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1.FINANCIAL MANAGEMENT OVERVIEW

PA Pre-K Counts (PKC) and Head Start Supplemental Assistance Program (HSSAP) Lead Agency (LA) and
Partner users access the Financial Management functions of Pennsylvania’s Enterprise to Link Information for
Children Across Networks (PELICAN) to create financial documents, such as:

e Continuation Grants

o Budgets

Pass Thru Budget (Partners only)

Budget Revisions

Pass Thru Budget Revisions (Partners only)
e Quarterly Expenditure Reports (QER)

e Final Expenditure Reports (FER)

e Inventory Reports

When participating in Pre-K Counts and/or HSSAP, as an LA/Grantee or as a Partner, the Financial Management
process is required for each grant.

Grantees can refer to this user guide for the steps to create any of the financial documents listed above. Grantees
also participating in the HSSAP will follow the same steps to submit a HSSAP Continuation Grant Application.
The process itself does not change, only how some information is populated in the system.

This user guide is intended as a reference tool and is specific to Financial Management Documents. It does not
address every scenario. Please contact your Pre-school Program Specialist (PPS) or the PELICAN Help Desk
for additional assistance. If needed, contact the PELICAN Help Desk at 877-491-3818 or send an email to RA-
ELN@pa.gov.


mailto:RA-ELN@pa.gov
mailto:RA-ELN@pa.gov
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2.PSS Login View

Begin by logging in to the Provider Self-Service (PSS) system (https://www.pelican.state.pa.us/provider) with an
LA User ID and Password.

pennsylvania
PELICAN

PROVIDER SELF-SERVICE

Welcome to Provider Self-Service (PSS)

You can apply for or renew child care licensing, submit ELRC online attendance invoices, submit Keystone STARS requests, update provider profile, and
much more! Click here to access the Professional Development (PD) Registry.

1. Enter in the correct User ID and Password.
2. Click LOG IN.


https://www.pelican.state.pa.us/provider
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Welcome to Provider Self-Service!

Organization Selection

You are linked to multiple organizations. Please click the Legal Entity Name of the
organization you would like to access throughout the duration of this session

If you have access to an Early Learning Organization, please select an ELRC
Invoicing and Correspondence/Licensing location first and then select your Early
Learning Organization when you navigate to ELN.

Legal Entity Name MPIID CCW Provider ID  Legal Entity Address

_ 18 UNITY SQUARE DR, KING OF
Al HILD CENTER IN 48467 1
GABE CHILD CENTER INC 30054846 6114054590 PRUSSIA, PA 19406-2897

UAT TRAINING CENTER 1123 EHECTOR ST UNIT 350,
e D 11 1404 2
INCORPORATED S00503HI5 | 6H1 408999 CONSHOHOCKEN, PA 19428

To change organizations after your initial selection, select "Switch Organization”
located within the Logout dropdown in the upper right hand corner of the Home

Page.

LOG OUT OF PSS

pennsylvania
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3. Click the desired Legal Entity Name link in the table. Note: If the user is linked to a single
Organization, this screen will not display.
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Clint Eastwood -
BOYCHICK CORP
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Link to your Organization! [+] Professional Development (PD) Registry
’ For a tour of the PSS Home Page, click here.

Welcome to Provider Self-Service (PSS)
System Broadcast Messages (0/0) View More .
| < No Broadcast Message to display >

Click on the fields below to expand and view additional options.
INVOICE &

Manage attendance iImwalces and view enroiiments

PROVIDER PROFILE

Manage iocation demographic Information

KEYSTONE STARS
K somran manage Designation Requests. Grant Appications. 2nd
Coaching Requests

EARLY LEARNING NETWORK

ACCess and manage Early Leaming and SLDS Information

[ACCESS ELN FOR PA PKC, HEAD START OR KEYSTONE STARS

ACCESS SLDS

UPDATE EARLY LEARNING PROFILE

LICENSING

Apply for/manage my certfication licensing information

—a bibtiiidin

'pem‘sy‘vama

CORRESPONDENCE

Manage my ELRC correspongdence setings and view comespandences

MY ACCOUNT

Manage my aCCOUMR and Organizion access

4. Click the drawer for EARLY LEARNING NETWORK, then select ACCESS ELN FOR PA PKC,
HEAD START OR KEYSTONE STARS to navigate to the Early Learning Network (ELN).
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Lead Agency/Legal Entity Home

Please select a lead agency/legal entity to access ELN.

ALLEGHENY INT 256007669 Lead Agency Partne!

p—— T
705

12211 rEORGIOS ST. MECHANICSBURG, PA

GOODWILL IND. OF NW PA 555556064 Lead Agency Partner Address-1

00006. Harrisburg. PA 16866-8112

Back To PSS Home b-ceastwood ¥

‘OHELP '

246000376 Lead Agency Partner

PO BOX 1420 UNIVERSITY PARK. PA 16802

5. Click the desired Lead Agency/Legal Entity Name link. Note: If the user is linked to a single

Organization, this screen will not display.
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3.PA Pre-K Counts Home

The PA Pre-K Counts Home screen enables users to navigate to different sections in the PA Pre-K Counts
system, utilized by Lead Agencies, Partners, and Locations with at least one of the following programs:

HSSAP
PKC

pennsylvania
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b-ceastwood ¥

I /“ HOME MY PROVIDERS MY DETAILS  FINANCIAL MANAGEMENT  CHILD INFORMATION ADDITIONALOPTIONSVI

Status:

PA Pre-K Counts Home

Hlerts
e e Broadcast Messages
Correspondence No Current Broadcast Messages
Reports

Welcome to PA Pre-K Counts

(PROVIDER VIEW)

1. Main Navigation Bar

HOME — Click this option to access the PA Pre-K Counts Home screen.

MY PROVIDERS - Click this option to access the My Providers screen.

MY DETAILS - Click this option to access the Providers Details screen.

FINANCIAL MANAGEMENT - Click to access the Financial Management screen.

CHILD INFORMATION - Click this option to access the Location Home screen.

ADDITIONAL OPTIONS - Click this menu to access the following (access PKC Online Help for

more details about these screens):

o TOOLS - Click to access Alerts, Transfers, and Correspondence.

o QUALITY MANAGEMENT - Click to access Quarterly Narrative, Program Review
Instrument, and Waivers.

o REPORTS - Click to generate reports and view them in the Reports Inbox.

HELP — Click to access PKC Online Help in a new browser tab (as seen below).

x
Welcome

e uestes || The Online Help provided in this system is for Early Learning Network and Pre-K Counts users, Please click the PELICAN Early Learning Network logo below to view
updates:

pdates

' pennsylvania
PELICAN
R arin neTworx

and the content provided is optimized for online viewing. For best results, maximize this window.

to topic pages about system functionality, organized within books
ing of topics using key topics
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/nv\ HOME MY PROVIDERS MY DETAILS  FINANCIAL MANAGEMENT  CHILD INFORMATION  ADDITIONAL OPTIONS « @ HELP

PA Pre-K Counts Home

Status:

Alerts Welcome to PA Pre-K Counts

e Broadcast Messages
Correspondence Mo Current Broadcast Messages

Reports

(PROVIDER VIEW)

2. Blue Box

e Alerts — Click to access the Alert Inbox screen.

¢ Financial Management — Click to access the Financial Management screen.
e Correspondence — Click to access the Correspondence screen.

e Reports — Click to access the Report Home screen.
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4.Financial Management Home Page

The Financial Management screen enables providers to access, create, and manage various grant-related
documents, such as budget and budget revision documents, expenditure reports, inventory reports, and
continuation grant applications. Navigate to this screen by clicking FINANCIAL MANAGEMENT in the main

navigation bar. Other navigation paths to this screen may exist.
' pennsy! lvania Back ToPSSHome b-ceastwood ¥
EARLY LEARNING NETWORK
ﬁ HOME MY PROVIDERS MY DETAILS §FINANCIAL MANAGEMENT § CHILD INFORMATION  ADDITIOMAL OPTIONS |9HELP|
FINANCIAL MANAGEMENT |
Financial Management p (PROVIDER VIEW)
IFor a tour of the Early Learning Network Financial Management Page, click here.l

Welcome to the Early Learning Network Financial Management! Here you have access to manage your grants, including Budgets, Pass Through Budgets, Budget Revisions, Pass
Through Budget Revisions, Quarterly Expenditure Reports, Final Expenditure Reports, Inventory Reports, and manage your Continuation Grant Applications.

CREATE APPLICATION PA 16802

Time Period : FY 2023-24 hd

24234

PENN STATE UNIVERSITY

PO BOX 1420 UNIVERSITY PARK
PA 16802

P& Pre-K Counts

FY 2023-24

= Conti ion Grant Applicati 5 Time Period : FY 2023-24 v

39425

PENN STATE UNIVERSITY

PO BOX 1420, UNIVERSITY PARK.

FOR HEAD START

PA Pre-K Counts

1272072023

Submitted

hwn -~

FINANCIAL MANAGEMENT - Click to access this screen.

System Tour link — A pop-up modal opens for system tour.

Time Period drop-down — Select a specific Fiscal Year.

Grants tiles — Provides summarized Grant information. Click to access the Grant at a Glance
screen.

Continuation Grant Application tiles — Click to access the Continuation Grant Application.

pennsylvania

EARLY LEARNING NETWORK
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ennsylvania ;
' e Back To PSS Home b-jday0 ~
EARLY LEARNING NETWORK
ﬁ‘ HOME MY PROVIDERS MY DETAILS FINANCIAL MANAGEMENT CHILD INFORMATION  ADDITIOMNAL OPTIONS OHELP |

FINANCIAL MANAGEMENT |

. . PROVIDER VIEW
Financial Management ( )

For a tour of the Early Learning Network Financial Management Page, click here.

Welcome to the Early Learning Network Financial Management! Here you have access to manage your grants, including Budgets, Pass Through Budgets, Budget Revisions, Pass

Through Budget Revisions, Quarterly Expenditure Reports, Final Expenditure Reports, Inventory Reports, and manage pntinuation Grant Applications.

Lead Agency/Partner:

3Js Daycare - 3355, 3359

3z Daycare - 3358,3359
Partner of Stark Enferprises - 3352, 3355

(Partner of LA)

FYy 2023-24 b ! 2 I

= Grants

378354 387357

3Js Daycare i 3J5 Daycare

1224 Jomby Drive. Harrisburg, § 1224 jomby Drive. Harrisburg
PA 17108 PA 17108

PA Pre-K Coumts Head Start

FY 2023-24 B FY 2023-24

= Continuation Grant Application Time Period : Fy 2023-24 b

6. Lead Agency/Partner drop-down — When logging into PSS as a Partner to an LA, select the correct
LA or Partner from this drop-down.

7. Alert icon — Displays the corresponding number of grants that require action.

10
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4.1 Grant at a Glance

The Grant at a Glance screen displays the high-level Grant Information, Key Dates, and details about associated
Grant documents. This screen can be navigated to by clicking the Grant ID in the orange banner of a Grants tile
on the Financial Management screen. Other screen navigation paths may exist.

Grant at a Glance (PROVIDER VIEW) ll Select. vl E

Provider Detail
Contacis
Grant Summary Contact Log
Grant Structure

Grant Information - - -
Grant Information

Grantee: PENN STATE UNIVERSITY Program Re-:ie\'a_' Instrument
Program: PA Pre-K Counts I(?.Iuﬁarterl';' Marrative

Fiscal Year: 2023-24 Waivers

Grant ID: 2 View Locations

Key Dates

Budget due by: 01/29/2023

Quarterly Expenditure Report | due by: 104152023
Quarterly Expenditure Report Il due by: 01/15/2024
Quarterly Expenditure Report Il due by:  04/15/2024
Final Expenditure Report due by: 08/31/2024

GRANT INFORMATION I GRANT STRUCTURE ‘

Standard Slots Information

Total Standard Slot Types | Total Children Enrolled for Standard Slot Types | Percentage of UNilization for Standard Slot Types

16 17 108.25%

Grant Progress

Budgst FEMM STATE UNNERSITY 07/3172023 0713172023 Final Approved 08/11/2023 Siatus History
Budget Revision 30454 FEMMN STATE UNNVERSITY 1210772023 1211112023 Final Approved 1211172023 Status History J
Pass Through Budgst Revision 39465 ALLEGHENY CHILD CARE ACADEMY INC 12/07/2023 1210772023 Final Approved 1211272023 Siatus History J

NEW BUDGET REVISION - NEW QUARTERLY EXPENDITURE I l NEW QUARTERLY EXPENDITURE II I NEW QUARTERLY EXPENDITURE Il

Select... drop-down — Select a screen title from this drop-down to access the selected screen.
GRANT INFORMATION - Click to access the Grant Information screen.

GRANT STRUCTURE - Click to access the Grant Structure screen.

Documents buttons — Click to access the specified document screen.

Bown =

11
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4.2 Grant Information

The Grant Information screen allows a user to view grant information and associated slot information by Fiscal
Year and Program. This screen can be navigated to by selecting FINANCIAL MANAGEMENT from the PA Pre-
K Counts Home page, then clicking the Grant ID in the orange banner of a Grants tile on the Financial
Management screen. Once on the Grant at a Glance screen, click the GRANT INFORMATION button.

ﬁ HOME MY PROVIDERS MY DETAILS FINANCIAL MANAGEMENT  CHILD INFORMATION ~ ADDITIONAL OPTIONS + |9HELP|

FINAMCIAL MAMAGEMENT GRANT AT A GLANCE

MP1 1D 100270742 Provider Name PENN STATE UNIVERSITY

Provider ID 3254

Grant Information (PROVIDER VIEW) Select. - ﬂ

Provider Detail
Contacis
Select Fiscal Year 2023-24 b Contact Log

Grant Structure
Program: {required) PA Pre-K Counfs W ﬂ Grant Informaticn
Program Review Instrument

Quarterly Marrafive

Wiew Locations
24234 54545 6/30/2024

GRANT STRUCTURE J| PROVIDER DETAILS

1. Select Fiscal Year drop-down — Select the fiscal year for which the grant information for the selected

provider is applicable.

¢ Program drop-down — Select the program for which the grant information for the selected provider
and fiscal year are applicable.

e GO button — Click to see the requested Grant Information.

Select... drop-down — Select a screen title from this drop-down to access the selected screen.

GRANT STRUCTURE - Click to access the Grant Structure screen.

4. PROVIDER DETAILS - Click to access the Provider Detail screen.

wn

12
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4.3 Grant Structure

The Grant Structure screen allows the users to view the Grant Structure associated to a particular grant by
Fiscal Year and Program. Grant information such as Grant Amount, Slots, and Fiscal Year are displayed on the
page. This screen can be navigated to by selecting FINANCIAL MANAGEMENT from the PA Pre-K Counts
Home page, then clicking the Grant ID in the orange banner of a Grants tile on the Financial Management
screen. Once on the Grant at a Glance screen, click the GRANT STRUCTURE button.

I
Grant Structure Select. v m
Provider Detail
Select Fiscal Year: 2023-24 v (PROVIDER VIEW) Contacts
Contact Log

Grant Structure

Program: {required) PAPre-K Counts  » -
) Grant Information
| Program Review Instrument

Quarterly Narrative

Grant Information Waivers

View Locations

Grant ID: 2

FAl Project No: 24234

FAl Grant Name: 4567
Fiscal Year: 2023-24
Grant Amount: $10,000.00

PROVIDER DETAILS 3

Grant Structure

Provider Name Relationship Type Total Pass Through Grant Amount Begin Date End Date View Enroliment Details ‘
THE IMAGIMATION STATION Location $0.00 10/01/2023 08/30v2024 (8] 1
ALLEGHENY CHILD CARE ACADEMY INC Fartner $1.000.00 O7/01/2023 0632024
PHOENIXVILLE AREA YMCA Fartner 33,000.00 12M12/2023 0632024
PIC - WESTMORELAND/FAYETTE $1,000.00 10/01/2023 06/30v2024
PIC - WESTMORELAND 31000.00  10/01/2022 067302024

1. Select Fiscal Year drop-down — Select the fiscal year for which the grant information for the

selected provider is applicable.

o Program drop-down — Select the program for which the grant information for the selected
provider and fiscal year are applicable.

¢ GO button — Click to see the requested Grant Information.

Select... drop-down — Select a screen title from this drop-down to access the selected screen.

PROVIDER DETAILS - User is navigated to the Provider Detail page.

4. Grant Structure table — Displays the Provider Name, Relationship Type, Total Pass Through Grant
Amount, Begin Date, and End Date. Select a radio button under View Enroliment Details to view
the number of slots per enroliment for the provider.

wn
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Grant Structure (PROVIDER VIEW)

. Rettionship Tyee Tofal Pass Throtan GrantAmotnt
Location $0.00

1000142023 06/30/2024

End Date

View Enroliment Details

THE IMAGINATION STATION

ALLEGHENY CHILD CARE ACADEMY INC Fartner 51,000.00 O07/01/2023 06/30/2024

PHOEMIXVILLE AREAYMCA Fartner 53,000.00 12M12/2023 06/30/2024
PIC - WESTMORELANDIFAYETTE Fartner 51,000.00 10/01/2023 06/30/2024

Total Pass Through Grant
Amount

Provider Name View Enrollment Details

$1000.00

10/01/2023 083072024

PIC - WESTMORELAND

Enrollment Details

Number Of Slots
Half Day
Full Day
PKC SKRP Full Day

FKC SKRF Half Day

7
LOCATION MAINTENANCE | LOCATION DETAIL

5. Click the drop-down arrow next to a provider in the Grant Structure table to view Partner pass
through details.

6. Select a radio button under View Enrollment Details to view the number of slots per enroliment for
the provider.

7. LOCATION MAINTENANCE - Click to navigate to the Location Information screen to add
classroom sessions. Note: This button only displays when the View Enrollment Details radio button
is selected for a Location.

8. LOCATION DETAIL — Click to navigate to the Provider Detail screen to view general information
about the provider location or to view Program Participation or STARS Rating history screens.
Note: This button only displays when the View Enrollment Details radio button is selected for a
Location.

14
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4.4 Wayfinder Navigation

The Wayfinder shows which step the user is taking within the Document process.

e [ 4.)

ol
o/ Quarterly Ex»&nestation x Submission Supporting
Confirmation Documentation

Expenditure

1. Green Check — Displays when a section has been completed.
2. Red X — Displays when a section has not been completed.

15
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5.Financial Management Document Processes

5.1 Continuation Grant Application

To begin the Continuation Grant Application process, log into PSS and navigate to ELN as described
previously, click FINANCIAL MANAGEMENT, then click on the desired Continuation Grant application for
Head Start or PA Pre-K Counts tile.

n Grant Structure

=1, TOTAL SLOTS

(PROVIDER VIEW)

=2 PARTMERSMIPS (i

=3 SLOT DISTRIBUTION

f you arnswered “Yes” to the sbove, please indicate these change(s) in the Grant Structure chart below and provide the rationale for these change(s). (2000

=d. SEEVICE LOCATIONS

b and o N
- o ovitder ty € beg £
4.2 Al y u ! y b i t pasing 1 ¢ o
= 5. Additiensl CRanges .
Dot resqueasts for any changes from tha onigrad FY 2023 2024 grant appcaton wih s sucaption of partnar and iocation changes. sready detailed in PrevioUs quostion. (2000
charactors

1. On the Grant Structure screen, fill out the required five sections which include TOTAL SLOTS,
PARTNERSHIPS, SLOT DISTRIBUTION, SERVICE LOCATIONS, and Additional Changes.

16
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(PROVIDER VIEW)

Please modify the below table based on the answers you provided above. If you need to provide justification click the Add icon in the Justification column for that partner or lecation. If you
would like to view or edit a previously added justification, click the Note icon in the Justification column for that partner or location

m e m e — s — Jlustiication m

+ Partner
PENM STATE UNIVERSITY Lead Agency £10.000.00 $8,000.00| 3 oot
@ Enrollment

O PHOENIXVILLE AREA YMCA Partner Location 53,000.00 $0.00 50.00 + + Location
® Enrollment
ALLEGHENY CHILD CARE AGADEMY ocati
O - Partner 50.00 $0.00 5100.00 E #+ Location
INC ® Enrollment
.
THE IMAGINATION STATION Location 50.00 $0.00 @ Enrollment
O PIC - WESTMORELAND/FAYETTE Pariner $1,000.00 £0.00 50.00 + * Location
® Enrollment

-_ $10,000.00 $8,000.00 | $100.00

B CALCULATE nr

lease check this box to indicate all information in this section has been completed.

The table at the bottom of the screen enables the following actions:

2. Remove a Partner or Location by selecting the appropriate checkbox in the Remove? column prior

to saving or navigating to the next screen.

Enter the Projected Grant Amount for the LA.

View enrollment information for the LAs, Partners, and Locations by clicking Enrollment in the

Action column.

5. For Partners and their Locations, enter the Actual Pass Through Amount and add a Justification
for why it differs from the Grant Amount.

B W

== Indicates that a justification must be entered. Click the icon to view a window to enter the
justification.

I Indicates that a justification has already been entered. Click the icon to edit the justification
that was previously entered.

Note: Entries made in this table should be based on answers provided in the previous sections.

6. When changes are entered in the Projected Grant Amount or Actual Pass Through Amount
fields, click the CALCULATE button to view the updated totals at the bottom of the table.

7. Once all entries are completed and confirmed to be accurate, check the Attestation checkbox, then
click the SAVE button. A confirmation windows displays, click SAVE again.

8. After the Confirmation window closes, click the NEXT button to navigate to the Lead Agency
Contacts screen.

17
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Continuation Grant Application (PROVIDER VIEW)
Fiscal Year: 2024-25 Lead Agency Name: 4D Childcare
Program: PA Pre-K Counts Pre-School Program Specialist:
(1) a (3) (4) (5) 6) (7) (8)
v Grant Structure x Lead Agency x Program Operations x Additional Funding x Fiscal Information x Summary and x Submission Supporting
Contacts Attestation Confirmation Documentatior]

Lead Agency Contacts

Please review the contact information below and make necessary updates by clicking the ADD button to add a new Contact Type. or by clicking the Contact Type hyperlink to edit existing
contacts. For each contact, verify that the information is up-to-date by selecting the Verified checkbox.

Contact Information

R mmm Cell Number m i .

n No records are available

O Please check this box to indicate all information in this section has been completed.

PREVIOUS SAVE NEXT

9. If no contacts have been entered, click the ADD button to navigate to the Contact Details screen.

Note: Continue to page 20 to view options for when contacts have already been entered.

18



PELICAN ELN FISCAL MANAGEMENT

USER’S GUIDE

pennsylvania

PELICAN
EARLY LEARNING NETWORK

m L Contact Details

(PROVIDER VIEW)

Contact Type: *

I Cverall Contact

First Name: «

Middle Initial:

Last Name: *

Suffix:

Phone: =

Cell Number: @

Fax:

Email: *

Communication Pref s

SAVE § CANCEL @

Jennifer

Dawson

Select

Jenniferjumps@agmail.com

Please indicate the language preference for notifications + @

Would you like to receive text message notifications? - @ CO¥es ®No I

Overall Contact

I I
I 1
: Authorized Budget Contact 1
Chief Authorized Official 1
I 1
I Enroliment Contact I

PELICAN Contact 1

717-584-7171 i ————— i — - -

| English b

-

10. Fill out the required information.

11. For training purposes, the contents of the Contact Type drop-down are displayed above.
12. To opt in to receive notifications via text messaging, select the radio button for Yes.

If Yes is selected, follow the steps below:
12a. Click the

link.
12b. Click VERIFY MY NUMBER.

Note: A verification text will be sent to the phone

number entered in the Cell Number field.

Communication Preferences

Please indicate the language preference for notifications « @ Select v

Would you like to receive text message notifications? « @ ®Yes CNo

I have read and reviewed the Text MessagingjTerms and Conditions and Privacy Policfjwith the provider. Message and Data rates may apply. Message frequency varies

I have verified the Cell Number can receive text messages. VERIFY MY NUMBER

13. Once all information is entered, click the SAVE button.

Note: The DELETE button enables the removal of a previously saved contact, and it is disabled when

initially entering a new contact.
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Lead Agency Contacts (PROVIDER VIEW)

Please review the contact information below and make necessary updates by clicking the ADD button to add a new Contact Type. or by clicking the Contact Type hyperlink to edit existing
contacts. For each contact, verify that the information is up-to-date by selecting the Verified checkbox

Contact Information

OptIn Status Verified

n b PELICAN Contact Steven Smith T17-123-4567 StevenSmith@gmail.com

a

Enroliment Contact Ashley Anderson T17-234-5678 AshleyAnderson@gmail com
Chief Authorized Official Matt Martin T17-345-8789 MatiMartin@gmail.com ﬁ
Overall Contact Jimmy Johnson T17-456-7880 JimmyJohnson@gmail.com P

5]
4]

Authorized Budget Contact Tim Thompson 717-567-8901 TimThompson@gmail.com

lease check this box to indicate all information in this section has been completed.

PREVIOUS

B—pm

14. To edit a previously saved contact, click the appropriate Contact Type link.

15. Indicates if a contact is opted in to receive text message notifications as well as email.

16. Select checkboxes in the Verified column for each contact whose information has been verified.

17. Once all entries are completed and confirmed to be accurate, check the Attestation checkbox, then
click the SAVE button. A confirmation windows displays, click SAVE again.

18. After the Confirmation window closes, click the NEXT button to navigate to the Program
Operations screen.
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Program Operations (PROVIDER VIEW)

Please read and respond to the question(s) on this page.
Staff Qualifications
= 1. LEAD TEACHER CERTIFICATION (required)

Complete a row for each provider that will be funded through this Grantee and provide the information indicated based on your CURRENT LEAD TEACHERS. Please verify that the Lead
Agency and ALL Partners identified in the Grant Structure are listed.

Provider Name Total Number of Lead Number of Lead Teachers with ECE Instructional Reason Lead Teacher does not hold ECE Instructional Certification (NA if columns 3
™ Teachers (*) Certification (*) and 4 are equal) (%)

Smith Elementary 2

Grantee-Specific Requirements

= 1. AGENCY-SPECIFIC QUESTION (required

Please obtain an agency specific question from your Preschool Program Specialist. Copy the question and paste it here along with your response to that question. (2000 characters or less)

Please check this box to indicate all information in this section has been completed.

19. Fill out the required two sections, which include Staff Qualifications and Grantee-Specific

Requirements.
20. Once all entries are completed and confirmed to be accurate, check the Attestation checkbox, then

click the SAVE button. A confirmation windows displays, click SAVE again.
21. After the Confirmation window closes, click the NEXT button to navigate to the Additional Funding

screen.
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Additional Funding (PROVIDER VIEW)

Please read and respond to the guestion(s) on this page.

= 1. ADDITIONAL FUNDING REQUEST (required)

IF THERE ARE ADDITIONAL FUNDS AVAILABLE, would this Grantee be interested in requesting additional funds for standard slots?

Oes

Ono

1.1. If you answered "Yes" to the above, please fill out the chart below, showing ONLY the Total Additional Funding & Slots this Grantee would like to reguest IF AVAILABLE FOR RE-
DISTRIBUTION. (required)

Funding Requested (Enter Whole Numbers ONLY - No Symbols) {*) Standard Full-Day Slots Requested (*) Standard Half-Day Slots Requested (%)

1.2. Additionally, please provide rationale for any Additional Funding and Slots. Are you currently fully enrolled? What is your waitlist number? Describe the need in this

community (2000 characters or less) (required)

lease check this box to indicate all information in this section has been completed.

22. Fill out the required Additional Funding Request section.
23. Once all entries are completed and confirmed to be accurate, check the Attestation checkbox, then

click the SAVE button. A confirmation windows displays, click SAVE again.
24. After the Confirmation window closes, click the NEXT button to navigate to the Fiscal Information

screen.

PREVIOUS
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Fiscal Information

Please read and respond to the question(s) on this page.
Staff Salaries
/ = 1. LEAD TEACHER / HOME VISITOR FUNDING required)

Complete a row for each LEAD TEACHER that will be funded through this Grantee and provide the information indicated. ** NOTE: Reperting of this information is in ne way a waiver of
program siaff qualification requirements.

TOTAL Number of
Early Childhood TOTAL Annual Salary Number of PA Pre- | TOTAL Number Number of PA Pre- | TOTAL Number Number of PA Pre-K Children in

Education {Enter Whole Number K Counts Work of Work Days K Counts Work of Work Hours Counts Children in Classroom(s) Assigned
Cerfified? (%) OMLY - No Symbols) (%) Days per Year {*) per Year (%} Hours per Day (%} per Day (%) Classroom(s) Assigned (*) | (%)

L Classroom Enrollments

= 1. ANTICIPATED CLASSROOM INFORMATION (required

Complete a row for each anticipated CLASSROCM under each Location that will serve PA Pre-K Counts children through this Grantee and provide the information indicated. **Note: Total
Pre-K Counts enroliments for all classrooms must match total enroliments for the grant.

Location Classroom PA Pre-K Counts Standard Full-Day Slots in | TOTAL Number of Full-Day Children in PA Pre-K Counts Standard Half-Day Slots in | TOTAL Number of Half-Day Children in
Name {*) Name (*) this Classroom (*) this Classroom (*) this Classroom (%) this Classroom (*)

Location Enrollments
= 1. ANTICIPATED LOCATION INFORMATION (required)

Complete a row for each anticipated LOCATION that will serve PA Pre-K Counts children through this Grantee and provide the information indicated. **Note: Total Pre-K Counts enrollments
for all locations must match total enroliments for the grant.

Location Name PA Pre-K Counts Standard Full-Day Slots in this TOTAL Number of Full-Day Children in this PA Pre-K Counts Standard Half-Day Slots in this TOTAL Number of Half-Day Children in this
(] Location (%)} Location [*) Location [*) Lecation (%}

|lease check this box to indicate all information in this section has been completed.

25. Fill out the required three sections which include Lead Teacher Funding, Classroom Enroliments,

and Location Enroliment.

26. Once all entries are completed and confirmed to be accurate, check the Attestation checkbox, then
click the SAVE button. A confirmation windows displays, click SAVE again.

27. After the Confirmation window closes, click the NEXT button to navigate to the Summary and

Attestation screen.
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Grant Summary

Please review the Grant Summary below. If any details need to be updated, please retumn to the Grant Summary screen to make the necessary changes.

_ 202024 _

Grant Amount $10,000.00 $10,000.00
Half Day 10 10
Full Day 5 &
PKC SKRF Full Day g &
PKC SKAP Half Day g &

Attestation
hereby declare that the information in this application is true, complete, and accurate to the best of my knowledge. (required)

Submission Comments

El-

Please enter your text. You can expand the text box by clicking and dragging the bottom right hand comer.

e
Characters Remaining:3500

‘m

B
28. Ensure all entered information is correct, then select the Attestation checkbox.
29. Enter Submission Comments in the field.

30. Click the SAVE button.
31. Click the SUBMIT button to navigate to the Submission Confirmation screen.

24



pennsylvania

PELICAN
EARLY LEARNING NETWORK

PELICAN ELN FiscaAL MANAGEMENT
USER’S GUIDE

Continuation Grant Application

Fiscal Year: 2024-25 Lead Agency Name: 4D Childcare
Program: PA Pre-K Counts Pre-School Program Specialist:
(1) { 2] {3) (4] {5 {6 ) n {8 )
V Grant Structure V Lead Agency V Program VAddltmna Funding V Fiscal Information v summary and &/  Submission Supporting
Contacts Operations Attestation Confirmation Documentation

PRINT

Submission Confirmation

Thank you!

Your Continuation Grant Application (Document ID 39930) has been submitted. You may track this document through the Grant at a Glance page within Financial Management. In
order to view the information on this form at a later date, please click the PRINT button to save and print a copy for your records

If applicable, please upload relevant supporting documents by clicking UPLOAD SUPPORTING DOCUMENTS. If not applicable, please exit the document by clicking EXIT
DOCUMENT.

Your document has been submitted for review.

PREVIOUS EXIT DOCUMENT E UPLOAD SUPPORTING DOCUMENT

Notes:

e Click the PREVIOUS button to navigate back one step in the Wayfinder.
o Click the EXIT DOCUMENT button to navigate to the Financial Management screen.
e Click the PRINT button to download a copy of the submitted document.

32. Click the UPLOAD SUPPORTING DOCUMENT button to access the Supporting Documentation
window.
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Supporting Documentation

Instructions to Manage Documents:

1. Select the decument type from the drop-down.

2. Click the ADD DOCUMENT button and a new window will appear.

3. Select the correct file folder on your desktop/laptop and attach the desired document

4. To add additional documents, select the document type from the drop-down and select the ADD DOCUMENT button. Please see file formats and size restrictions below

5. IT you wish to delete a file, click the trash can icon next to the file.
6. Once you are done, click the SUBMIT button.

File Formats Accepted: JPEG, BMP, PNG, Excel (.xIsx), Word (.docx), and PDF.
Maximum File Size: 10 MB

Note: Microsoft Word and Excel files with a .doc or .xIs extension cannot be uploaded. In order to convert these files to compatible formats, ensure that while saving the document on your
deskiop, the 'Save as type' is either .docx or .xIsx. Additionally, files may also be converted to PDF by selecting PDF (*.pdf) from the 'Save as type' drop-down list.

foetment iype Pocument Received Date Pate Uploaded Uptoaded BY _I

Additional Information tion Grant Application Test 226 2292024 2029/2024 b-janijehnso 0.01 MB

Document Received Date 4/15/2024

ADD DOCUMENT

Select Document Type...
Additional Information
Other

PREVIOUS

m SUBMIT

When requested, follow the steps below:

Document Upload Confirmation

33. Click the Select Document Type...
drop-down and select a document type. Your documents are in the process of being uploaded. This process can take
several minutes. Please check back later to access documents. Note that the

34. Click the ADD DOCUMENT button. A documents list will not display the new file names until the upload is complete.

File Explorer window opens. Select the

appropriate file and click Open. m
35. Click the SUBMIT button.
36. Click the CLOSE button.

Note: After documents have been successfully uploaded, a link to the document displays in the table on
this screen. Allow at least five minutes before checking back to view the link in the File Name column.
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5.2 Budget Detail

To begin the Budget Detail process, log into PSS and navigate to ELN as described previously, click
FINANCIAL MANAGEMENT, then click on the desired Grant tile in the Grants section. Once on the Grant at a
Glance screen, click NEW BUDGET.

Grant at a Glance Select.. v E

Grant Summary

Grant Information

Grantee: 4D Childcare
Program: Head Start
Fiscal Year: 2024-25
Grant ID: 3367

Key Dates

Budget due by:

Quarterly Expenditure Report | due by: 1011512024
Quarterly Expenditure Report Il due by:  01/15/2025
Quarterly Expenditure Report lll due by:  04/15/2025
Final Expenditure Report due by: 08/31/2025

GRANT INFORMATION § GRANT STRUCTURE

Standard Slots Information

Total 5tandard Slot Types | Total Children Enrolled for S5tandard Slot Types | Percentage of Uilization for Standard Slot Types

0 [v] 0%

Grant Progress

Pocument D Started On Sufmified On Current Stzfus — m

No Data Found.

NEW BUDGET ‘

1. Click the NEW BUDGET button.
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Budget Detail

Grant Amount: $0.00
Total Amount Entered: $0.00
Percentage of Grant Amount : $0.00%

Salaries

Total Budgeted: $0.00

Supplies & Equipment

Total Budgeted: $0.00

Total Budgeted: $0_00

SUMMARY BUDGET

Pass Through Funds
Total Budgeted: $0_00

Fiscal Year: 2024-25 Lead Agency Name: 4D Childcare FAl Project No: 0000
Program: Head Start Pre-School Program Specialist: FAl Name:
AUN: 56264
n 2 3 a
Budget xArrestation x Submission Supporting
Detall Confirmation Documentation

Below is the summarized Budget for the following categories: Salaries, Benefits, Supplies & Equipment, Maintenance, Services, Other Expenses, and Pass Through Funds (if applicable). To
complete the Budget, detail the budget line iterns for each category and submit. For guidance on how to complete the budgst, click here to access Fiscal Supplement document.

Benefils

Total Budgeted: $0.00

Maintenance

Total Budgeted: $0.00

‘Other Expenses

Total Budgeted: $0.00

Note: Not all drawers will be applicable. For example, not all grantees have a partner, so they will

not complete the Pass Through Funds drawer.

2. Click the button for an applicable drawer.
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Budget Detall

Below is the summarized Budget for the following categories: Salaries, Benefits, Supplies & Equipment, Maintenance, Services, Other Expenses, and Pass Through Funds (if app
complete the Budget, detail the budget line items for each category and submit. For guidance on how to complete the budget, click here to access Fiscal Supplement document

Grant Amount; $0.00
Total Amount Entered: $0.00
Percentage of Grant Amount : $0.00%

Salaries Benefits

Total Budgeted: $0.00 Total Budgeted: $0.00

Line Item By Category Amount Supplies & Equipment
Child Health & Development $0.00 Total Budgeted: $0.00
Family & Community Partnership S$0.00
Other Related 50.00
Program Design & Management $0.00

Services

Total Budgeted: $0.00
L & Enter Details

3. Click the Enter Details button.

Salaries Details

Line Item details for each category can be found below. Select a Line Item and click the EDIT button to update
information related to the Line ltem. Reference the Recommended Range column when inputting the whole
dollar amount.

Category Modal Steps: Line ltem Details
R N N

(55250 - S6750)
(35% - 45%)

50.00

Select a line item.

Click the EDIT button.

Enter the Amount.

Enter the Description.

Enter the Justification (if applicable).

Click the SAVE button.

0. Repeat steps 4-9 for each line item, as
needed.

11. When finished, click CLOSE.

Child Health & Development

Family & Community
Parinership

Other Related

& eprT] W DELETE

Budget Detail
Budget Line Item: Child Health & Development

= © N o

Amount: (required)

Description: e(required)

Characters Remaining: 3500
ustification: @

mm-n

FEP B P

Characters Remaining: 3500
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Budget Detail
Fiscal Year 024-25

AN 36264

Budget Detail

Lead Agency Name

Pre-Schoal Program Specialist

2

3 Ancestation

Balow is the summarized Budget for the following categories: Salaries, Banefits, Supplies & Equipment. Maintenance, Serdces, Other Expenses, and Pass Through Funds (if appliicable). To
complete the Budgel, detail the budge! line Bems for each category and submit. For guidance on how 1o complete the budget, glick hers 1o access Fiscal Supplement documant

$0.00
£0,00

£0.00%

Tooat Borigeted: 1 80

Masn Theugh Funds

Totel Bucigeted: 2008

SUMMARY BUDGET

A0 Childzarg FAl Project Mo
FAl Mame

3 4

Supportng

M submission
Documentassn

Confrmation

Sterartt

Tolsl Budgeied 30 00

Cehas [ opennan

Todni Bhsigeied 10 08

12. Complete each applicable drawer by repeating steps 2—11 for each remaining drawer.
13. When finished, click the NEXT button to navigate to the Attestation screen.
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ﬂ HOME MY PROVIDERS MY DETAILS FINANCIAL MANAGEMENT CHILD INFORMATION ADDITIONAL OPTIONS v | OHELP ‘

FINANCIAL MANAGEMENT GRANT AT A GLANCE
Budget Detail

Fiscal Year 2024-25 Lead Agency Name 4D Childcars FAl Progect No

nool Progr am Specialist FAI Narme
AUN
) [z ] ; :
« Budget ¥ Atcestation K Submission Supporting
Detail Confirmation Documentation

Attestation

nl hereby declare that the information given In this document is true to the best of my knowledge.(required)
Submission Comments
Characters Remaining 3500
CANCEL

14. Check the Attestation checkbox.

15. Enter Submission Comments.

16. Click the SAVE button.

17. Click the SUBMIT button. Then click the SUBMIT button again to confirm.
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FINANCIAL MANAGEMENT | GRANT AT A GLANCE

Budget Detail
Fiscal ¥ 1425 L sncy N
TOgrd 1 Pre o F
IN
1 2
o Budget o Attestation
Detail

Submission Confirmation

Thank you!

Your document has been submitted for review.

PREVIOUS EXIT DOCUMENT

'ﬁ‘ HOME MY PROVIDERS MY DETAILS FINANCIAL MANAGEMENT CHILD INFORMATION

o7 Submission
Confirmation

ADDITIONAL OPTIONS | OHELP

FAl Project No
FAl Narms

4

Supporting
Documentation

Portable Document File (FDF) hd m

Your Budget (Document ID 39926) has been submitted. You may track this document through the Grant at a Glance page within Financial Management. In order o view the information on this
form at a later date, please click the PRINT button to save and print a copy of your records

If applicable, please upload relevent supporting documents by clicking UPLOAD SUPPORTING DOCUMENTS, If not applicable, please exit the document by clicking EXIT DOCUMENT.

UPLOAD SUPPORTING DOCUMENTS

Notes:

o Click the PREVIOUS button to navigate back one step in the Wayfinder.
o Click the EXIT DOCUMENT button to navigate to the Grant at a Glance screen.
o Click the PRINT button to download a copy of the submitted document.

18. Click the UPLOAD SUPPORTING DOCUMENT button to access the Supporting Documentation

window.

pennsylvania
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Supporting Documentation

Please upload relevant supporting documents for the Budget below.

Instructions to Manage Documents:

1. Select the document type from the drop-down

2. Click the ADD DOCUMENT button and a new window will appear.

3. Select the correct file folder on your desktop/aptop and attach the desired document

4. To add additional documents, select the document type on a new row and select the ADD DOCUMENT button. Please see file formats and size restrictions below.
5. If you wish to delete a file, click the trash can icon next to the file

6. Once you are done, click the SUBMIT button

File Formats Accepted: JPEG, BMP, PNG, Excel (xIsx), Word (.docx), and PDF
aximum File Size: 10 MB

Mote: Microsoft Word and Excel files with a .doc or .xIs extension cannot be uploaded. In order to convert these files to compatible formats, ensure that while saving the document on your
desktop, the 'Save as type” is either .docx or xisx. Additionally, files may also be converted to PDF by selecting PDF (*_pdf) from the 'Save as type’ drop-down list.

Document Type File Name Document Received Date | Date Uploaded | Uploaded By _

No Documents Uploaded

Document Received Date n
Select Document Type v | n
Additional Description/Justification Text SUBMIT

Salary Scale

Quotes/Bids

Purchasing Process Policy
Cost Allocation Plan
Lease

Proof of Insurance
Contracts

Tuition Documents

ithar

4M15/2024

When requested, follow the steps below:

_ Document Upload Confirmation
19. Click the Select Document Type...

drop-down and select a document type. Your documents are in the process of being uploaded. This process can take
p S yp
. several minutes. Please check back later to access documents. Note that the
20. Click the ADD DOCUMENT button. A documents list will not display the new file names until the upload is complete.
File Explorer window opens. Select the
appropriate file and click Open. m
21. Click the SUBMIT button.

22. Click the CLOSE button.

Note: After documents have been successfully uploaded, a link to the document displays in the table on
this screen. Allow at least five minutes before checking back to view the link in the File Name column.
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5.3 Budget Revision

To begin the Budget Revision process, log into PSS and navigate to ELN as described previously, click
FINANCIAL MANAGEMENT, then click on the desired Grant tile in the Grants section. Once on the Grant at a
Glance screen, click NEW BUDGET REVISION.

Grant at a Glance Seloct, . E|

Grant Summary

Grant Information

Grantee: 3C Childcare

Program: Head Start

Fiscal Year: 2023-24

Grant ID: 3364

Key Dates

Budget due by: 01/05/2024

Quarterly Expenditure Report | due by: 10/15/2023
Quarterly Expenditure Report Il due by:  01/15/2024
Quarterly Expenditure Report Ill due by:  04/15/2024
Final Expenditure Report due by: 08/31/2024

GRANT INFORMATION § GRANT STRUCTURE

Standard Slots Information

Total Standard Slot Types | Total Children Enrolled for Standard Slot Types | Percentage of Utilization for Standard Slot Types

0 0 0%

Grant Progress

. mm Submitted On Current Status —— m

Budgst 39766 3C Childcare 01/26/2024 01/31/2024 Final Approved 01/31/2024 Status History

Pass Through Budget 39767 4D Childcare 01/26/2024 01/31/2024 Final Approved 01/31/2024 Status History Vv

NEW BUDGET REVISION j

1. Click the NEW BUDGET REVISION button.
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Budget Revision

Fiscal Year: 2023-24 Lead Agency Name: 5E Childcare FAI Project No: 6356
Program: Head Start Pre-School Program Specialist: FAI Name:
AUN: 5736
n 2 3 4
¥ Budget xAltESlsl\on x Submission Supporting
Revision Confirmation Documentation

Budget Revision

Below is the summarized Budget Revision for the following categories: Salaries, Benefits, Supplies & Equipment, Maintenance, Services, Other Expenses, and Pass Through Funds (if
applicable). To complete the Budget Revision, detail the budget line items for each category and submit.

Revision Request Date: 01/05/2024
Grant Amount: $10,000.00
Total Current Amount: $10,300.00
Total Revision Amount: $10,300.00 2
Percentage of Change : 0.00%

Salaries Benefits

Tolal Current Amount: $850.00
Total Revised Amount: $850.00

Maintenance

Total Current Amount: $1,900.00
Total Revised Amount: $1,350.00 Total Revised Amount: $1,900.00

Total Current Amount: $2,100.00 Total Current Amount: $2,100.00
Total Revised Amount: $2,100.00 Total Revised Amount: $2,100.00

55 Through Funds

Total Gument Amount: $0.00
Total Revised Amount: $0.00

SUMMARY BUDGET

2. Click the to expand the drawer that needs to be revised.
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Revision Request Date:
Grant Amount:

Total Current Amount:
Total Revision Amount:

Percentage of Change :

Line Item By Category

Child Health & Development
Family & Community Partnership
Other Related

Program Design & Management

Budget Revision

Salaries

Tolal Current Amount: $2,000.00
Total Revised Amount: $2,000.00

Current Amount

$500.00
$500.00
$500.00
5500 00

01/05/2024
$10,000.00
$10,300.00
$10,300.00

0.00%

Revised Amount

$500.00
5500.00
£500.00
£500.00

Below is the summarized Budget Revision for the following categories: Salaries, Benefits, Supplies & Equipment, Maintenance, Services, Other Expenses, and Pass Through Funds (if
applicable). To complete the Budget Revision, detail the budget line items for each category and submit.

3

@ Enter Details

Benefits

Total Current Amount: $850.00
Total Revised Amount: $850.00

Supplies & Equipment

Total Current Amount: $1,350.00
Total Revised Amount: $1,350.00

Maintenance

Total Current Amount: $1,900.00
Total Revised Amount: $1,900.00

3. Click the Enter Details button.

Category Modal Steps:

© oNO O

as needed.

Select a line item.
Click the EDIT button.
Enter the Revised Amount.

Enter the Justification (if applicable).
Click the SAVE button.
Repeat steps 4-8 for each line item,

10. When finished, click CLOSE.

9¢ R P

Salaries Details

Line Item details for each category can be found below. Select a Line Item and click the EDIT button to update
information related to the Line Item. Reference the Recommended Range column when inputting the whole

dollar amount.
Recommended Revision % o
mm
23

Line Item Details

o [Jcniareams  (s3s00-sas00) N
® E
¥ Poeveiopment  (35% - 45%) il i) 0.00 o
Family & o<
Communiy (5 -5 $100.00 5100.00 5000 0.00%
Parinership | 00~ 8%)
(50 - 5500) c z
omer Reiztes (00" 5000 5000 50.00 0%
Program
(5500 - 51000) .
Design & 000 5000 s0.00 0%
N (5% - 10%)
Mznagement

TR TIE
| @ EniT

Budget Revision

Budget Line Item: Child Health & Development
Current Amount: 0

Revised Amount: (required)

Justification: @

CANCEL

Characters Remaining:3500
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Budget Revision

11.

Fiscal Year: 2023-24 Lead Agency Name: PENN STATE UNNWERSITY FAl Project No: 24234
Program: PA Pre-i Counts Pre-5chool Program Specialist: Bill Elbert FAl Mame:
AUMN: 54545
- . ; :
W Buczct ¢ Attestation ¢ submission supporting
Revision Confirmation Documentation
B u d get Re\” S | O n Microsoft Excel Spreadshest (s | Wel{[Ag
Below is the summarized Budgst Revision for the following catzpories nefits, Supplies & Equipment, Maintenance, Serviczs, Other Expenses, and Pass Through Funds (i

applicable). To complets the Budget Revision, detail the budgst line it=

Revision Request Date:
Grant Amount:

Total C

Amount:
Total Revision Amount:

Percentage of Change :

Tatal Revisad Amount: $180.00

Bupplies & Equismant

Total Cumant Amaunt: $8.00
Tolal Revised Amaount: $8.00

Tatal Revised Amount: $480.00

ch category and submit

Pass Thraugh Funds

Total Currant Amount: $5.00
Total Rawlsed Amaunt: $4,600.00

SUMMARY BUDGET

Banafis

Tokal Currant Al
Tokal Revised

Tovtal Currant
Total Ravised Am

Complete each applicable drawer by repeating steps 2—10 for each remaining drawer.

12. When finished, click the NEXT button to navigate to the Attestation screen.

pennsylvania
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USER’S GUIDE EARLY LEARNING NETWORK
Budget Revision
Fiscal Year: 2023-24 Lead Agency Name: PENMN STATE UNWERSITY FAl Project Mo: 24234
Program: PA Pre-K Counts Pre-School Program Specialist: Bill Elert FAl Name:
ALMN: 54545
';' |'.;-| |-.;l'|
Budget 3 perestatian Submisslon Supporting
Rewlsion confirmation DoCumentation
Attestation R
I L11 hereby declare that the infermatien given in this document is true to the best of my knowledge.(requ 'E:-I
Submission Comments
Characiers REMaEnng 3500
CANCEL

13. Check the Attestation checkbox.

14. Enter Submission Comments.

15. Click the SAVE button.

16. Click the SUBMIT button. Click the SUBMIT button again to confirm.
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pennsylvania

PELICAN
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Budget Revision

Fiscal Year: 2023-24 Lead Agency Nama: PENN STATE UNIVERSITY FAl Project No: 24234
Program: PA Pre-t Counts Pre-School Program Specialist: Bill Elc=rt FAl Mame:
AUMN: 54545
-~ o 3 | (4)
v Buoget v—'\ttesta‘tlcn a# Submissien Supporting
Revision Canfirmatian Documentation

Submission Confirmation

Thank you!

¥our Budget Revision (Document 10 39962) has been submitted. You may track this decument through the Grant at a Glance page within Financial Management. In order to view the

nformation on this form at a later date, please click the PRINT button to save and print 2 copy of your reconds.

f applicable, pleass upload relevent supporting documents by chicking UPLOAD SUPPORTING DOCUMEMNTS. If not applicable, please exit the document by chicking EXIT DOCUMENT.

Your document has been submitted for review.

m EXIT DOCUMENT

Portabde Document File (PDF) ' ‘ PRINT

17

UPLOAD SUPPORTING DOCUMENTS

Notes:

e Click the PREVIOUS button to navigate back one step in the Wayfinder.

o Click the EXIT DOCUMENT button to navigate to the Grant at a Glance screen.
o Click the PRINT button to download a copy of the submitted document.

17. Click the UPLOAD SUPPORTING DOCUMENTS button to access the Supporting Documentation

window.
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Budget Revision

Supporting Documentation

Flzaze upload relevant supponing decuments for the Budget Revision below

Instructions to Manape Documents:

1. Select the document type from the drop-down.

2. Click the ADD DOCUMENT button and & new window will appear.
3 Ge the correat file folder on your desk
4, To add additional decuments, select the document type on 3 new row and s
5. If you wish to delete a file, click the rash can icon next to the file.

5. Once you sre done, chick the SUBMIT button.
File Formats Accepted: JPEG, BMP, PNG. Excel {xisx), Word {.docx), and POF
Mazxirnum Filz Size: 10 MB

flaptop and attach the desired document.
ot the ADD DOCUMENT button. Flease see file formats and size restrictions below.

Fiscal Year: 2023-24 Leaa Agency Nama: PEMM STATE UNWERSITY FAl Project Ne: 24234
Program: PA Pre-K Counts Pre-School Program Specialist: Eill ERart FAl Name:
AUN: 54545

(1) (2) o 2

Budget viﬂeﬂatlon Submisslon Suppartng

Revlsion Confirmation Documentation

Mote: Micreseft Word and Excel files with a .doc or .xls extension cannet be upleaded. In order to convert these files to compatible formats, ensure that while saving the document on your
desktop, the "Save a= type' is sither doex or odsx. Additionally, fies may also be converted 1o POF by selecting POF (*.pdf] from the "Save as type' drop-down list

o o o o N
Mo Dacumants Upicaded

Document Received Date n 41312024

ADD DOCUMENT

Select Document Type.. W
Select Document Type....

Additional Description/ Justification Text

Scale
tes/Bids
hasing Process Policy
1 Allocation Flan

When requested, follow the steps below:

18. Click the Select Document Type... Document Upload Confirmation

drop-down and select a document type.
19. Click the ADD DOCUMENT button. A

File Explorer window opens. Select the

appropriate file and click Open.

Your documents are in the process of being uploaded. This process can take
several minutes. Please check back later to access documents. Note that the
documents list will not display the new file names until the upload is complete

El—m

20. Click the SUBMIT button.
21. Click the CLOSE button.

Note: After documents have been successfully uploaded, a link to the document displays in the table on

this screen. Allow at least five minutes before checking back to view the link in the File Name column.
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5.4 Quarterly Expenditure Reports (QER)

pennsylvania

PELICAN
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To begin the Quarterly Expenditure Reports process, log into PSS and navigate to ELN as described

previously, click FINANCIAL MANAGEMENT, then click on the desired Grant tile in the Grants section. Once
on the Grant at a Glance screen, click a button for the NEW QUARTERLY EXPENDITURE (I, II, ll).

pennsylvania : :
T — (Provider View)

* HOME MY PROVIDERS MY DETAILS  FINANCIAL MANAGEMENT  CHILD INFORMATION ~ ADDITIONAL OPTIONS +

FINANCIAL MAMAGEMENT GRANT AT A GLANCE

MP ID 300805115 Provider Name

STARK ENTERPRISES
Provider ID 20182

w
il

Grant at a Glance

Grant Summary

Grant Information

Grantee: Stark Enterprises
Program: PA Pre-K Counts
Fiscal Year:  2023-24

Grant ID: 3352

Key Dates

Budget due by:

Quarterly Expenditure Report | due by:
Quarterly Expenditure Report Il due by: 0
Quarterly Expenditure Report Ill due by: 0
Final Expenditure Report due by:

087317202
GRANT INFORMATION § GRANT STRUCTURE

Standard Slots Information

e e

4

b-rostark ~

©HELF

Grant Progress

NEW QUARTERLY EXPENDITURE |

NEW BUDGET REVISION

NEW QUARTERLY EXPENDITURE Il [ NEW QUARTERLY EXPENDITURE Il

1. Click the NEW QUARTERLY EXPENDITURE | button to navigate to the first Quarterly Expenditure

Report screen.

Note: Budget Documents must be Final Approved (indicated by a green checkmark in the Actions

column in the displayed table) to start a Quarterly Expenditure Report.
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pennsylvania

PELICAN
EARLY LEARNING NETWORK

' pennsylvania
PELICAN
[EARLY LEARNING NETWOAK

‘ﬁ"HOME MY PROVIDERS MY DETAILS FINANCIAL MANAGEMENT  CHILD INFORMATION  ADDITIOMNAL

FINANCIAL MANAGEMENT GRANT AT A GLANCE

Quarterly Expenditure Report (Provider view)

Fiscal Year: 2023-24 Lean Agency Mame:
Program: PA Pre-K Counts Pre-Schocl Program Specialist:
AUMN: 4357
- : :
x Quarterly x.:rtestatlan Submission

Expenditure
Repart

Conflrmation

Quarterly Expenditure Report

summarized Quane
ble). To complete

the fi
erly Expenditure

xpenditure Report fi

p categories: Salarizs, Bensfits, Supples & Equ
the budget line items f;

nt
ch category and submit

=

lic:

the Cuarn

QER Date:
Quarter: |

Grant Amount: $10.000.00

Amount Exp ior to Close of Quarter:

Total Amount

ected to be Spent Close of Quarter - June 30th:

Total Potential Unexpended Funds: $10,000.00

Salaries

Total Curmant Amaount: $4.300.00
Total Expandad Amourt: $0.00

Supplias & Equipmant

Total Curment Amaunt: $800.00
Total Expandad Amourt: $0.00

Servicas

Total Current Amount: $1,200.00
Total Expandad Amourt: $0.00

Thraugh Funs

Tatal Currant Amount: §2390.00
Toital Expandad Amount: $0.00

b-rostark ~

OPTIONS ~ | ©HELP |

FAI Project Mo: BETTE
FAl Name:
4
supporting
DOCUMmEentation
Maintenance, Services, Other Expenses, an Through

Banafits

Tokal Currant Amoun
Total Expandad Amaunt: $0.00

Tokal Current Amount: §1,000.00
Toaal Expanaad Amaunt: $8.00

Otrar Expanses

Tokal Curent Amcunit: §808.80
Total Expandad Amaount: $8.00

Click the to expand a drawer.
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Quarterly Expenditure Report

Below is the summarized Quarterly Expenditure Report for the following categories: Salaries, Benefits, Supplies & Equipment, Maintenance, Services, Other Expenses, and Pass Through

Funds (if applicable). To complete the Quarterly Expenditure Report, detail the budget line items for each category and submit

QER Date:

Quarter:

Grant Amount:

Amount Expended Prior to Close of Quarter:

Total Amount Projected to be Spent Close of Quarter - June 30th:

Total Potential Unexpended Funds:

Salaries

Total Current Amount: $800.00
Total Expended Amount. $0.00

Line Item By Category Current Amount

Expended Amount

Child Health & Development 5500.00 30.00
Family & Community Partnership $100.00 50.00
Other Related §100.00 $0.00
Program Design & Management $100.00 50.00

3 @ Enter Details

|
$10,000.00
$0.00
$0.00
$10,000.00

Total Current Amount: $1,300.00
Total Expended Amount: $0.00

Benefits

Total Current Amount: $900.00
Total Expended Amount: $0.00

Supplies & Equipment

Total Current Amount: $400.00
Total Expended Amount: $0.00

Maintenance

3. Click the Enter Details button.

Category Modal Steps:

4. Select a line item.
Click the EDIT button.
6. Enter the Amount Expended
Prior to Close of Quarter.
7. Enter the Justification (if applicable).
Click the SAVE button.
9. Repeat steps 4-8 for each line
item as needed.
10. When finished, click CLOSE.

o

®

Salaries Details
Line Item details for each category can be found below. Select a Line Item and click on the EDIT button to
update information related to the Line ltem. Reference the Recommended Range column when inputling the

dollar amount

Line Item Details

Amount

Current | S Potential
Select | Line ltem P— Pﬁ: o close [T —
Buagetea | IO Funds.
Child Health & (33500 - 54500) -
o m— s $500.00 50.00 50.00 5500.00
Family & -
Community :”U?,'S:io’ $100.00 50.00 50.00 5100.00
Partnership - %)
Other Related 5055000 $100.00 50.00 50.00 5100.00
(0% - 5%)
Program Design & | (S500 - $1000) 10000 w00 000 0000

(5%- 10%)

I T

Management

Quarterly Expenditure Report
Budgert Line Item: Child Health & Development

Current Amount Budgeted: 500

Amount Expended Prior to Close of Quarter: (required)
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PELICAN

EARLY LEARNING NETWORK

Quarterly Expenditure Report

QER Date:

Quarter:

Grant Amount:

Amount Expended Prior to Close of Quarter:

Total Amount Projected to be Spent Close of Quarter - June 30th:

Total Potential Unexpended Funds

Salaries

Total Current Amount: $1,065.00
Total Expended Amount: $271.00

Supplies & Equipment

Total Current Amount: $0.00
Total Expendad Amount $0.00

Services.

Total Current Amaunt: $0.00
Total Expended Amaunt $0.00

P Through Funds

Total Cument Amount: $0.00
Total Expended Amount $0.00

01/05/2024
|
$15,000.00
$271.00
£271.00
$14,458.00

Portable Document File (PDF)

Benefits

Total Cument Amount: $0.00
Tatal Expended Amount: $0.00

Maintenance

Total Cumrent Amount: $0.00
Total Expended Amount: $0.00

Other Expenses

Total Gumrent Amount: $0.00
Total Expended Amount: $0.00

Ml PRINT

Below is the summarized Quarterly Expenditure Report for the following categories: Salaries, Benefits, Supplies & Equipment, Maintenance, Sarvices, Other Expenses, and Pass Through
Funds (if applicable). To complete the Quarterly Expenditure Report, detail the budget line items for each category and submit.

11. Complete each applicable drawer by repeating steps 2—10 for each remaining drawer.
12. When finished, click the NEXT button to navigate to the Attestation screen.
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Quarterly Expenditure Report  (provider View)
Fiscal Year: 2023-24 Lead Agency Name: 4D Childcare FAI Project Mo: 653465
Program: Head Start Pre-School Program Specialist: FAlI Name:
AUN: 56264
@ i
Quarterly ¢ Attestation x Submission Supporting
Expenditure Confirmation Documentation
Report

Attestation

n hereby declare that the information given in this document is true to the best of my knowledge (required)
Submission Comments

Please enter your text here. You can expand the text box by clicking and dragging the bottom right hand corner.

Characters Remaining: 3500
CANCEL -

evou Bl

13. Check the Attestation checkbox.

14. Enter Submission Comments.

15. Click the SAVE button.

16. Click the SUBMIT button. Click the SUBMIT button again to confirm.
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pennsylvania b-rostark ¥

PELICAN
EARLY LEARNING NETWORK
ﬁ HOME MY PROVIDERS MY DETAILS FINANCIAL MANAGEMENT CHILD INFORMATION ~ ADDITIONAL OPTIONS «

FINANCIAL MANAGEMENT | GRANT AT A GLANCE |

Quarterly Expenditure Report (Provider View)
Fiscal Year: 2023-24 Lead Agency Name: Stark Enterprises FAl Project No: 98778
Program: PA Pre-K Counts Pre-School Program Specialist: FAlI Name:
AUN: 54357
(1) (2) n (a)
v Quarterly VArtestation v 4 submission Supporting
Expenditure Confirmation Documentation
Report
Sme|SS|0n COﬂfIrmatlon Portable Document File (PDF) 4 PRINT
Thank you!

Your Quarterly Expenditure Report (Document 1D 39916) has been submitted. You may track this document through the Grant at a Glance page within Financial Management. In order to view
the information on this form at a later date, please click the PRINT button to save and print a copy of your records.

If applicable, please upload relevent supporting documents by clicking UPLOAD SUPPORTING DOCUMENTS. If not applicable, please exit the document by clicking EXIT DOCUMENT.

Your document has been submitted for review.

17
m EXIT DOCUMENT UPLOAD SUPPORTING DOCUMENTS

Notes:
e Click the PREVIOUS button to navigate back one step in the Wayfinder.
o Click the EXIT DOCUMENT button to navigate to the Grant at a Glance screen.
e Click the PRINT button to download a copy of the submitted document.

17. Click the UPLOAD SUPPORTING DOCUMENTS button to access the Supporting Documentation
window.
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pennsylvania
PELICAN
EARALY LEARNING NETWORK
ﬂ HOME MY PROVIDERS MY DETAILS FINANCIAL MANAGEMENT CHILD INFORMATION  ADDITIONAL OPTIONS

FINANCIAL MANAGEMENT | GRANT AT A GLANCE |

Quarterly Expenditure Report

(Provider View)

b-rostark ™

@HELP

Back To PS5 Home

Fiscal Year: 2023-24 Lead Agency Name: FAl Project Ma: 82778
Program: PA Pre-¥ Counts Pre-5chool Program Specialist: FAl Name:
AUN: 54357
-~ -~ o 4]
Quarterty v—'\ttestatlon Submission Supparting
Expenditure ConfiIrmation Documentation
Report

Supporting Documentation

Flease upload relevant supporting documents for the QGuarterly Expenditure Report below.

Instructions to Manage Documents:

1 the document type from the drop-dowven.
ADD DOCUMENT button and

a new window will sppear.

cktopilaptop and attach the desired document.
t the document type on 3 new row and selsct the ADD DOCUMERNT button. Flease ses file formats and size restrictions below

& trash can icon next to the file

button.

Excel (.xisx), Word (.docx), and FDF

Maximum File Size: 10 MB

Document Received Date

Select Document Type.. ~
Select Document Type...

Re:

pis
Inwentory of Dursble Purchases

o

Mote: Microsaft Word and Excel files with 3 .doc or xls extension cannot be uploaded.
desktop, the 'Save as type' is either .docx or dsx. Additionally, fles may also be converted to PDF by selecting PDF (*.pdf) from the 'Save as type’ drop-down list.

I L e o =
= TESTING EZO24 028 berostark

n order to convert these files to compatible formats, e

nsurs that while saving the document on your

When requested, follow the steps below:

18. Click the Select Document Type...

drop-down and select a document type.

19. Click the ADD DOCUMENT button. A
File Explorer window opens. Select the
appropriate file and click Open.

20. Click the SUBMIT button.

21. Click the CLOSE button.

Document Upload Confirmation

Your documents are in the process of being uploaded. This process can take
several minutes. Please check back later to access documents. Note that the
documents list will not display the new file names until the upload is complete.

b CLOSE

Note: After documents have been successfully uploaded, a link to the document displays in the table on
this screen. Allow at least five minutes before checking back to view the link in the File Name column.
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5.5 Final Expenditure Reports (FER)

pennsylvania

PELICAN
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To begin the Final Expenditure Reports process, log into PSS and navigate to ELN as described previously,

click FINANCIAL MANAGEMENT, then click on the desired Grant tile in the Grants section. Once on the Grant

at a Glance screen, click the NEW FINAL EXPENDITURE button.

BELICAN

EARLY LEARNING NETWORK
‘ﬂ’ HOME MY PROVIDERS MY DETAILS FINAMCIAL MAMAGEMENT  CHILD INFORMATION  ADDITIONAL OPTIONS +

FINAMCIAL MANAGEMENT GRANT AT A GLANCE

Grant at a Glance

Grant Summary
Grant Information

Grantee:
Program:

Fiscal Year:
Grant ID:

Hey Dates

Budget due by:
Quarterly Expenditure Report | due by:

Quarterly Expenditure Report Il due by:
Quarterly Expenditure Report Ill due by:
£

os

inal Expenditure Report due by:

GRANT INFORMATION § GRANT STRUCTURE

Standard Slots Information

e e

STARK ENTERFRISES

Back To pss vome  RB-rostark =

@HELP

Grant Progress

NEW BUDGET REVISION

Budgat 15817 Sta =] 02022024 02052024 Final Approved 02msz02e

Stark Entarprises LERCTL R CaOEROZ4 Final Approved namTizoze
MNEW QUARTERLY EXPENDITURE Il NEW FINAL EXPENDITURE 1

1. Click the NEW FINAL EXPENDITURE button.

Note: Budget Documents and at least the Quarterly Expenditure Report Ill must be Final Approved
(indicated by a green checkmark in the Actions column in the displayed table) to start a Final Expenditure

Report.
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Final Expenditure Report (Provider View)
Fiscal Year: 2023-24 Lead Agency Name: 4D Childcare FAI Project No: 653465
Program: Head Start Pre-School Program Specialist: FAlI Name:
AUN: 56264
n 2 3 a 5
b4 Final x Expense x Attestation x Submission Supporting
Expenditure summary Confirmation Documentation
Report

Final Expenditure Report

Below is the summarized Final Expenditure Report for the following categories: Salaries, Benefits, Supplies & Equipment, Maintenance, Services, Other Expenses, and Pass Through Funds
(if applicable). To complete the Final Expenditure Report, detail the budget line items for each category and submit.

FER Date:

Grant Amount: $10,000.00 2
Total Amount Expended: £0.00

Total Allowable Expenditure: $0.00

Salaries Benefits

Total Budgeted: $200.00 Total Budgeted: $900.00
Total Spent: $0.00 Total Spent: $0.00

Supplies & Equipment Maintenance

Total Budgeted: $400.00 Total Budgeted: $1,300.00
Total Spent: $0.00 Total Spent: $0.00

Services Other Expenses

Total Budgeted: $500.00 Total Budgeted: $1,100.00
Total Spent: $0.00 Total Spent: $0.00

Pass Through Funds.

Total Budgeted: $5,000.00
Total Spent: $0.00

INVENTORY REPORT m

2. Click the to expand a drawer.

Note: An Inventory Report is required to be completed to enable the submission of a FER. To complete
an Inventory Report, start from this screen and click the INVENTORY REPORT button.
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Final

Line tem By Category

Expenditure Report

FER Date:

Grant Amount: $10,000.00
Total Amount Expended: £0.00
Total Allowable Expenditure: £0.00

Salaries

Total Budgeted: $200.00
Total Spent: $0.00

Approved Amount

Child Health & Development $500.00
Family & Community Partnership $100.00
Other Related $100.00
Program Design & Management $100.00

Below is the summarized Final Expenditure Report for the following categories: Salaries, Benefits, Supplies & Equipment, Maintenance, Services, Other Expenses, and Pass Through Funds
(if applicable). To complete the Final Expenditure Report, detail the budget line items for each category and submit.

Total Spent

30.00
30.00
30.00
30.00

3 &Enter Detalls

Benefits

Total Budgeted: $500.00
Total Spent: $0.00

Supplies & Equipment

Total Budgeted: $400.00
Total Spent: $0.00

Maintenance

Total Budgeted: $1,300.00
Total Spent: $0.00

3. Click the Enter Details button.

Category Modal Steps:

Select a line item.

Click the EDIT button.

Enter the Amount Expended.
Click the SAVE button.
Repeat steps 4—7 for each line
item as needed.

9. When finished, click CLOSE.

© N OA

Eigl

Salaries Details

Line ftem details for each category can be found below. Select a Line ltem and dlick on the EDIT button o update information related to the Line
tem. Reference the Recommended Range column when inputting the dollar amount

Recommended Final Approved
Budget
500)
%)

Line Item Details

$500.00

100.00 s0.00 0.00
100.00 50.00 0.00
100.00 $0.00 0.00

Final Expenditure Report
Buaget Line ltem Child Health & Development

Final Approved Amount $500.00

Amount Expended ired)
I ! I

=5
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Final Expenditure Report

(if applicable). To complete the Final Expenditure Report, detail the budget line items for each category and submit

FER Date:

Grant Amount: $10,000.00
Total Amount Expended: $100.00
Total Allowable Expenditure: $100.00

Total Budgeted: $800.00
Total Spent: $100.00

Supplies & Equipment

Total Budgeted: $400.00
Total Spent: $0.00

Services

Total Budgeted: $500.00
Total Spent: $0.00

Pass Through Funds

Total Budgeted: $5,000.00
Total Spent: $0.00

INVENTORY REPORT

Portable Document File (PDF)

Benefits

Total Budgeted: $900.00
Total Spent: $0.00

Maintenance

Total Budgeted: $1,300.00
Total Spent: $0.00

Other Expenses

Total Budgeted: $1,100.00
Total Spent: $0.00

Ml PRINT

Below is the summarized Final Expenditure Report for the following categories: Salaries, Benefits, Supplies & Equipment, Maintenance, Services, Other Expenses, and Pass Through Funds

1 &

10. Complete each applicable drawer by repeating steps 2—9 for each remaining drawer.
11. When finished, click the NEXT button to navigate to the Expense Summary screen.
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Final Expenditure Report

(Provider View)

Fiscal Year: 2023-24 Lead Agency Name: 4D Childcare FAl Project No: 72376
Program: PA Pre-K Counts Pre-School Program Specialist: FAI Name:
AUN: 76375

o u (3) (a) (5)
b4 supporting

Submission

Final 3 Expense x Attestation
Expenditure Summary Confirmation Documentation
Report

Expense Summary Portable Document File (PDF) v

Please log into the Fiscal Accounting Information (FAI) system and verify the dollar amount received from the Commonwealth with the dollar amounts entered in your account system. Enter that

amount into the Revenue Received to Date row of the Summary table

Revenue Received to Date + I $2:DOC_OD L n

Total Allowable Expenditures $1,065.00

Adjustments $0.00

Total Due to Grantee or (PA Dept. of Education) I -$935.00 I
—

oo B 13

Once the Final Expenditure Report is Final Approved, if the amount is negative, issue a check in that amount made payable to the "PA Depariment of Education” and mail to the
following address along with the Final Expenditure Report no later than August 31, 2024
Harrisburg, PA 17120

Office of Child Development and Early Learmning
Finance, Administration and Planning

507 South Drive, 4th Floor Rotunda

PREVIOUS nm

12. Follow the instructions on this screen and enter the amount received from the Commonwealth for
the Fiscal Year into the Revenue Received to Date field.

13. Click the SAVE button. The Total Due to Grantee or (PA Dept. of Education) field updates. As the

on-screen instructions explain, if the amount is negative, issue a check in that amount to the PA

Dept. of Education.
14. Click NEXT to move to the Attestation screen.
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Final Expenditure Report (Provider View)
Fiscal Year: 202324 Lead Agency Name: 4D Childcare FAl Project No: 653465
Program: Head Start Pre-School Program Specialist: FAl Name:
AUN: 56264
(1) (2) n (a) (5)
Final v Expense 9 Autestation o Submission Supporting
Expenditure Summary Confirmation Documentation
Report

Attestation E

| certify that the information on this report is true and correct to the best of my knowledge. | assure that the expenditures reported herein are in compliance with applicable
guidelines and regulations and that all obligations occurred within the above referenced project period. (required)

Prepared By: Janice Johnson
Titlez(required) In

Submission Comments

Please enter your text here. You can expand the text box by clicking and dragging the bottom right hand co
CDED oy

B
15. Check the Attestation checkbox.

16. Enter an appropriate Title in the field.

17. Enter Submission Comments.

18. Click the SAVE button.
19. Click the SUBMIT button. Click the SUBMIT button again to confirm.

Note: An Inventory Report must be created before submitting the Final Expenditure Report if the LA has
a Partner. If on the Attestation screen for the Final Expenditure Report, click Step 1 — Final Expenditure
Report on the Wayfinder, then click the INVENTORY REPORT button.
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Final Expenditure Report (Provider View)

Fiscal Year: 2023-24 Lead Agency Name: Stark Enterprises FAl Project No: 9877
Program: PA Pre-K Counts Pre-School Program Specialist: FAI Name:
AUN: 54357
o (2) % [ 4 ] o
Final Expense V Attestation & Submission Supporting
Expenditure Summary Conflrmation Documentation
Report
Subm|ss|0n Conﬂrmatlon Portable Document File (PDF) w W
Thank you

“Your Final Expenditure Report (Document 1D 39925) has been submitted. You may frack this document through the Grant at a Glance page within Financial Management. In order to view the
information on this form at a later date. please click the PRINT button fo save and print a copy of your recards.

If applicable, please upload relevent supporting documents by clicking UPLCAD SUPPORTING DOCUMENTS. If not applicable, please exit the document by clicking EXIT DOCUMENT.

Your document has been submitted for review.

W EXIT DOCUMENT 20 UPLOAD SUPPORTING DOCUMENTS

Notes:
o Click the PREVIOUS button to navigate back one step in the Wayfinder.

o Click the EXIT DOCUMENT button to navigate to the Grant at a Glance screen.
o Click the PRINT button to download a copy of the submitted document.

20. Click the UPLOAD SUPPORTING DOCUMENT button to navigate the user to the Supporting
Documentation screen.
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Final Expenditure Report

Fiscal Year: 2023-24 Lead Agency Name: Stark Enterprises FAl Project No: BETTE
Program: PA Pre-K Counts Pre-Schocl Program Specialist: FAl Mame:
AUMN: 54357
). o o (4 [ = ]
Final v Expense v Attestation v‘ Submission Supporting
Expenditure Summary Confirmation Documentation
Report

Supporting Documents

Flzas= upload relevant supporting docurnents for the Final Expenditure Report below.
Instructions to Manage Documents:

1. Select the document type from the drop-down.

2. Click the ADD DOCUMENT button and a new window will appear.

3. Select the correct file folder on your desktopdaptop and attach the desired document

4. To add ional documents, select the documant type on 3 new row and select the ADD DOCUMENT butten. Please see fie formats and size restrictions below.
5. If you delete = file, chick the h can icon next to the file.

&. Once you one, click the SUBMIT button.

: JPEG, EMP, PNG, Excel {.xlsx}, Word {.docx), and PDF.

ME.

File Formats Ac
Maximum File Size

MNote: Mizrosoft Word and Excel files with 3 .doc or .xls extension cannot be uploaded. In order o convert thess files to compatible formats, ensure that while saving the document on your
desktop, the “Bawe as type” i either docx or xlsx. Additionally, files may also be converted to PDF by selecting POF (*.pdf) from the “Save a= type” drog-down list.

DosumentTy _ Pocument Resstred Dais pais Uploaded fmiosaes Sy _I
Mo Documants Uploadad

Document Received Date

372024
Select Document Type... ~ ADD DOCUMENT
Select Document Type.... 22
Grant Inwentory of Dursble Purchases
Crher
Reesipts

When requested, follow the steps below:

21. Click the Select Document Type... Document Upload Confirmation
drop-down and SeIeCt a document type Your documents are in the process of being uploaded. This process can take
22 CIICk the ADD DOCUMENT button A several minutes. Please check back later to access documents. Note that the
) . i ) documents list will not display the new file names until the upload is complete
File Explorer window opens. Select the
appropriate file and click Open. L
23. Click the SUBMIT button.

24. Click the CLOSE button.

Note: After documents have been successfully uploaded, a link to the document displays in the table on
this screen. Allow at least five minutes before checking back to view the link in the File Name column.

55



pennsylvania

PELICAN
EARLY LEARNING NETWORK

PELICAN ELN FiscaAL MANAGEMENT
USER’S GUIDE

5.6 Inventory Report

To begin the Inventory Report process, log into PSS and navigate to ELN as described previously, click
FINANCIAL MANAGEMENT, then click on the desired Grant tile in the Grants section. Once on the Grant at a
Glance screen, click the Document ID link for the Final Expenditure Report, then click the INVENTORY
REPORT button.

Grant Progress

Document Type Document ID Started On Submitted On Curmrent Status Status History

Budget 39657 4D Childcare 01/05/2024 01/05/2024 Final Approved 01/05/2024 Siatus History

CQuarierly Expenditure Report | 39653 4D Childcare 01/05/2024 01/05/2024 Final Approved 01/05/2024 Status History v
Quarierly Expenditure Report Il 39650 4D Childcare 01/05/2024 01/05/2024 Final Approved 01/05/2024 Status History v
Cuarierly Expenditure Report 1l 39665 4D Childcare 01/05/2024 01/05/2024 Final Approved 01/05/2024 Status History v
Final Expenditure Report 39713 4D Childcare 01/16/2024 In-Process Status History !

e

1. Scroll down to the bottom of the Grant at a Glance page and click the Final Expenditure Report
Document ID link.
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Final Expenditure Report Portable Document File (PDF) v

Below Is the summanzed Final Expenditure Report for the following categories: Salaries, Benefits, Supplies & Equipment, Maintenance, Services, Other Expenses, and Pass Through Funds
(If applicable). To complete the Final Expenditure Report, detail the budget line items for each category and submit.

FER Date:

Grant Amount: $15,000.00
Total Amount Expended: $570.00
Total Allowable Expenditure: $570.00

Salaries Eenefits

Total Budgeted: $1,065.00 Total Budgeted: $0.00
Total Spent: $570.00 Total Spent $0.00

Supplies & Equipment Maintenance

Total Budgeted: $0.00 Total Budgeted: $0.00
Total Spent $0.00 Total Spent $0.00

Services Other Expenses

Total Budgeted: $0.00 Total Budgeted: $0.00
Total Spent: $0.00 Total Spent $0.00

Pass Through Funds

Total Budgeted: $0.00
Total Spent $0.00

INVENTORY REPORT

2. Click the INVENTORY REPORT button.
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An Inventory Report is required when purchasing a single item priced $5000 or higher. If you have questions on if you have inventory that qualifies for a report, please contact your Pre-Schy
Program Specialists to discuss inventory report requirements

Has your agency made a single item purchase of $5000 or greater during the last fiscal year? (required)
® Yes, | need to complete an Inventory Report. |

(O No, | do not need to complete an Inventory REDN

Purchase Details

Ce e En Purchase Date m

Mo Data Found

™)
M . |
Partners

Purchase Price total Submit Status

Mo Data Found

I N A
FINAL EXPENDITURE REPORT

3. Click the Yes, | need to complete an Inventory Report radio button if there is anything over the
single item threshold. If not, click No, | do not need to complete an Inventory Report.

If Yes was selected, follow the steps below:

4. Click

5. Enter the Description of Item. Purchase Details

6. Enter the Purchase Date.

7. Enter the Purchase Price. et e

8. Click the SAVE button. I |
Purchase Date:(required) Purchase Price:(required)
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Inventory Report

Program Specialists to discuss inventory report requirements

® Yes, | need to complete an Inventory Report.

O No, | do not need to complete an Inventory Report

Purchase Details

Deseription of the Item

Best Desk Ever

Partners

2C Childeare

FINAL EXPENDITURE REPORT

Has your agency made a single item purchase of $5000 or greater during the last fiscal year? (required)

Purchase Price

04/08/2024

_ Furchase Price fotal m

§000 Mo

__

Portable Document File (PDF)

An Inventory Report is required when purchasing a single item priced $5000 or higher. If you have questions on if you have inventory that qualifies for a report, please contact your Pre-School

$5.000.00

$5,000.00

Al PRINT

B

9. If a purchase was added, the Purchase Details table has been updated with your entry. Finish
adding any additional items purchased of $5,000 or greater during the last fiscal year.
10. Click the NEXT button to navigate to the Attestation screen.

Inventory Report

E(erth‘y that the information on this report is true and correct to the best of my knowledge. | assure that the expenditures reported herein are in compliance with
pplicable guidelines and regulations and that all obligations occurred within the above referenced project period. (required)

Submission Comments

Fiscal Year: 2023-24 Lead Agency Name: 4D Childcare FAI Project No: 75376
Program: PA Pre-K Pre-School Program FAI Name:
Counts Specialist:

AUN: 76375

(1) u (3) (a)

o Inventory K Attestation ¢ submission Supporting
Report Confirmation Documentation
Attestation

Please enter your text here. You can expand the text box by clicking and dragging the bot

om right hand comer.

.#aramem Remaining

11. Check the Attestation checkbox.

12. Enter Submission Comments.
13. Click the SAVE button.
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Inventory Report

Fiscal Year: 2023-24 Lead Agency Name: 4D Childcare FAl Project No: 75376
Program: PA Pre-K Pre-School Program FAl Name:
Counts Specialist:
AUN: 76375
(1) (2) a (4)
vlnventory VAttestatlon o/ Submission Supporting
Report Confirmation Documentation
Submiss|0n Conflrm ation Portable Document File (PDF) bl PRINT
Thank youl

Your Inventory Report (Document 39928) has been submitted. You may track this document through the Grant at a Glance page within Financial Management. In order To view the information
On this form at a later Date, please click the PRINT button To save And print a copy Of your records

If applicable, please upload relevant supporting documents by clicking UFLOAD SUPPORTING DOCUMENTS. If Not applicable. please Exit the document by clicking Exit DOCUMENT.

Your document has been submitted For review.

14
PREVIOUS EXIT DOCUMENT UPLOAD SUPPORTING DOCUMENTS

Notes:
e Click the PREVIOUS button to navigate back one step in the Wayfinder.

o Click the EXIT DOCUMENT button to navigate to the Grant at a Glance screen.
e Click the PRINT button to download a copy of the submitted document.

14. Click the UPLOAD SUPPORTING DOCUMENTS button to navigate the user to the Supporting
Documentation screen.
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Inventory Report

Fiscal Year: 2023-24 Lead Agency Name: 4D Childcare FAl Project Mo: 75376
Program: PA Pre-K Pre-5chool Program FAl Name:
Counts Specialist:
AUN: 76375
(1) (2) (3) n
o Inventory o Attestation submisslon Supporting
Report Confirmation Documentation

Supporting Documentation

Please uplead relevant supperting documents for the Inventory Report below.

Instructi to Manage D

1. Select the document type from the drop-down.

2. Click the ADD DOCUMEMNT button and a new window will appear.

3. Select the correct file folder on your desktop/laptop and attach the desired document.

4. To add additional documenis, select the document type on a new row and select the ADD DOCUMENT button. Please see file formats and size restrictions below.
5. If you wish to delete a file, click the frash can icon next to the file.

6. Once you are done, click the SUBMIT bution.

File Formats Accepled: JPEG, BMP, PNG, Excel { xlsx), Word (_docx), and PDF.
Maximum File Size: 10 ME.

Note: Microzoft Word and Excel files with a .doc or xls extension cannot be uploaded. In order to convert these files to compatible formats, ensure that while saving the document on your
deskiop, the ‘Save as type’ is either .docx or xlsx. Additionally, files may also be converted to PDF by selecting PDF (*.pdf) from the 'Save as type’ drop-down list

S T R R R

Mo Documents Uploaded.

Document Received Date

41712024
Select Document Type... hd I ADD DOCUMENT 16 ﬂ

Select Document Type... |

Receipts
Grant Inventory of Durable Purchases
Other

PREVIOUS

When requested, follow the steps below:

Document Upload Confirmation

15. Click the Select Document Type_ .. Your documents are in the process of being uploaded. This process can take
: several minutes. Please check back later to access documents. Note that the
drop-down and SeleCt a dOCU ment type documents list will not display the new file names until the upload is complete

16. Click the ADD DOCUMENT button. A
File Explorer window opens. Select the
appropriate file and click Open.

17. Click the SUBMIT button.
18. Click the CLOSE button.

Note: After documents have been successfully uploaded, a link to the document displays in the table on
this screen. Allow at least five minutes before checking back to view the link in the File Name column.
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6.Appendix — Glossary of Terms
Term Description

ELN Early Learning Network

FER Final Expenditure Report

FY Fiscal Year

HSSAP Head Start Supplemental Assistance Program

LA Lead Agency

PELICAN Pennsylvania’s Enterprise to Link Information for Children Across Networks

PKC Pre-Kindergarten Counts

PPS Pre-school Program Specialist

PRI Program Review Instrument

PSS Provider Self-Service

QER Quarterly Expenditure Report

SLDS State Longitudinal Data System
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