
you will be creating an extension. = | Copte Pt et S
= Dbk Service ot Startec Het Started 20852018
E3 mssoristed Student Hody Nt Started Mok Started 2085-2020
Trarspartatiun Vehicle Het Started Mok Started 20152030

Showing 1tz 5 of 5 entries

Customer Support: 18007254311
CCopyright 2019 - 2021

2. You will go to the Input Data screen. OSPY e -9 s © =

The data from your approved budget
for this fund (or from your last

approved extension) will pre- o B Eimanaa T TnRGs (hiacdem R
populate the input screens. Input Data (F-200) Battle Ground School District (16115)

Battle Ground School Mistrict [General)

To view budget sxtension deta, select the page then chek "Ge",

Note: The status of the extension Page - selecr Fage - v
will automatically change from 'Not =)
Started' to 'In Process at District'.

Frivacy Policy Costomer Suppert: 1.600.725.4311
Tisrlaimer TConyrinht 7019 - 2021
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Delete an Extension (SD Users)

1. To delete an in-process extension
document, click the Delete
button for the desired budget in
the List Budget Extensions screen.
In the Delete Budget pop-up
window that appears, click the
check box saying, ‘Il acknowledge

Delete Budget Extension

Deishing "Capital Frojects”.

Are you sure you want to delete this budget extension?

that the bUdget and all its Cltadinonledse ha th budget extnsion and 1 s cotents i
contents will be permanently AIES
deleted.” If this box is not =

checked, you will not be able to

delete the budget. To not delete
the budget and close the pop-up
window, click the Cancel button.

Note: A budget can only be
changed by SD users and when
the budget document has a
Budget Status of ‘In Process at
District’.

2. Once the extension has been aiiin et Schoo =
OSP i Apporbonment & Finarciol Q

deleted, it displays a Create
button again. The extension T,
When created WI” d ISplay the List Budget Extensions (F-200) 8atte Ground Scheol Distnet (06119)
a p p roved F— 195 d ata, 0 r the Your badget axtansicn was Deleted successiully,
. Action Fund Extension Status Certification Status Fiscal Yaar
preVIOUSIV approved F-200 data [ e | create | Genetl Fled/Approved Hot Started 20192020
for th at fu nd . Capta’ Projects Net Started Not Started 2015-2020
ﬂm Debt Service In Precass at Districk Hot Startad 2019-2020
NOtE: See Delete Su bseq Uent nm Assacatad Stucent Becy In Preeess #t ustnzt Hot Started 2018-2020
. . . nm Transportation Vehice In Process ot Dustrict Not Started 2019-2020
Extension section for details on T
deleting a ‘Filed/Approved’
extension.
Privacy Povcy Customer Suppor: 1.800.725.:4311
Discamer SCopynght 2018 - 2021
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Import Data (SD Users)
Upload New Data File

1. When you click Go from the
List Budget screen, you are
taken to the Input Data
screen. To import data into the
F-200, click on the Import Data
tab in the secondary
navigation bar. For required
file format instructions, click
on the click here hyperlink.

Note: If you are a district that
uses WSIPC and have not
extracted a data file, you need
to do this first before you can
import. If you are a district not
using WSIPC, you will not have
files to import. The F-200 can
import any data files that meet
specifications. Your service
provider can contact us for
assistance in setting up files
that can be imported.

2. Click the Choose File button
and select the F-200 data file
to import. The file name will
display next to the Choose File
button, then click the Upload

button. The upload may take a

few seconds. After it is done,
you will see a message saying,
'Your file was uploaded
successfully.'

Note: You may need to
navigate to another screen to
see your uploaded file in the
View/Import Uploaded File(s)
table.

-’

Help  Feedboeh

185 F-185F F-195 F-137 F-200 F-I0

Input Data - Import Data Rur Edits

Import Data (F-200)

Battie Ground School District (05113)
Battle Ground Schoal District (General)

Upload New File

Select 8 new file to upload and click "Upload”. For instructions on the the file format, dick here. For extermal SFTP support, contact OSPI
Cugtomer Support at CestomerSupport@kll we.ve,

Choose File [ Mo file chosen
&&=

View/TImpaort Uploaded File{s)

Wo impart files awst

Customer Support: 1.800.725.4311
CCapyright 2019 - 2031

Privacy Palicy
Disclaimer

dos @ =

Home Help  Ferdback

Import Data (F-200)

Battie Ground School District (06119)

Battle Ground Schoaol District {General)
Upload New File

Select 3 new file to upload and click "Upload®, For instructions on the the file format, click here. For external SFTP support, contact OSFL
Custemer Support at CustomerSuppert@klZ. wa,us,

Choose File | F20006119D. 4T011111.kxt

0

View/Import Uploaded File(s)
Mo import files exist

Customer Support: 1.800.725.4311
ECopynght 2018 - 2021

F-200 Training Manual




Import Data

1. Once the uploaded files are
displayed in the View/Import
Uploaded File(s) table, you i
may import the data. Select Tmport Data (F-200)
the fund box and click the e
Import Data button. The Seest 2 new Hle -.o.u,im and ik “Uplon” For nstructisns on the the Sle format, clck here, For estermal SFT2 support, contack OSPI Customer Sugport ot Custemersupport Sk17 waus,
import may take a few =
seconds. After it is done, you View/Impart Uplaaded File(s)
will see a message display e e kv s
"Your import was successful.' SdoryData Veldrle  Blor Q252021 340PM F200_2019- 202008119, 2021-02-32_15-49-1%.6x8
Repeat to import the other WEEDEN  oeoe e Do memeam  meaemsommenawes

data type file.

s Import Dats  Zus S siw Statas  Prink Rap Cartifieat

Baitle Ground School Dutrict (06319

i

Type Status Fund{s} File Dale «  File Name

Wiew File

Showing 1 1o 2 of 2 entries

Note: To view the data in the T eomaart- 2
import file, click on the View_

File hyperlink in the Download

column.

F-200 Training Manual 6



Input Data (SD Users)

1. Click on the Input Data tab in
the secondary navigation bar
to go to the Input Data screen.
Select the page you want in the
page dropdown and click Go to
bring up that page.

Note: This user manual only
describes the input screens
that are unique to the F-200.
Please refer to the F-195
training manual for details
about the other screens.

GFO: Certification

2. Each fund has its own
certification page. On GFO:
Certification, enter the date of
the board meeting. The spring
levy and rollback amounts will
also display and can be
updated. Click Save.

Note: When entering dates,
you must include a slash
between the numbers
(6/11/2009) or a period
between the numbers
(6.11.2009).

Schoot

Apportionment & Financial ' _

M?ﬁ;ﬁw o

sslect Org EW Enrolimant F-1%3 F-185F #1868 F-19

tenmans CinpubDats,  Tmport Dt Ron Edits {ate Stafus  Ppod Repors  Cerfificabi

Input Data (F-200)

Battle Ground School District {General)
To view budget extension data, select the page then dick *Ga".

Page

— Salect Page —- v

Privacy Policy

Disdaimear

Baltle Ground

Costomer Support: 1.600.725,4311

1 Sehoal District {DEL15)

(©Copyright 2018 - 2024

200
= Bioget Evtessions | fnputData Impart Caen
Input Data {F200)
Battle Ground School Datrict {General|
Taview hudget extenson dets, sslect the page then cick “Ge’,
Page : -
G
Description
Drate uf Board Mesting (NMDC/YYYY]
Description
Geners! Find Spring Eacess Levy
General Fund Levy Rolbads
Genesal Fund Tote Sprng Excess Levy
Priac
o EDEES

the 5 1061

Date

Amoust

L}

[

o
Casnmer SuppaT: 1.500.725.4311
S Copyright 2015 - 2021
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CPO: Certification

3. On CPO: Certification, enter the
date of the board meeting. The
spring levy amount will also
display and can be updated.
Click Save.

DSO0: Certification

4. On DSO: Certification, enter the
date of the board meeting. The
spring levy amount will also
display and can be updated.
Click Save.

ASBO: Certification
5. On ASBO: Certification, enter

the date of the board meeting.
Click Save.

OSP] 3= Apportionmunt & Financial ‘ ‘.
‘1' -

vo drgetDtn g el
Input Data (F-200)

Battl Ground Scheol District {Capital Projects)
Toview Sudget extercion data, select the mige then dick "6o”,

Page.

CP: Certification bt

Description

Daz of Board Meeting (MDD vy

Description

Capel Propect Fund Sorng Exceen Levy

Brivacy Pz
Discaimer

Saetle G haal Dt (1
Dato
Amount
0
Customer St LA00. 7238301

ZCopmht 2015 - 2021

o dneut Dk o

Inpust Data (F-200)

Datth Ground Scheol Destrict (Dbt Service)
Tavew busget extersion data, relect the pege Sen ek "B

Descryption

Diate oF Brarr Mast g {NMADDIYYY)

Descrighion

Db Sanic Furd Spreg Bxtias Livy

Batee Ground Schosl Dhstnct (D5115)

Amount

Customer Supgedts L0075 4311
SCapemgtt 1015 - 200t

ri InptOsn JmoamTat G Fats  lpewe Sras o

Input Data (F-200)

attle Dastrice Bady)
To vew Budgel extensien dats, cekect the page ther dak "Gs”
Page Aean: Cetfiation g

ASH: Cerification
Descriptisn

Dtz of Beand Meating (NNJDI YY)

Disgame

Eictoar Soppart LE60.7254311

Date

ECopynght 2020 - 2021
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TVFO: Certification

6. On TVFO: Certification, enter T
the date of the board meeting. | ==

The spring levy amount will
also display and can be
updated. Click Save.

Input Data (F-200)

Batthe Ground School DistAct (Transportation Vehicle)
™o view budget extesioa dxa. select the sae ther dick "5”

Page TVFD: Certificstian

Pravacy Fulicy

Description

Datz of Board Resting [NMODAYYT)

Description

Transcortatios Yerice Fend Spring Excess Levy

m m Customer Suoport: L#00.715.4313

ECegyright 2043 - 2021
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Run Edits (SD Users)

1. After you have updated data,
go to the Run Edits screen by
clicking the Run Edits tab in Seleit Ocg - NEW Enelisent £S5 PSS 16 nioh SRR FomD Fersandl (AL “Reperls Info Cooter Ol
the secondary navigation bar. tBudgct Pbersions fnnstlote’ Iomert Dats SHEBEKSY Undate/Slalus, Pk Reserds: fathicstion

Run Edits (F-200)

Battle Ground School District (06119)
Battle Ground School District (General)

) To generate the edit report, click 'Run Edits'. To review the results, click 'View Report',
Note: You can run edits at

. . Edits have not been run
any time. This can be done
after importing data, or it

can be done later.

Note: Whenever data has N E——
been changed in an Dl:.ar:llcs s u';f:iour:n:hfczumjsgzﬁ
extension, the Run Edits

status will be set back to

‘Edits have not been run’ for

that budget.

2. To run budget edits, click the
Run Edits button. It may take
a few seconds for edits to
run. After they do, the status
column will show the Run Edits (F-200)

number of information and Battle Ground Scheal District {General)
. To generate the edit report, click 'Run Edits”. To review the results, chck View Repert’.
error edits found.

3 error edits, 0 warmning edits, 3 informational Edits

Battle Ground Schoo! District (06119)

To see the results, click the

View Report hyperlink. It
may take another few

Privacy Policy

Customar Support: 1.800.725,4311
seconds for the report to Discaimer SCopyright 2015 - 2021
display. Click the Open file B pdacteifepan (13kpaf

= |CJLIen hir:l 26 Show all b

hyperlink to view.

F-200 Training Manual 10



3. The edit report opens as a i e Q

- 4+ @ @ A ¥ ¢ @ &+
PDF. To print the report, .

click the printicon © at the o [ .
top right of the PDF viewer _— -

frame. In the pop-up Print - 7R PP B =

screen, you can select the
printer, page range, and
number of copies. Click
Print.

You may save the report by
clicking the Save icon & at
the top right of the PDF
viewer.

F-200 Training Manual 11



Print Extension Reports (SD Users)

1. To print the extension, click
the Print Reports tab in the
secondary navigation bar.
You can print all pages, or
you can select one or more
individual pages to print.
Check the box or boxes as
appropriate and click the
View Report button.

It may take some time for
the report to download. Click
Open File hyperlink to view
the PDF report.

Note: The Certification page
cannot be printed until the
ESD has set the status to
'Ready for OSPI Review'.

2. To print the report, click the

printicon © at the top right
of the PDF viewer frame. In
the pop-up Print screen, you
can select the printer, page
range, and number of
copies. Click Print.

If multiple reports were
selected, all reports will be
displayed in one PDF report.

3. To save the report, click the
Save icon 7 at the top right
of the PDF viewer.

Print Reports (F-200)

Battle Ground School District (General)
To print all or portions of the Budget Extension, make your selections below and click "Wiew Report',

Certification
OLewy

GF Raports

nrolment and Staff Count
mmary of General Fund
[0 GF4: Revenues/Other Financing
[0 GFB: Program Summeries
1 GF3: Frogram Sumenary by Dhject
[ GF10: Object Summany
LI GFLL: activity Summary
GFL3: Excess Levy Worksheet
DGF14: Long-term Financing
Frogram Reports [ GFg-ki: Fragram Matrices

Program:

- Al - ~
1) &FB-201-5¥: Certificated Salary Exhibits

Program,

A - ~

0 GFB-301-¥0: Classfied Salary Exhibite
Program:
- Al v

Privacy Pobty
D clouas (PDF * |

Cugtomer Support: 1.800.725.4311
ECopynght 2049 - 2011

oft, Q, — + G) =

Battle Grsusd Scheol Dhstrice Ba 319

Ry - ¥ v gle]le B

= Print ?

tal: 1 sheet of pape

Frnter

HPESFFFE HP Officejer Pro 86,

Copies

Pages

O

! Lelor

W flatk and white W

. Printon both sdes

Print e ot sides W

F-200 Training Manual
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Update the Status (SD Users)

1. When you are ready to have
the ESD begin reviewing your
extension, click the Update
Status tab in the secondary
navigation bar. The Status
History section displays a
separate row to show each
prior status, the fund(s)
changed to this status, the
date the status was changed,
and the name of the user
who made the change.

2. To update the status, select
'Ready for ESD Review' from
the status dropdown and
click the Update button.
After the status is updated, a
success message appears,
and a new row displays in
the Status History with the
updated information.

Schoal
Apportionment & Financial |
-."“"'“'l = Il_

» 3 b al
i i Yoy
i ks Famucien

E Enralimant F-195 F-195F F-186  FIS7 Faa0 Rz Personnsi  ALE  Heports  InfoCenter Qi w

T Updste States  ProtReporz Cempfication Logout

Update Status (F-200)

Battle Ground Schood District (36115}

Battla Ground School District [ General}
To update the status of the Budget Extension, use the selection box o select Status and then click "Update”.

Status Ready for ESD Review b
Status History
Status Update Date »  Updated By

In Process at District 02/22/2021 3;23 PM sofs Lest

Showing. 1 to 1 of 1 entries

Brivacy Poboy Cugtemer Support: 1.800.725.4311

_ Disclzimer

ZCopyright 2018 - 2021

Apportionment & F.

Offes ot Ta et
o fulmy iashar

B

F-200 Persornel  ALE sportz  Infs Cemter OfF =

ditc | Update Status Print Reporte  Certification

Update Status (F-200)

Battie Ground Schaol District (185119}
Battle Ground School District [General)
Te update the status of the Budget Extension, use the selection box to select Status and then click "Update”.

Status

starnis History

In Process ab Districe W
Success!t x

Your data saved succassfully!

Status Update Date Updated By
Ready for ESD Review 02222 £:43 PM safs test
In Process at Dustrict 02/33/2021 3:23 PM safs test

Showing L to 2 of 2 entres

Provacy Pobcy
Dizdaimer

Customer Support: 1.800.725.4311
£Copyright 2019 - 2014

F-200 Training Manual
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Select an Extension (SD Users)

1. After updating the status,

2.

you can return to the List
Budget screen. The current
status ‘Ready for ESD
Review’ will display for the
fund you just updated.

Note: You can no longer
Delete that extension,
because it is not ‘In Process
at District’. You will need to
change the status back to
‘Return to School District’.

To go view the extension,
click the Go button. The
View Data screen will
open. You can view the
data but cannot make any
changes.

Note: If you need to make a
correction before the ESD
begins its review, you can
use the Update Status screen
to change the status back to
'In Process at District'. After
the change is made, then
change the status back to
'Ready for ESD Review'.

List Budget Extensions

List Budget Extensions (F-200)

F:203 Pessonne! ALE

Reports  Infe Center

Battle Ground School District (06115}

Action Fund Extension Status Certification Status Fiscal Year
“ General Ready far E50 Revien Wat Started 20152020
n Capital Projects In Process at Distrct Jot Started 1018-2020
ﬂ m Dett Serire In Srocesc at Dictnct Wet Started 1018-2020
nm hszocizted Student Body In Process at Distrct Jict Started 1018-2020
n m Transporztion Vehide In Pracess at Dstrct Wet Started 1018-2020

Showing 1 to 5.of 5 entries

Privacy Policy

Dicdamer

Customer Support: 1.500.725.4311
©Copyright 2010 - 1021

-
" 0 W School [
O8P] orieperseses. ppportionment & Financial J‘

Lick Budget Extencions - View Data’ Impert Datz

View Data (F-200)

Battle Ground Scheol District [General)

Ta wiew bucget extension datz, salect the pags then click "Ga".

Page

-- Select Page —

Brivacy Folicy
Disdlaimer

Logeat

Battle Ground Schoef District [06119)

Customer Support: 1.800.725.4311
G Copyright 2015 - 2021

F-200 Training Manual
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Create Another (Subsequent) Extension (SD Users)

1. You can only have one
extension in process for a
given fund at a time. Once
the status for a fund is 'Filed/
Approved', you will see a
Go button (to review the
approved extension) and a
Create button (to create an
updated extension version
for that fund).

2. To create another extension
(in other words, amend the
extension) that has already
been approved, click the
Create button for that fund.
You will be taken to the
Input Data screen where you
can make your updates to
the previously approved F-
200 data for that fund.

3. Once the subsequent
extension is created, the
Extension Status is set to ‘In
Process at District’, and the
Certification Status to ‘Not
Started’. The budget also
displays a Go and Delete
button.

List Budget Extensions

List Budgel Extensions (F-200)

our budget extension wis Delsted suctessuly,

Action Fund

Battle Ground Schot

S

Extension States Certilication Status Fiscal Year

Filed/ tpproved Complete 015-1020
Cagityl Projects Mot Started bt Started 1019-1020
Dbt Service In Process at Distnct haot Ftarted 0193030
famoasted Student Body In Process st Distnct Mot Started 20193020
Tranipotatban Vehice Tn Process &t Datnet hist Staeted 2019-2020

Shewing 1165 of 5 ennes

Privacy Polcy

Dinclamer

Cuglemer Suspert: 1.300.715.4311

SCopynght 2015 - 2021

Input Data (F-200)

Battle Ground School District (General)

To view budget extension data, select the page then chck "Go™,

Page Selact Page -

Privacy Folicy
Dizelaimer

Battie Ground

ds @ =

Hutee Help  Ferdback

Schoo! District (05119)

Customer Support: 1,800.725.4311

©Copyright 2018 - 2071

List Budget Extensiene

List Budget Extensions (F-200)

Batte Ground Scheol District (J611%

Action Fund

Extension Status

Certification Status

Fiscal Year

In Process at Distnct

Mot Started

Capital Projects

Note: See the Delete a
ElEE

Debt Service
Associsted Student Body

Transportation Vehicls

Mok Started

In Process at District

In Process at Distrct

In Process at District

Mot Started

Mot Started

Mot Started

Mot Started

2019-2020

2019-2020

2013-2020

2015-2020

2013-2020

Subsequent Extension
section regarding the delete
function.

Showing 1to S of 5 entriss

Privacy Policy
Disdamer

Customer Suppeort: 1.800.725.4311
ELCopyright 2014 - 2021
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Delete a Subsequent Extension (SD Users)

1. To delete a subsequent in- o e f‘
process extension, click the —
Delete button for the desired e
fund n the LISt BUdgets List Budget Extensions (F-200) Battle Ground Schoal District {06159
Extensions screen. _ _ - .
Action Fund Extension Status Certification Status Fiscal Year
o [m General in Frocess at District Hot stared 202020
m Capital Projects Nat Started Mot Started 2015-2020
n m Dskt Service In Brocess & District Mot Started 2018-2090
n m Asscosted Student Body 11 Process et District ot Started 2015-2020
[ o [ oDelete | Transpartation Yehcle In Frocess 2k District Mot Started 2015-2020
Shawing 1 te 5 of 5 entries
2. Inthe Delete Budget Extension
pop-up WlndOW that appears' Privacy Pobicy Customer Support: 1.600.725.4311
Dischimer ECopyright 2019 - 2021

click the check box saying, ‘/
acknowledge that the budget
and all its contents will be
permanently deleted.” If this box
is not checked, you will not be
able to delete the extension. Delete Budget Extension
Click Delete to delete.

Deleting *General”

To not delete the extension and Are you sure you want to delete this budget extension?
. . 1 acknowledge that the budget extension and all its contents will
close the pop-up window, click be pesmane, dsted.

the Cancel button. e

Note: An extension can only be
deleted by SD users and when
the extension has a Budget
Extension Status of ‘In Process at
District’.

3. Once the fund extension has
been deleted, the Go and
Create button will display again.
The extension will revert back st Budget Extensions (1 200) )
with the previously approved F- S Sl

List Budget Extensions

ttle Ground Scheal Distict {0811%)

200 d ata AN D th ea pp roved Ackion Fund Extension Status Certification Status Fiscal Year
o po . . . zners iled/mpprove ompate 019-2020
fund certification is retained/ e e . .
. m Cagtal Projects Hat Started Hat Started 2019-2020
preserved * Th e extension ERES Debt Seriice In Process at District lat Started 2019-2020
Statuses gO baCk tO n tssaciated Studert Body T Pricess a District Wat Started 2015-2000
2019-2020

Filed / Approved and Complete. [ [ ouae | Transgartanan Yehicle In Pracess of Datrct Hak Started

Showing 1to 5 of § entnes
Note: You can now create
another subsequent extension

Customer Support: 1.800,725.4311
EiCapyright 201% - 2021

for the fund.
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1. After a district user has set the

status to 'Ready for ESD
Review', ESD users can view
the extension. After logging in,
click the F-200 tab in the top
navigation bar. The List Budget
Extension screen is displayed.

To see documents for a specific
School District, select it from
the dropdown fields, then click
List Documents button.

Note: ESD users can only
view extensions for those
districts within their ESD.

To see all extensions ready for
ESD review, select 'All' in the
School District dropdown and
select 'Ready for ESD Review' in
the Budget Status dropdown.
Click the List Documents
button. The districts with
budget documents in that
status will display.

Note: The default view is to
not include any extensions
that have not been started.
Deselect the check box for
Exclude Not Started field if
wish to see all extensions,
including those not started.

Select an Extension (ESD Users)

Lisk Bisdget Extensions

List Budget Extensions (F-200)

School District All

Budget Extension
Status

Certification Status — Al —

Exclude Not Started

it e ]

Privacy Poliay
Disciaime:

Educationa! S2rvice District 113 (06321)

Customer Supgart: 1.E00.725.4311
GCOEIrighL 2015 - 2031

List Budpet Extensicas

List Budget Extensions {F-200)

Educationaf Service Dist 1 A01)
Scheol District - ANl - v
Budgel Futension Ready for ESD Reviaw i
Status
Certification Status - Ml - e
Exclude Not Started H
=3
Show [10_ w |entries Search: I:
Action School District “  Fund Extension Status Certification Status Fiscal Year
ﬂ Battle Ground Schedl Distnct Genersl Ready for ESD Rewiew Nat Started 2019-2020
Showing 1to 1 o t Previtus | L Hext

Customer Support: 1,300.725.49311
LCopyright 2019 - 2021
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3. To see all extensions
underway in your ESD, select
'All" in the School District
dropdown and 'All' in the
Extension Status dropdown.
Click List Documents button.
To reset the filters for a new
search, click the Reset
button.

Note: You will see a Go
button next to an extension
if the status is 'Ready for ESD
Review' or higher.

4. To gointo a given extension,
click the Go button. You will
be taken to the View Data
screen. You can view data,
run edits, update the status,
and print the extension
report.

Note: When you go into an
extension that is 'Ready for
ESD Review', the status is
changed automatically to
'Under Review by ESD'. In
this status, the district user
cannot change the status
back to 'In Process at
District'.

ielect Org MEW Enrdliment  F-195  F-195F  F-186 -1

List Budget Extensions

List Budget Extensions (F-200)

School Diskrict Al -
Budget Extension Al -
Status

Certification Stetus Al -

Exclude Not Started B

Show |10 ¥ | entries

Action School District *  Fund

dos & =

Wome  Meip  Feedback

Educational Service Distrct 112 (06801

Search:

Extension Status Certification Status Fiscal Year

Battle Ground School District General

Batfle Ground School District Capital Projects
Batfle Ground Schaol District Debt Service
Battle Groand School District Assoriated Student Body

Batlle Ground School District Transpartabon Vehicle

Ready for ESD Review Hat Started 2015-2020

[n Process 3t Distrect Hat Started 2019-2020

In Process at Distnct Hat Started 2019-2020

In Process at Distnct Hat Started 2013-2020

In Process st Distnct Hot Started 2019-2020

Showing 1 ta & of 5 entries

Privacy Policy
Dlisclnimer

Customer SUpport: 1.§00,725.4311
ECopyright 2018 - 2023 |

Sz Appartionment & Financlal |

Update Status (F-200)

Battle Ground School District [(General)

To update the states of the Budget Extension, use the selection box to select Status and then click "Updare”

Editz  bpdote Status

és ©® =

Home Help  Feodback

ProtRegorts Certihcaban Logoat

Educational Service District 112 (05801)

Status -- Select =
ST
Status History
Status Update Date v Updated By
Under Reyiew by ESD 03/72/2021 T:05 FM safs teat
Resdy for ESD Review 02/22/2021 6:43 FM safs best
In Pracess at District 02/22/2021 3:23 PH sofs best

Showing 1 ta 3 af 3 entries

Customer Suppart: 1,500,.725.4311
CCopyright 2019 - 3021
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View Data (ESD Users)

1. Toview data that has been
input by the district, use the
page dropdown to select the
page, and click Go.

2. You will be taken to the page
selected. The screen will look
just like the input screen
used by the district.
However, you cannot make
any changes to the data on
the screen.

Note: You can use the page
dropdown and Go button to
navigate to any other of the
View Data screens.

1
e

sions  Wiew'Datal Import Data Aun Edta Update Statue Printfleports Certificabion

View Data (F-200)

Battle Ground School District {General)

To view budget extension data, select the page then click "Ss”

Page

- Select Page - w
Select Fage

GFfl: Certification (View Only)

GF1: Enroliment {VWiew Only)

GF2-3: Summzry of Genaral Fund (View onlyl

GF4-7: Revenues (View Only)

GF3-33: Program Matricss (View

GF3--5: Salary Exhib

GF13: Excass Levy Worksh

GF14: Leng-Term Financing [View Only)

Frivacy Folicy
Disclairmer

s @ =

Home Help  Fesdback

Logout

Educational Service Districk 112 {05801 )

Customer Support: 1,800.725.4311
©Copyright 2018 - 2021

» ViewDes (roottDst= BBl Updste Sumn  FrntRepors  Setfication

view Data (F-200]

Nattle Graund Schaal District | Seneral)
T i Ddget axtention dats, select Tha paga than see Gu”

Page R8T Revemss (Yhew
[E=]
Espand Al Collpeedd
=] LOCAL TAXES
Diescrintion
Local Prepersy Tex
Sk OF T T Pty
Loca in ks of Tmes
Timbar Eacia Tas
County-dmirissered Foresas
et Local Tases
etaf Local Tavis
2 LOCAL SUPPORT NONTAX
Description
Tuttion and Fae - Unasagnad

Specal Diuston-infanis ani Toddmm-Tution =nd "ess

Fcit

Revs Ameant

11 (]

130

140

] u

1890

1w 0

1090 ]

Revs Mmoot
s [

Cumtomy
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Run Edits (ESD Users)

1. To run edits, click the Run
Edits tab in the secondary
navigation bar. This screen
functions just like it does for
the district user.

2. To run edits, click the Run
Edits button. It may take a
few seconds for edit to run.
After they do, the status
column will show the
number of information and
error edits found.

Note: Whenever data has
been changed in an
extension, the Run Edits
status will be set back to
‘Edits have not been run’ for
that budget.

3. To see the results, click the
View Report hyperlink. It
may take another few
seconds for the report to
display. Click the Open File
hyperlink to view.

School 1
Apportionment & Financial  mi

osP1 s St
o A Psinhon

Select.Org  NEW Enrollment F-£95 F-195F F-185 F-197 F-208 F-203 Personnel ALE Reporis. Info Center  Ofdi =

Lict Budget Extensians  View Data: Import Deta: RomBdte | Update Ststus  Print Raporis  Cerbheaban Logout

Run Edits (F-200) Educabonal Service District 112 (06801)

Battle Ground School District {General)
T generate the edit report, click "Run Edits”; To review the results, dick “Wiew Repoat’,

3 error edits, 0 waming edits, 3 informational edits. View Report

Privacy Policy
Disdamsr

Customer Support: 1.800,725.4311
ECapyright 1018 - 2021

éos @ =

Homs Help  Fapdtack

L=t Budget Extensions  View Data

Run Edits (F-200)

Battle Ground School District (06119)

Battle Ground School District (General)
To generate the edit report, click ‘Run Edits, To review the results, click View Report’.

3 error edits, 0 warning edits; 3 infermational Edits

Run Edits

Frivacy Policy
Disclaimer

Customer Support: 1.800.725,4311
ECopyright 2015 - 2021

. BudgetEditReport (12).pdf

= [Open fie Shewall X

F-200 Training Manual
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4. The edit report opens as a e @

— 5 B v . % .08 -
PDF. To print the report, 5

click the print icon © at the T
top right of the PDF viewer o .

frame. In the pop-up Print - T N _

screen, you can select the
printer, page range, and
number of copies. Click
Print.

You may save the report by
clicking the Save icon & at
the top right of the PDF
viewer.

F-200 Training Manual 21



Update the Status (ESD Users)

1. After you have reviewed the
extension and verified it is
accurate, you are ready to
update the extension status.
Click the Update Status tab
in the secondary navigation
bar. The Status History
section displays a separate
row to show each prior
status, the fund(s) changed
to this status, the date the
status was changed, and the
name of the user who made
the change.

Note: ESD will only update
status when the budget
extension has been
approved by the school
district board of directors.

2. To update the status, select
'Ready for OSPI Review' in
the Status dropdown and
click the Update button.
After the status is updated, a
new row will display in the
Status History with this
updated information.

Note: You can send the
extension back to the district
if changes are needed. To do
so, select 'Return to School
District' in the status
dropdown.

és @ =™

Help  Feobach

Home

£ditz  Updste Status: Print Reporte Certhoatior Logout

Update Status (F-200)

Educational Service District 112 (05801)

Battle Ground School District [(General)
To update the skatus of the Budget Extension, use the selection box to select Status and then click "Update”.

Status

[ vpdetc |

Status History

-- Salect — v

Status Update Date Updated By
Under Review by ESD 02/22/2021 7:05 PM safe test
Ready for ESD Review 02/22/2021 6143 PM safs test
In Process at District 02/22/2021 2:23 PM safs test

Showing 1 to 3 of 3 entries

Customer Support: 1.800.725.4311
@ Copyright 2019 - 2021

Privacy Policy

Diclaimer

s @ =

Home  Holp  Feedback

197 F200 Fo203

t Budget Extermions en Dot Import Data Run Edits - Update Statws  Print Reports

Update Status (F-200)

Educabional Service District 112 (05301

Battle Ground School District {General)
To update the status of the Budget Extension, use the selection box to select Status and then click "Updete”.

Status

Status History

- Select »

-- Salect --
Return to School District
Ready for OSPL Reviaw

Status Update Date Updated By
Under Review by ESD 03f22/2021 7:05 PM eafs test
Ready for ESD Review 02222021 5:43 FM sofs test
1n Procese at District 03/22/2021 3:23 PR safs test

Showing 1 ta 3 of 3 entries

Customer Support: 1.800.725.4311
©Copyright 2019 - 2021

Privacy Fohcy

Disclaimer
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Print the Certification Page (All Users)

1. Once the status of the
extension is 'Ready for OSPI
Review', the Certification
document can be printed. If
you go to the Print Reports
screen. Check the box for
the Certification report.
Select the preferred file
Format (PDF (default),
Word, Excel), then click the
View Report button.

2. The document will
download. To view the
certificate document, click

the Open File hyperlink.

3. The default file type is PDF.
You may save & the report
or print @ using the options
by clicking the ellipse (...) in
the upper right-hand corner
of the PDF screen.

Note: The Lock and Print
Date is set when the status
is changed to 'Ready for
OSPI Review'. If the status is
set back to 'Return to School
District' and set again to
'Ready for OSPI Review', this
date is updated.

Prinl Reports (F-200)

Battle Ground School District (General]
To print all or portions of the Budget Extension, make your selections befow and click 'View Report’.

GF Reports
Certification
O Lewvy
] all Seneral Pund
O GF1: Enrellment and Staff Count
| GF2: Summary of Seneral Fund
L GF4: Revenues/Other Financing
[l GF&: Program Summaries
Ul GFS: Program Summary by Object
[ F10: Object Summary
0 GF11: Activity Summary
) GF13: Excess Levy Worksheat

LUl GF14 Long-term Financing

Pragram Reports
O Grg-xx: Program Matrices

Program:
[=an— ~

[l GFe-201-XxX: Certificated Salary Exhibits

Program:
[Fan— ~

[l GFe-301-xX: Classified Salary Exhibits

Program:
[=- Al -~ ~

Privacy Policy

= PrnntReperis. Cerbfication

Baotte Grou

Schoo! District (D65119)

Custemer Support: 1.800.725.4311

ECopyright 2019 - 2021

Show all b4
— of1 Q. - N ) = 2
(:J Rotate
Battis Grouas Saheed Dimerict Me.1ld o .
nmcrmar pom moname exTEMaTaw [E3  Fit to widtt
2 A Readaloud i
'v‘ Dhraw 5
“lg' Highlight 5
& Eraze
e s (D) Prnt Cui+p
: B Save as
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Select an Extension (OSPI Users)

1. After the ESD user has set the

status to 'Ready for OSPI
Review', OSPI users can review
the extension. After logging in,
click the F-200 tab in the top
navigation bar. The first screen
you will see is the List Budget
Extension screen.

You will see a Go button next
to a budget document if the
status is 'Ready for ESD
Review' or higher.

Note: The default view is to
not include any extensions that
have not been started.
Deselect the check box for
Exclude Not Started field if

Lie Buiget Samraizes

List Budget Extensions (F-200)
Esn “
Schoe! District "
Burlget Extension Stotus i
Cortification Status M
Basis Tyew a
Class. )

Exchade Nat Started

*  Schoal District

Search:

Extension Status Cetilication Sxetus

spetetion ehaly

Het Stacter

wish to see all extensions,
including those not started.

2. To see all extensions ready for
OSPI to review, select 'Ready
for OSPI Review' in the Budget
Extension Status dropdown
and leave all other dropdowns
as 'All'. Click the List
Extensions button. The
districts with extensions in this
status will display.

oS =

Lk Buget Eernsins

vList Budget Extensions (F-200)
Esp
Sehool Distriet —a-
Badget Extessie Stetus Faatly for DSFT Radom
Cartificaticn Shatas
Basis Type
Class

Ewclube bt Started 5

Show 15 ¥ lentriey. =

Actien s Schosd Dastrict rund txtenston States Certificatin Status Basis Type Class

[ e | Edutationat Servir it 132 Baste Groand Srbos O G Feady for G5 Revien st Started sl Danin st Ciaan Dimict
Shawing L 1o L of 1 =y
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3. Togointo a given extension,
click the Go button for that
district’s extension. You will be
taken to the Input Data
screen. You can review data,
run edits, update the status,
and print the extension report.

Note: When you go into a
budget that is 'Ready for OSPI
Review', the status is changed
automatically to 'Under
Review by OSPI'.

A RING IO BT 8L Schoal . oS -
OSP] Srzimmn™  Apportionment & Financial &3y S ek
- —

F200 =203

ngone  Wiew Data  Tmport Cats  Run Edds  Updaté'Stalus. Frict Repoms  Certificatiol Logout

Update Status {F-200) Office of Superintendent of Publs Tnstruckion (OSF1)

Battle Ground School District {General)
Ta update the status of the Budget Extension, use the selection box to select Status and then click "Update”,

Status -~ Galack - w

Status History

Status Update Date v Updated By

Under Rewview by OSP1 02/22/2021 7:58 PM safs t=st

Ready for GSP1 Review 02/22f sals t=st

Under Rewew by ESD D2/22/2021 7:05 PM safs test

Ready for ESD Rewew 02/22/2021 6:43 PM sals best

In Process at Dastrict 02/22/2021 3:23 PM safs fmst

Shawing 112 5 of 5 entries

Privacy Folicy Custemner Support: 1.800,725.4311
Disclasmer £Copyright 2019 - 2021

F-200 Training Manual
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Update the Status (OSPI Users)

1. After you have reviewed the
extension and verified it is
accurate, you are ready to
update the status. Click the
Update Status tab in the
secondary navigation bar. In
the Status History section, a
separate row is displayed
for each prior status, the
fund(s) changed to this
status, the date the status
was changed, and the name
of the user who made the
change.

To update the status to
approved, select
'Filed/Approved' in the
Status dropdown and click
the Update button. After the
status is updated, a new row
will display with this updated
information.

Note: You can send the
extension back to the ESD if
changes are needed. To do so,
select 'Return to ESD' in the
Status dropdown.

The List Budget Extensions
screen will display the
Extension Status of
‘Filed/Approved’.

Update Status (F-200)

Battle Ground School District

To update te statug of the Budget Extension, e the celection box to gelect Status and then chok “Update”,

Status

b

Status History

| — Sedect
- Selet -

Status

[General}

-

Return ta ESD

Update Date

F200 F203 7

ts  Update Stofs

v Updated By

Under Review by OSPL
Ready for DSPI Review
Under Review by ESD
Ready for ESD Review

In Process at District

02/22/2021 7:58 PM

02/22/2021 7:29 PM

02/22/2021 3:23 P4

sals test
safs test
sals test
safs test

5afs test

Showing 1 ts 5 of § entries

Privacy Policy
Disclaamer

Office of Superinta

Customer Support: 1.800.725.4311

ndent of Public Instruction (TSFL)

£ Copynight 2019 - 2011

el ; DE Pt asehid CRLE  AneetEreEE AR it S
Lt Budget Extensions
List Budget Extensions (F-200) Hfice of tendent of Fublic Instrutian [0
ESD Al v
Schoo! District - - w
Budget Extension Status filed Approved s
Cestification Status Al -
Basis Type — - v
Chass al =1
Exclode Not Started 8
R EEE
Show 10 ¥ |entries Search:
Action ESD *  School District Fund Extension Ststus Certification Status Basis Type Class
BBl ool serviee distric 123 Asstin-anatore Schoel Tistrict General  Foed/apareved Complars fccruntBass 2nd Cless Diserict
Showing 1 te L of 3 ertries Privmus | 1| Wt
Privacy Paiic Custormer Support: 1,800.725.4311
EAptiamer Copyright 2018 - 3021
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Use DocuSign to Approve Certifications (SD)

1. Once the ESD has moved the
extension status to ‘Ready
for OSPI Review’, SD will be

NEW Enrolliment F-195 F-i35F F196 157 | F200 T205 Pemonnel ALE Reports i Center

not|f|ed that the fund List Budget Extersions  View Data  Import Datn  Run Edits  Update Status  Print Reparts ~Certificabion Logout
Certification is ready for e e S A D

signing. Click on the il Sk G v R

Certification tab on the

navigation bar to open the

Certification page.

Note: The budget must be in | s~ S ol i ae

‘Ready for OSPI Review’ or
higher in order for the
certificate to be enabled for
signing.

Begin Certification
1. Click the Begin , Sl LR
Certification button.  SudaBecsion Ver 0on . Inpodio i [t vk s LR

After a few moments, the Certification (F-200) Satle Gioatd Schoot District (06149}
. . Battle Ground Schocl Listrict {General)
DocuSign frame will
. h i the screen Please Review & Act on These Documents m
appear within . " Eee
Once the DocuSign
window opens, read the B i

Electronic Record and
Signature Disclosure, and
click the required check
box to continue, ‘/ agree
to use electronic records
and signatures.’

Note: This disclosure
consent will only appear
the first time you open
DocusSign for certification.

DocSign L T L L e e
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2. Once you select the
disclosure check box, the

| R85 Fa0sE £a05  Sa97
yellow CONTINUE button i e T el el s ks T
will appear. Click the Centfication (- 195) R
CONTI N U E b utto n i Battle Ground S‘Imn.l Dictrict {Battle Ground Budgat Version 1)
Please Review & Act on These Documents m

. SAFS Devsioper
O5R

Please review the documents Delow. m OTHER ACTIONS »

Comd € 10 Deadzm ne | R

Privacy Palicy
Disclnimer

Customer Suppart: 1.800.725.4311
Seopyright 2019 - 3021

3. The certification displays

within a frame inside your LR < O
.o . —
Certification screen. : i F4 PP £

ImportDate - funEdits Undate Statue  PnrtRosorts  Gertfication

certification (F-200)

Note: In order for you to Sattie Groun schon Dt (Genra
complete the signing for it
the Certification, you are
required to attach two

documents:
1. School Board
Acceptance

Resolution Petition
2. Budget Status Report.

G
-

Decuign D Cwalerpngy-SE S ¥ | S B 3N Geseni | VR
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4. Review the certificate when it
opens in the screen. Click the
yellow START button and the
SIGN arrow will move to the
signature line. Click on the
yellow Sign icon to add your
signature.

Note: The From and To
amounts will automatically
populate from the system.

Note: The final signed Date for
your approval will be added
automatically when you click
FINISH.

Add Attachments

1. The yellow NEXT indicator will
then move you down the page
to add the required
attachments. Hover over the
paperclip button with your
mouse and it will display what
document you need to attach.

Click on the first paperclip icon
to add the attachment.

NOTE: You will not be able to

Finish the signing until these

documents are attached:

e School Board Acceptance
Resolution Petition

e Budget Status Report.

You can always come back to
sign later when you have the
documents ready. See Finish

Signing Later section.

Certification (F-200)

Battle Ground School District ( General)

Pieace roview the documents balow

l+3;

Bl o scrous

D=

Do

Certification (F-200)

Battie Ground School District (General)

Ealoct tho attachmont Sold 1 edd a decurrant

s Certficator

FINSH

D=
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2. When the Upload Attachment T x
pop-up window opens, click the
UPLOAD A FILE button.

UPLOAD A FILE

DOMNE

3. Select your file and click DONE
to attach to the certification. R *
The paperclip icon will turn
grey and the document will P x
appear in the DocuSign frame | 77
below the certification.

UPLDAD A FILE

DOME

4
Note: To remove the Upload Attachment
attachment and replace with
. Click to remove
another document. Click on B E
the grey paperclip, and in the |~ BeardRes_0001.par

1 page - Upload Complete

Upload Attachment window,
click on the “x” next to the
document you want to delete.
Repeat Step 2 and 3 to add a
new document.

UPLOAD A FILE

DOME

4. To attach the Budget Status

. Certification (F-200)
Report, click on the second

paperclip icon, and complete
steps 2 and 3 above.

Hattle Ground Schoo! District (General)

Selec Ihe afachmen fiefd I ard 2 documenl

5. Once you have attached both _ ma
documents. scroll down below Eeas MMM TR, s o os
the certification to confirm
you attached the correct
documents. a2

F-200 Training Manual 30



Finish Signing Document

School

1. Click the yellow FINISH button [kt sii i s

at top of the frame to
complete the approval
signing. An email will

Certification [F-200)

Battie Grovid Schosl District | Genedal)

automatica”y be Sent to the Salect tha attachiment fed b0 acd 3 dodament

ESD notifying them that the
extension certification is
ready for the ESD to sign.

ti Cethfcetion

2. Once you have signed the
certification, a View
Document button appears on
the Certification page allowing
you to view the certification

m I:‘_b.llmuriﬂ

Certification (F-200)

School
Apportionment & Financial

r—ma

Battle Ground School District {Genaral}

O n Iy; th e attaCh m e ntS Wi I I n Ot Your certification has heen updated with a status of Signed By District.

display.

Note: The signatures will not
appear on the certification
until OSPI signs the Filasy Polky

s Cerbfication

@ =

Help  Feedhack

Battie Ground Schow District (06119)

Customer Support; 1.800.725.4311

TCopyripht 2015 - 2021

Drisclaimer
certification.

OSP1 7
of N eEson

3. The Budget Extension
document now has a
Certification Status of ‘Signed
by District’ on the List Budget

List Budget Extensions

List Budget Extensions (F-200)

Battie Groand School District (06119)

screen. [ ]

e @
[ | M

Aagcorizted Student Body

Tranzportetion Vehicle

1n Process at Destrict

In Process at Diskrict

Hot Started

Hat Started

Action Fund Extension Status Certification Status Fiscal Year
General Ready for O5PT Review Signed By Dustnct 2019-2020

m Capetal Frojects Nat Started Net Started 2019-2020

ﬂ Debt Servica Tn Process at Dubrict Het Started 2019-2020

2019-2020

2019-2020

Showing 1 to 3 of 5 entries

Customer Support: L.800.725,4511
©Copyright 2019 - 2021
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Finish Signing Later

1. There may be a time when
you need to come back to
review and complete the e e
signing. To stop the e e
DocuSign process, click the
OTHER ACTIONS button at =
top of document, and select
the Finish Later option.

Certification (F-200)

i 8 e Bt 7 FETBAN A P 10 A4S BE 400 7908

2. The DocuSign window will
close, and the Certification
screen will display, ‘Your
certification has begun’, and
a Sign Document button.

-
-
]

3. Once you open the DocuSign
certification window, the
Certification Status is

Select Org NWEW Enrollment F-195 F-195F F-196 F-197 'F-200 F-203 Personnel  ALE  Reperts. Info Cemter Gld =

automatically changed to Lt Budget Exensions ot

‘Started by District’ on the List Budget Extensions (F-200) bt i Skl i oo

List Budget Extensions page. Action Fund Extension Status Certification Status Fiscal Year
n Cendral Ready for O5FI Review Started by District 2019-2020

m Capital Projects Mot Started Mok Started 2013-2020
ﬂ Cebt Service Ir Process st Distoct Mot Started 2019-2020
[ e [ oee | aAssociated Student Body In Process at District Mot Started 2019-2020
ﬂ m Tranzpartation vehicle In Procesa at District Mot Started 2015-2020

Showing 1 to 5 of & entries

Privacy Policy Customer Supaort: £.500.725.4311
Dicclaimer ECopyright 2019 - 2021

Return to Sign Document

1. When you go back into the

Certification tab again, the
Certification screen will e = o e gt
display a Sign Document bl R Batle Ground schsel Disrict (06115)
button. Just click the Sign e
Document button to sign the
document.

ey Py Customer Support 1,600,735 4313
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Decline Certification

1. If you decide that the
certification document is
incorrect and needs to be
voided, then click the
OTHER ACTIONS button, at
top of document, and then
select the Decline to Sign
option.

Note: The Decline to Sign
option always sets the
Certification Status back to
‘Not Started’. It will not
change the Extension Status.
If you need to change the
Extension Status, contact
your ESD.

2. Inthe pop-up Caution
window, click the yellow
CONTINUE button. If you
decide you do not want to
decline, click the CANCEL
button.

3. Enter the reason for
declining in the Decline to
Sign window text box, then
click the yellow DECLINE TO
SIGN button.

Note: Do not check the box
at bottom. DocuSign requires
for this language to be
displayed. If selected, it will
display the disclosure
consent check box again
when log back into
DocusSign.

R SR = 203 Fmmarrel AL Fepoits  Infd Centes

dudget Expenuiors  View Dske: Import Daks RumEdis Update Sistus - PrmtRepures  Cerifeation

Certification (F-200)
Battle Ground School District {General)

Pleszsa reviaw I documments belov

-
-

Caution

If you select CONTINUE, this document will be voided.

To request changes to this document, please select CANCEL and contact the sender directly with your
request.

“fou can exit signing and save the information you've entared by using the FINISH LATER cption in the
OTHER AGTIONS menu.

CONTINUE CANCEL

Decline to Sign

Please provide a reason for declining:

500 characters remaining

O | withdraw my Electronic Record and Signature Disclosure consent for this and all subsequent envelopes
from this sender's company. Checking this box effectively dissclves this electronic signing relationship.

DECLIME TO SIGN CANCEL

F-200 Training Manual
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Use DocuSign to Approve Certifications (ESD)

1. Once the SD has signed the
Certification, an email is sent
to the ESD notifying that the
certification is ready for R s TSN
signing. Navigate to the SD P—

Lisk Burdget Extensans

extension document and sz o >
CIICk GO' Certification Status signed By District v

Exclude Mot Started

) EEEE =N
Note: The budget must be in show [T e Y

IReady for OSPI Reviewl or Action Schoal Districk + Fund Exlensian Status certification Status Fiscal Year
h ig h e r. i n o rd e r fo r t h e n Batte Grourd School Disinct General Re=ady for DSPL Review Signed By Disinct 2019-2020
Showing 1to'1 of 1 entrizs Previus 1_ et

certificate to be enabled for -
signing.

Customer Suppors: 1,600,725.4311
ECopyright 2015 - 2021

2. The View Data screen opens,
click on the Certification tab [F1o0 T SEi e T
on the navigation bar to i

. ) Select Org  NEW Errallment  £-195  F-185F F-186 F-157 F-366° F-203 Perscrnel  ALE  Reports  Info Canfer  Old =
open the Certification page.
. . List Budgel Extensicns  View Datz  Imporl Data: Run Bdits  Update Status  Print Reports - Gertification Logout
To begin the review and
Certification (F-200) Educatioral Servics District 112 [06301)

approval, click the Sign
Battle Ground Scheol District (General)
Document bUtton . The decument has been sigred by the district.

Frivacy Policy Custamer Support: 1.300.725.4311
Disclaimer ©Copyright 2019 - 2021
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Begin Certification

1. After a few moments, the
DocuSign frame will appear
within your screen. Once the
DocuSign window opens,
read the Electronic Record
and Signature Disclosure, and
click the required check box
to continue, ‘I agree to use
electronic records and
signatures.’

Note: This disclosure consent
will only appear once for the
first time you open DocusSign
for certification.

Note: The budget must be in
‘Ready for OSPI Review’ or
higher in order for the
certificate to be enabled for
signing.

2. Once you select the
disclosure check box, the
yellow CONTINUE button will
appear. Click the CONTINUE
button.

View Certification and
Attachments

1. The certification will display in
the screen. To view the
documents the District
attached, scroll below the
certification document in the
DocuSign frame and they will
display one after the other.

School

OSP| Tt~ Apportionment & Finandial

et Exter e Oty | Sowert Dals Bum K¢ e ek et Repuris: | etization
Ccertification (F-200)
Battie Grouad School District (General)

Please Review & Act on These Documents

- SATS Doveiopar

© cusiiip e K v | Comn B Bt K

Cerlification (F-200)

Battle Ground School District (Debt Service)

Plamca review the cocuments belew.

Educatonal Service District 112 (06801)

m OTHER ACTIONS v

F00 Carifisetoe for Baltls Eeoun School Distec

Doeuign Crvakoe 10 (4158606704 D0GI63A 1NECIAZSFSDE

BATTLE GROUND S5CHD0L ISTRICT
CLARK COUNTY, WASHINGTON
RESOLUTION NO_ 1-2020,/2021

TR OF BUCGET KTENSIN. CAFTAL PROMCTS FUND

3

S Crungs Lasgoage - Eacien (UG ¥ Saprrgtt @ 2% Desdign b | Va1
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Finish Signing Document

1. When you are ready to approve
the certification, click the yellow
START button. The yellow FILL
IN icon will automatically move
down to the ESD Use Only
section. First enter the
approved extension amount,
using thousands comma and
period decimal separators (e.g.,
Hit HH B 8.

2. Then tab to the field to type in
your Title. (You can also use
your mouse cursor to move to
each field on the certificate.)

Note: The From and To amounts
will automatically populate from
the system.

Note: The final signed Date for
your approval will be added
automatically when you click
FINISH.

3. To add your signature, click on

the yellow Sign icon. Select your

signature and click OK.

OSPI Zimrer=  Apportionment & Financial |

TVICES

Errolimans 195 - F-1a&F 195 F 00 Fox Fersarnel & feomrts  Grfs Cantsr

Certification (F-200)
Battle Ground School District {General)

Plaase reviw the documents balow.

Decusign L ]

Semern T oW Db e | G

certification (F-200)
Battle Ground School District (General)

Satact the sgn fiekd to ceale and add your sgraturs

DocuSign S Coasie e T

F-200 Training Manual
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4. When you are ready to
complete the certification
signing, click the yellow FINISH
button at top of document to
complete the approval signing.

5. Once you have signed the
certification, a View
Document button appears on
the Certification page allowing
you to view the certification
only; the attachments will not
display.

Note: The signatures will not
appear on the certification
until OSPI signs the
certification.

6. The Budget document now
has a Certification Status of
‘Signed by ESD’ on the List
Budget Extension screen.

School -
Apportionment & Financial
Sorvices |

OSPI Tzt

Certification (F-200) Educatanal Service Districs £12, (06831
EBattle Ground School District (General)

Dona! Select Finist o send e pompleted dopument.

School

! osM W&'m Apportionment & Financial

F:200 F203 Personnal ALE Reports Info Canter

Balect Org  NEW Enrollment

List Budget Extensions Prnt Reports  Certification Logout

Certification (F-200)

Educatonal Service Dustrict 112 (06801)

Battle Ground School District { General}

Your certification has been updated with a status of Signad By ESD.
View

Customer Support: 1.800.725.4311
©Copyright 2019 - 2021

Privecy Policy
Dizclaimer

OSP] ol  Apportionment & Financial

EI HERRAE e i ik
List Budget Extensons

List Budget Extensions (F-200) Educational Service District 112 (06301

School District - AR ~

Budget Extension - Al ~
Status

Certification Status Signed By ESD o

Exclude Not Started 5

show entrics

Search:

Action Schaool District “  Fund Extension Status Certification Status Fiscal Year

Showing 1 to 1 of 1 entries

Batte Ground School District Gereral Ready for OSPE Aeview signed By ESD 2019-2020

Previous 1 et

Frivacy Folicy
Disclaimer

Customer Supgort: 1.500,7235.4311
SCopyright 2019 - 2021
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Finish Signing Later

1. There may be a time when
you need to come back to
review and complete the
signing. To stop the
DocuSign process, click the
OTHER ACTIONS button, at
top of document, and then
select the Finish Later
option. The DocuSign
window will close, and the
Certification screen will
display, “Your certification
process has begun”, with a
Sign Document button.

2. Once you open the DocuSign

certification window, the
Certification Status is
changed to ‘Started by ESD’
on the List Budget
Extensions page.

Return to Sign Document

1. When you go back into the
Certification tab again, the
Certification screen will
display, ‘Your certification
process has begun’. Click the
Sign Document button to
sign the document.

Certification (F-200)

Battle Ground School District { General)

Plegse revew e documenits befow.

Exinsfice Frmskyss 103 36 1A0F 44 4E A0 M0 ACDE AEARAT

B g sgeim v | Smpgnes

School

OSPI " im="  Appertionment &

List Budget Extensions.

List Budget Extensions (F-200)

School District 2ol =
Budget Extension - &ll
Status

Certification Status Al

Exclude Not Started
==
Showe (11> Jentries

Action School Dictrict

Search:

=3 Battie Grourd School District
Battie Ground School District
Battie Ground Schoal District

Bettle Ground School District

Cartification Status Fiscal ¥aar
Started by ESD 2019-2020
Het Started 2019-3020
ot Started 2019-2020
Mk Started 2019-2020

of 4 entries

Customer Support: 1.600.725.4311

DCapyright 2046 - 2031

Certification (F-200)

Battle Ground Scheool District { General)
Your certficetion process has begun.
Sign Decwment

Privacy Policy
Dizclaimer

Educational Sarvice District 112 (06801

Customer Suppori: 1.800.725.4311
ECopyright 2019 - 2021
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Decline Document

1. If you decide that the I—— —
certification document is s s e e,
incorrect and needs to be Certification (F-200) ok RN T £ L
VOIded, then Cllck the Battle Ground School District { Ganeral)
OTHER ACTIONS button, at

Pligse reiew s documernts befow.

top of document, and then TR
click the Decline to Sign — e ST St i
option.
Note: The Decline to Sign
option always sets the
Certification Status back to
‘Not Started’. It will not
change the Budget Extension
Status; you will need to —
manually change it. See ESD e et e, )
Update Status section in this o  ———— S =
guide.
*
Caution
2. Inthe pop-up Caution
WlndOW, CIICk the ye”OW If you select CONTINUE, this documant will be voided.
CONTINUE button. If you T et hanges 0 s Soume, lssse seest CANCEL ans cantac e sener drscty wifl your
deCIde you do nOt Want to ‘:}qu car: exit signing and save the information you've entered by using the FINISH LATER option in the
decline, click the CANCEL OTHER ACTIONS menu.
button.
CONTINUE CANCEL
b4

3. Enter the reason for
declining in the Decline to
Sign window text box, then
click the yellow DECLINE TO
SIGN button.

Decline to Sign

Please provide a reason for declining:

Note: Do not check the box

at bottom. DocuSign requires

i O | withdraw my Electronic Record and Signature Disclosura consent for this and all subsaquent envelopes
for thIS Ianguage tO be from this sender's company. Checking this box effectively dissclves this electronic signing relationship.

500 characters ramaining

displayed. If selected, it will
display the diSCIOSUre DECLIME TO SIGN CANCEL
consent check box again
when log back into
DocusSign.
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4. After declining the
certification, the List Budget
Extension screen will display
the Certification Status as

List Budget Extensions

List Budget Extensions (F-200) Educstivnal Service District 11
‘Not Started’. Sco! Dbt =
Budget Extension Status 20l -
Certification Status Al -

Note: You will need to Exclude Not Staited 3
manually change the SR — —_—
Extension Status to allow the

Action Schaol Districk * Fund Extension Status Certification Status Fiscal Vear

district to make necessary [~ I

Bate Ground School Distnct Debt Service In Process at District Not Started 2019-2020

updates. See ESD Update et et i PO R NS 3 et
Stat u S SeCt | 0 n | n th i S gu id e . Batthe Ground School District Trarsportation Yehicle Tn Process at Dighrict Hot Started n01e z.cza

Showing 1 to 4 of 4 entries Prayious 1

School Distrct Genaral Ready for OSPI Review Hot Starbad 2019-2020

Privacy Pebcy Customer Suppart: 1.300.7254311
Driszlaimer ECopyright 2019 - 2021
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Use DocuSign to Approve Certifications (OSPI)

1. Once the ESD has signed the
Certification, OSPI may go into
the certification to review and

List Budget Extensions
approve' OSPI users do nOt List Budgel Extensions (F-200) Rffice o Superintendent of Pullbe Tstrction (CSPr)
receive an email notification - - .
when the certificationisready §
4 - A v
for signing. You will need to
. . . Budget Extenslon Status M -
filter in the List Budget
. LCertrfication Stotus Sigred By FSD Ll
Extensions screen for
Basis Type - - "

Certification Status of ‘Signed
by ESD'. Class Al v

Euclsde Mot Started 5
Note: The budget must be in e
‘Ready for OSPI Review’ or Stow (1D entrs N
h |g h er | no rd er fo rt h e Action  ESD * schaol District Fund ~ Extension Status Certification Statos BasisType  Class
ce rt|f| cate to be ena b I ed for BEN  clucsbors Sevice Distit 112 Baitle Ground School Ditrit Gereral  File) Appraved Signed By ESD boorual Bass tst -:::;n.m—:u
. . Showing 1 tot of 1 erkries preves. |t | me
signing. [

Customer Support: 1.800. 7254311
ECopyright 1218 - 2021

2. Navigate to the SD Budget
document and click on the

EW Enrollment  F-155 F-1%3F F-196 F-13F F-2B0 7200 Persoonel ALE  Apporfionment. Reporis: Info Cente

Certification tab on the . et 3 e S
naVIgatIOI"I bar tO Open the Certification (F-200) Office of Superintendent of Public Instruction (OSPL)
Certification page. To begin Battle Ground School District (General)

The document hac been cigned by the ESD.

the approval, click the Sign
Document button.

Privacy Policy Customer Support: 1.800.725.4311
Disclaimer BCopynght 2010 - 2031
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School

Begin Certification OSPY ez Apporionment s Foancn |

1. After a few moments, the i T o G 1 ot A i
DOCUSIgn frame WI” appear _I'-.-ell-i-l'lcaliull iF m-t:)-:-: LS | T = ,_“;-.
within the screen. Bt v st s
Once the DocuSign window ;'1:1& Acton These Documents o

opens, read the Electronic
Record and Signature
Disclosure, and click the
required check box to
continue, ‘I agree to use
electronic records and
signatures.’

Note: This disclosure consent
will only appear the first time
you open DocuSign for o Py
certification.

Certification (F-200) Cffic o SupenrkEndsnt of Pulii: Irstnedion {055)

Battle Ground Schoo! District { General)

2. Once you select the Pieoen Ty St o ooty DocuSign
disclosure check box, the W=
yellow CONTINUE button will T e i =
appear. Click the CONTINUE
button.
Certification (F-200) Educational Servics District 112 (06801)
Bottc Ground School District (Debt Service)
s o 5 s e i P —
View Certification and @
Attachments

1. The certification will display in

the screen. To view the R B S

documents the District S e S

attached, scroll below the S—
certification document in the A s
DocuSign frame and they will

datrict o
Y W

the st of the

display one after the other.

btumes o, isdocs -

3

DiocuSign & Crunge Lagasge - Kl (UG ¥ Sapyngtt @ 22T Desilign e | VGR
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Finish Signing Document

1. When you are ready to
approve the certification, click
the yellow START button. The
yellow NEXT icon will
automatically move down to
the OSPI Use Only section.
First enter the approved
extension amount, using
thousands comma and period
decimal separators (e.g.,

Hit HH B 8.

2. To add your signature, click on
the yellow Sign icon. Select
your signature and click OK.

Note: The From and To
amounts will automatically
populate from the system.

Note: The final signed Date for
your approval will be added
automatically when you click
FINISH.

3. When you are ready to

Certification (F-200)
#attle Graund School District {General)

Select 12 sign Dek] 1o craats 2nd add your sigratrs.

m OTHER ACTIONS »

NE1cH 11a Schont
OSPISzimns Appoctionment & Fnancial |

certification (F-200)

Battle Grourd Schocl District (General]

Done! Select Finkh 1o send the completed document

. Cestifieabon

. . s BB s
complete the certification :
signing, click the yellow FINISH o nm—
button at top of document to
complete the approval signing.

ol X
DocuSion B oo Dfe U0 ¥ | DB Dl er 0
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4. Once you have signed the
certification, a View Document
button appears on the
Certification page allowing you
to view only the certification
document with entered data
and signatures.

To view or print all of the final
‘Complete’ documents with
attachments, you will need to
log into the DocuSign portal:
https://www.docusign.com/
and go to ‘Completed
Documents’.

5. The Budget document now has
a Certification Status of
‘Complete’ on the List Budget
screen.

6. Once OSPI signs the
certification, email notifications
are not sent to the SD and ESD.
The SD and ESD will need to go
to their List Budget Extensions
screen to view the Certification
Status for the budget.

7. The ESD can filter the
Certification Status for
'Complete’ on their List Budget
Extensions screen.

School

OSP] otsatigmr™  Apportionment & Financial |
Select Org  NEW Enrolment F-185 F-185F F-136 F-187 F-200
tBudoet Exiensions View Data ImportData  Run Edits  Update Status

Certification (F-200)

Battle Ground School District {General)

Your certification has been updated with o status of Complete.

Privacy Poiicy
Disclaimer

ds © =

Help  Feedback

F-203 Personnel ALE Apporbionment Reporis Info

Print Reporis  Certfication Logout

Office of Superintendznt of Public Instruction {OSFI)

Customer Support: 1.800.725.4311
©<Copyright 2019 - 2021

F-2o0
Lt Dudget Extensiorm

List Budget Extensions (F-200)

EsD -l -
Scheol District - all -
Badgat Extencion Status Al v
Certilication Status Comdete =
Bask Typa ] w
Class -l b

Exclude tat Started 5

Show [[0_ v | eatrics Saarch:

Action £s0 “ school District Fund Extension Status Certrication Status Basis Tyne Class
B cdocesionsl sevvice District 112 stz Ground School District Genensl  Plediaporoed Complets Hcous Basis 15k Clmss District
BEE cducetionst service nistrict 123 tisafin-anatore Schoo Tistrict Gareral  Flediopproved Compiete accunl Basis

Shewing 1 t3 2 of 2 eniries

Cimtamer Support: 1.000.729.4311
opynght 2045 - 2031

List Budget Extensions

List Budget Extensions (F-200)

School District A v
Budget Extension Status - Al v

Certification States Compiite bed

Exclude Mot Started B
Show 10

 |entries

Action Schoal District *  Fund Extansion Status

Search: |

Certification Status Fiscal Year

Battle Ground Schaol District Gereral FiledApproved

Campiete 20148-2020

Showirg 1 te 1 of L enkries

Privacy Palicy
[iscasmer

Castomer Supgort: 1,500.725.4311
£Copvmaht 2019 - 2021
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https://www.docusign.com/

Finish Signing Later

1. There may be a time When Teiect Org. NEW Encaliment  F-195  FigE 195 FI37 FEE0. F201 Personoel ALE  Apcorionmert  Feports: nfa Cemter  AdminToals old =
you need to come back to T ——— -
review and complete the Battle Ground Schasl District [Gencral]

Pcsss, renvenw tho cocumants b,

signing. To stop the DocuSign
process, click the OTHER
ACTIONS button, at top of
document, and then click the
Finish Later option.

| 8 &8 B a Frist Laise "

sraat

A

The DocuSign window will
close, and the Certification
screen will appear saying,
“The document has been
signed by the ESD”, with a
Sign Document button.

2. On the List Budget page, the i Mot
Certification Status still i e s i ;
displays ‘Signed by ESD’. OSPI | = 2
users do not have a TR X
certification status indicating o g - =
OSPI has started their signing. i e =
Ewchide Mot Skarted 5
EETTREES
Shaw [30 ¥ entries semh:l—|
Actson esn e School District Fund Extension Status Certification Status Basis Type Class.
BB oot Servisa Dunct 122 Baba Ground Schocl Diskick Ganaral  Filad/dparsved Signed By E50 Aecrun’ Baais 1k Cluns Diskrict

Return to Sign Document

1. When you go back into the
Certification tab again, the

Certiﬁcation screen WI” SelsckQrg  NEW Enmliment  F-135  F-195F F-136 F-187 E-200 F-203 Personns!  ALE Apportionment  Reports I
. “ List Budget Extensicns  View Data: Impert Data  Run Edite  Update Status  Print Reportc | Cartification: Eogout
display “The document has
Certification (F-200) Dffice of Supenntendent of Public Tnstruckion (DSPT)

been signed by the ESD”.
Click the Sign Document
button to sign.

Battle Ground Schocl District (General)
The document has been sigred by the ESD.

Privacy Policy Customer Support: 1.800.725.4311
Diiscleimer ©Cooyright 2018 - 7021
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Decline Document

1. If you decide that the
certification document is
incorrect and needs to be
voided, then click the OTHER || . "™
ACTIONS button, at top of
document, and then click the : peree
Decline to Sign option. S

MBS Lipdats Se tBepons  CHrtfEation

DB Eovtps ] TIRECA} 6384502 423 ETHIO0T TR

Note: The Decline to Sign
option always sets the
Certification Status back to
‘Not Started’. It will not
change the Extension Status.
A ‘Filed/Approved’ extension
cannot have its Extension
Status changed back to

‘Return to ESD’. The District Dol o T e
can just create another
extension for the fund with
the corrected data.
X
Caution
2. In the pop-up Caution If you select CONTINUE, this document will b voided.
W| ndOW, CI |Ck the ye”OW To request changes to this document, please salect CANCEL and contact the sender directly with your
request
CONTINU E bUtton . If VOU You can exit signing and save the information you“ve entered by using the FINISH LATER option in the
. OTHER ACTIONS menu.
decide you do not want to
decline, click the CANCEL
CONTINUE CANCEL
button.
3. Enter the reason for declining x

. . . . Decline to Sign
in the Decline to Sign window

text box, then click the yellow
DECLINE TO SIGN button.

Please provide a reason for declining:

Note: Do not check the box at
bottom. DocuSign requires for
this language to be displayed. 500 charactars remaining

If selected, it will diSpIay the O 1 withdraw my Electronic Record and Signature Disclosure consent for this and &ll subsequent envalopes
d isclosu re consent check bOX from this sender's company. Checking this box effectively dissolves this electronic signing relationship.
again when you log back into
DocusSign.

DECLINE TO SIGN CANCEL
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