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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:

Continuation Grants (Lead Agency only)

Budgets (Lead Agency only)

Pass Thru Budget (Partners only)

Budget Revisions (Lead Agency only)

Pass Thru Budget Revisions (Partners only)

Quarterly Expenditure Reports (QER) (Lead Agency only)
Final Expenditure Reports (FER) (Lead Agency only)
Inventory Reports (Lead Agency and Partners)

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 Preschool 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 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.

Forgat Password?

Forgot Wser p07

PLEASE NOTE: If you aiready have a b- user name. you will be able to use it for
ate It you MUST contactthe Help Desk by

— — x

RELELL e

1. Enter your User ID and Password.
2. Select LOG IN. The PSS Home Page displays.


https://www.pelican.dhs.pa.gov/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.

MPI ID CCW Provider ID | Legal Entity Address

- 18 UNITY SQUARE DR, KING OF
4
GABE CHILD CENTER INC 00548467 6114054590 SRUSSIA, PA 194052857
UAT TRAINING CENTER 1123 E HECTOR 5T UNIT 350,
UAT TRAINING CENTER o 3
INCORPORATED 00585115 { G TI049392 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

3. Select 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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PELICAN
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EARLY LEARNING NETWORK

'pennsylvania u B AN A | clintEastwood _
PELICAN 5 ) . BOYCHIK CORP

PROVIDER SELF-SERVICE

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 .

< Mo Broadcast Message to display >

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

INVOICE B

Manage stendance IMvaices and ew enrcilments

1 PROVIDER PROFILE oo
Managa location demagraphic Information
KEYSTONE STARS

* Suigmit and manage Daslgnation Requests. Grant Applications. and +
Coaching Raguests

Y EARLY LEARNING NETWORK -

ACESE 3N MEnage Early Leaming and SLDS informanion

ACCESS ELM FOR PAPKC, HEAD START OR KEYSTOME STARS

ACCESS 5LDS

UPDATE EARLY LEARMNING PROFILE

E LICENSING +

Apply forimanage my certficaton licersing informadon

J = Lk

. pennsylvania n m

o
il

CORRESPONDENCE

Manags mry ELAC cormespondence s2tings and vIew COMmespandencas

MY ACCOUNT

Mansge my scoours énd organlzation sccess

4. Select 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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o]

Lead Agency/Legal Entity Home

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

LRSHAgRE)LAPS Citly Kime = _
ALLEGHENY INTERMEDIATE 256007

17055

56007669 Lead Agency Partner 12211 rEORGIOS ST. MECHANICSBURG, PA

555556064 Lead Agency Partner Address-100006, Harrisburg. PA 16866-8112

PO BOX 1420 UNIVERSITY PARK PA 16802

Lead Agency Partner

(NOTE: If the LA/Grantee user ID is linked to more than one Lead Agency/Legal Entity (LA/LE), the
Lead Agency/Legal Entity Home Page will display.)

5. Select the desired Lead Agency/Legal Entity Name link to navigate to the PA Pre-K Counts Home
Page. (NOTE: If the user is linked to a single Organization, the Lead Agency/Legal Entity Home
screen will not display.)
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3.PA Pre-K Counts Home

pennsylvania

PELICAN
EARLY LEARNING NETWORK

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

e HSSAP
e PKC
pennsylvania

PELICAN
EARLY LEARNING NETWORK

b-ceastwood ¥

I /“ HOME MY PROVIDERS MY DETAILS  FINANCIAL MANAGEMENT  CHILD INFORMATION  ADDITIONAL OPTIONS + I

PA Pre-K Counts Home

Status:

(PROVIDER VIEW)

Mlerts Welcome to PA Pre-K Counts

T Broadcast Messages
Corraspondence Ne Current Broadcast Messages

Reports

1. Main Navigation Bar

e HOME - Select this option to access the PA Pre-K Counts Home screen.

for more details about these screens):

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

MY DETAILS — Select this option to access the Providers Details screen.

FINANCIAL MANAGEMENT - Select to access the Financial Management screen.

CHILD INFORMATION - Select this option to access the Location Home screen.
ADDITIONAL OPTIONS - Select this menu to access the following (access PKC Online Help

o TOOLS - Select to access Alerts, Transfers, and Correspondence.
o QUALITY MANAGEMENT - Select to access Quarterly Narrative, Program Review

Instrument, and Waivers.

o REPORTS - Select to generate reports and view them in the Reports Inbox.
e HELP - Select to access PKC Online Help in a new browser tab (as seen below).

x
Welcome

pdates

' pennsylvania

PELICAN

R amin nerwons
nd

ai

ing of topics using ksy topics

e uestes || The Online Help provided in this system is for Early Learning Network and Pre-K Counts users. Pl
updates:

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

to topic pages about system functionality, organized within books

ease click the PELICAN Early Learning Network lago below to view
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/ﬁ\ HOME MY PROVIDERS MY DETAILS FINANC!AL MANAGEMENT  CHILD INFORMATION  ADDITIONAL OPTIONS 0 HELP

PA Pre-K Counts Home
(PROVIDER VIEW)

Status:

Alerts Welcome to PA Pre-K Counts

B e Broadcast Messages
Correspondence Mo Current Broadcast Messages

Reports

2. Blue Box

e Alerts — Select to access the Alert Inbox screen.

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

¢ Reports — Select 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 selecting FINANCIAL MANAGEMENT from the main
navigation bar.

ennsylvania
' g.ﬁlcmm {0 i Back To PSSHome b-ceastwood ¥
ARLY LEARNING NI K

ﬁ‘ HOME MY PROVIDERS MY DETAILS QFINANCIAL MANAGEMENT ff CHILD INFORMATION  ADDITIOMNAL OPTIONS - | OHELP |
FINANCIAL MANAGEMENT |

Financial Management p (PROVIDER VIEW)
click here.l

IFor a tour of the Early Learning Network Financial Management Page,

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.

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, UNIVIERSITY PARK,

CREATE APPLICATION PA 16802

FOR HEAD START

PA Pre-K Counts

2| 1272072023

FINANCIAL MANAGEMENT - Select 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. Select to access the Grant at a Glance
screen.

5. Continuation Grant Application tiles — Select to access the Continuation Grant Application.

PoON~

(NOTE: Only Lead Agencies can access the Continuation Grant Application section.
Partners do not see or have access to this section.)

10
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ennsylvania ;
' i 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 Enierprises - 33523355

(Partner of LA)

FY 2023-24 v ! 2 I

= Grants

378354 387357

3Js Daycare i 3Js Daycare

1224 Jomiby Drive. Harrisburg 1224 jomiy Drive. Harrisburg
PA 17108 PA 17108

PA Pre-K Coumnts Head Start

FY 2023-24 B2 FraoasE-m

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

1. 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.

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

(NOTE: When selecting from the Lead agency/Partner drop — down, various options may display
depending on if the Lead Agency has multiple partners.)

View the Financial Management for multiple partners.

11



pennsylvania

PELICAN
EARLY LEARNING NETWORK

PELICAN ELN FiscAL MANAGEMENT
USER’S GUIDE

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 selecting the Grant ID in the orange banner of a Grants
tile on the Financial Management screen.

Grant at a Glance (LEAD AGENCY VIEW) n.l Sas vI o]

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 n

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 30464 FENN STATE UNNVERSITY 1200772023 1211112023 Final Approved 1211172023 Status History v
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 — Select to access the Grant Information screen.

GRANT STRUCTURE - Select to access the Grant Structure screen.

Documents buttons — Select to access the specified document screen.

Pobd=

(NOTE: View the Partner Grant at a Glance page.)

12
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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 selecting the Grant ID from the orange banner of a Grants tile on the
Financial Management screen. Once on the Grant at a Glance screen, select the GRANT INFORMATION
button.

‘ﬁ HOME MY PROVIDERS MY DETAILS FINANCIAL MANAGEMENT  CHILD INFORMATION  ADDITIONAL OPTIONS ~ |0HELP|

FINAMCIAL MANAGEMEMNT GRANT AT A GLANCE

MP1 1D 100270742 Provider Name PENN STATE UNIVERSITY

Provider ID 3254

Grant Information

Provider Detail

Contacis
Select Fiscal Year 202324 b Contact Log

Grant Structure
Program: {required) PA Pre-K Counfs ™ E Grant Informaticn

Program Review Instrument

(LEAD AGENCY VIEW) gy v m

Quarterly Marrative

View Locations
24234 54545 B/30v2024

GRANT STRUCTURE || 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 — Select to see the requested Grant Information.
2. Select... drop-down — Select a screen title from this drop-down to access the selected screen.
GRANT STRUCTURE - Select to access the Grant Structure screen.
4. PROVIDER DETAILS — Select to access the Provider Detail screen.

w

13
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4.3 Grant Structure

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

—
Grant Structure Select. v m
(LEAD AGENCY VIEW)
Provider Detail
Selact Fiscal Year: 202324 v Contacts
Contact Log
Program: (required) PAPre-K Counts v B Grant Structure
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 DE/30v2024 (8] 1
ALLEGHENY CHILD CARE ACADEMY INC Fartner $1.000.00 O7/01/2023 06/30v2024
PHOENIXVILLE AREA YMCA Fartner 33,000.00 12M12/2023 06/30v2024
PIC - WESTMORELAND/FAYETTE $1,000.00 10/01/2023 D8/30v2024
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.
e Program drop-down — Select the program for which the grant information for the selected

provider and fiscal year are applicable.

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

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

PROVIDER DETAILS - Select to navigate 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 enrollment for the provider.

w

14
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R

PIC - WESTMORELANDIFAYETTE Fartner 51,000.00 10/01/2023 06/30/2024

7
LOCATION MAINTENANCE | LOCATION DETAIL

Grant Structure (LEAD AGENCY 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

PHOENIXVILLE AREAYMCA Fartner 53,000.00  12M2/2023 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
st Day
Full D2y
PKC SKRP Full Day

FKC SKRF Half Day

Select the drop-down arrow next to a provider in the Grant Structure table to view Partner Pass
Through details.

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

LOCATION MAINTENANCE — Select to navigate to the Location Information screen to add
classroom sessions. (NOTE: This button only displays when the View Enroliment Details radio
button is selected for a Location.)

LOCATION DETAIL - Select 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.)
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5.Lead Agency Financial Management Document Processes

5.1 Lead Agency Continuation Grant Application

To begin the Continuation Grant Application process, log into PSS and navigate to ELN as described
previously. Select FINANCIAL MANAGEMENT from the orange header, then select the desired Continuation
Grant application for Head Start or PA Pre-K Counts tile. The Grant Structure screen displays. Only a Lead
Agency has access to the Continuation Grant application.

n Grant Structure

=1, TOTAL SLOTS

=2, PARTMNERSSIPY oy

= 3. SLOT DISTRIBUTION

=4 SEEVICE LOCATIONS

1. On the Grant Structure page, fill out the required five sections which include TOTAL SLOTS,
PARTNERSHIPS, SLOT DISTRIBUTION, SERVICE LOCATIONS, and Additional Changes.
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(NOTE: When the Application Window is open, the following alert will be generated: “The
Continuation Grant application window for <Program Type> is open for fiscal year <Fiscal Year>
From <Start Date> to <End Date>.”)

(NOTE: Updates to the Continuation Grant page are made annually. Although screenshots
displayed in this document may not match the current page, the process for working through
Continuation Grant remains the same.)

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 location. 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

-_— Fiacal Year202s 2024 Fiacal Yeara0z+-2028 _--
m —— m i — i — slustification m

+ Parmer
PENMN STATE UNIVERSITY Lead Agency $10,000.00 $8,000.00| 3 oo
@ Enroliment

Total Previous Grant Amount Total New Grant Amount Total Actual Pass Through Amount |

] PHOENIXVILLE AREA YMCA Pariner Location $3,000.00 $0.00 50.00 + + Location
@ Enrollment

O ALLEGHENY CHILD GARE AGADEMY - T $0.00 E + Location
INC ® Enrollment

.

THE IMAGINATION STATION Location 50.00 $0.00 ® Enrollment

O PIC - WESTMORELAND/FAYETTE Pariner 5100000 $0.00 50.00 + + Location
® Enrollment

$10,000.00 $8,000.00 | $100.00

B CALCULATE l’—

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

The table at the bottom of the screen enables the actions listed below. (NOTE: Entries made in this
table should be based on answers provided in the previous sections.)

2. Remove a Partner or Location by selecting the appropriate checkbox in the Remove? column prior
to saving or navigating to the next screen.

3. Enter the Projected Grant Amount for the LA.

4. View enrollment information for the LAs, Partners, and Locations by clicking Enroliment 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.

== Indicates that a justification must be entered. Select the icon to view a window to enter the
justification.
I Indicates that a justification has already been entered. Select the icon to edit the justification
that was previously entered.
6. When changes are entered in the Projected Grant Amount or Actual Pass Through Amount fields,
select CALCULATE to view the updated totals at the bottom of the table.
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7. Once all entries are completed and confirmed to be accurate, check the Attestation checkbox, then
select SAVE. When the Confirmation window displays, select SAVE again.

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

Continuation Grant Application

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 xProgramanreliUns 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

9. If no contacts have been entered, select ADD to navigate to the Contact Information screen.

(NOTE: Continue to Page 20 to view options for when contacts have already been entered.)
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m Contact Details (LEAD AGENCY VIEW)

Contact Type: + Overall Contact V_

First Name: - Jennifer

e e [Cselect. |
I Overall Contact 1

Last Name: + Daws I Authorized Budget Contact :

wsen Chief Authorized Official 1

i Enroliment Contact 1

Suffix: Select w i PELICAN Contact 1

Phone: = 717-584-7171

Cell Number: @

Fax:

Email: - Jennifefjumps@gmail.com

Communication Preferences

Please indicate the language preference for notifications - @ | English w

Would you like to receive text message notifications? - @ !I No

W NOTE: The DELETE button enables the
removal of a previously saved contact and is

disabled when initially entering a new contact.

10. Fill out the required information.
11. Select the Contact Type from the drop-down menu.
12. To opt in to receive natifications via text messaging, select the radio button for Yes.

If Yes is selected, follow the steps below: [ commmcaion preterences
123_ Select the Terms and Conditions Please indicate the language preference for notifications « @ - .
and Privacy Policy Iink. Would you like to receive text message notifications? « @ ®Yes ONo
12b. Select VERIFY MY NUMBER. A I have read and reviewed the Text Messagindflerms and Conditions and Privacy Policfwith the provider. Message and Data rates may apply. Message frequency varies
’ . . . : I have verified the Cell Number can receive text messages VERIFY MY NUMBER
verification text will be sent to the

phone number entered in the Cell
Number field.

13. Once all information is entered, select SAVE.
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Lead Agency Contacts (LEAD AGENCY 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 Ashiey Anderson T17-234-5678 AshleyAnderson@gmail com
Chief Authorized Official Matt Martin 717-345-6789 MattMarting@gmail.com D
Overall Contact Jimmy Johnsan T17-456-7890 JimmyJohnsong@gmail.com D

X1
<]

Authorized Budget Contact Tim Thempson T17-567-8901 TimThompson@gmail.com

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

EB—pm

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

15. This field 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
select SAVE. When the Confirmation window displays, select SAVE again.

18. After the Confirmation window closes, select NEXT to navigate to the Program Operations
screen.

PREVIOUS
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Program Operations (LEAD AGENCY 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 1ess)

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

19. Fill out the required Staff Qualifications and Grantee-Specific Requirements sections.
20. Once all entries are completed and confirmed to be accurate, check the Attestation checkbox, then

select SAVE. When the Confirmation window displays, select SAVE again.
21. After the Confirmation window closes, select NEXT to navigate to the Additional Funding screen.

(NOTE: Punctuation is allowed within the free form text fields.)
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Additional Funding (LEAD AGENCY 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)

ease 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

select SAVE. When the Confirmation window displays, select SAVE again.
24. After the Confirmation window closes, select NEXT to continue.

PREVIOUS
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Grant Summary (LEAD AGENCY VIEW)

Grant Amount $10.000.00
Half Day 10
Full Day 3
PKC SKRP Full Day 6
PHC SKRP Half Day 6

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

Submission Comments

El-

CANCEL | SAVE W
PREVIOUS

Please enter your text. You can expand the text bo

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.

_ 2022024 _

$10,000.00
10

-]

G

G

e
Characters Remaining:3500

28
SUBMIT

25. Ensure that all entered information is correct, then select the Attestation checkbox.

26. Enter any Submission Comments in the field.
27. Select SAVE.
28. Select SUBMIT to navigate to the Submission Confirmation screen.
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Continuation Grant Application (LEAD AGENCY VIEW)

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

Contacts Operations

Suppaorting
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.

m EXIT DOCUMENT n UPLOAD SUPPORTING DOCUMENT

NOTES:

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

29. Select UPLOAD SUPPORTING DOCUMENT to access the Supporting Documentation
window.
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Supporting Documentation (LEAD AGENCY VIEW)

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 .xls 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 1o POF by selecting PDF (*.pdf) from the 'Save as type' drop-down list.

foetment iype Pocument Received Date Pate Uploaded Uptoaded BY _I

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

Document Received Date 4/15/2024

ADD DOCUMENT

Select Document Type... v
Select Document Type...

Additional Information m SUBMIT
Other

PREVIOUS

When prompted, follow the steps below:

Document Upload Confirmation
30. Select 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

31. Select ADD DOCUMENT. A File documents list will not display the new file names until the upload is complete.

Explorer window opens. Select the

appropriate file and select Open. b
32. Select SUBMIT. The Document

Upload Confirmation modal displays.

33. Select 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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5.2 Lead Agency Budget Detail

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

Grant at a Glance Select . E
(LEAD AGENCY VIEW)

Grant Summary
Grant Information

Grantes: 40 Childcare

Py ram: Head Snart
Fiscal Year:  2024-25
Grant ID: 3367

ey Dates

Budget due by:

Cruarterly Expenditure Report | due by: 101572024
Cuarterly Expenditure Report Il due by: 01152025
Cuarterty Expenditure Report Il dus by: 04152025
Final Expenditure Report dus by: 03172025

GRANT INFORMATION B GRANT STRUCTURE

Standard Slots Information

Tobsl Standsrd Siof Types | Tokal Chikdren Enrolled for Standard Siot Types | Percentage of Lilization for Standard Siot Types

Grant Progress

mmmm i M= O i m
Mo O

1. Click the NEW BUDGET button. The Budget Detail screen will display.

NOTES:

o When the Budget Due Date is set on the Grant Information screen, you will receive the following
Alert: “Budget for <Program Type> grant is due by <Due Date>.”

o When the Budget Due Date is within 10 days of the due date, you will receive the following Alert:
“Budget for <Program Type> grant is due in 10 days.”

o When the Budget Due Date is 10 days past due and has not been submitted, you will receive the
following Alert: “Budget for <Program Type> grant is 10 days past due.”

e Refer to the Fiscal Supplement that can be found at your PKC/HSSAP Provider Portal or the
Budget Detail page.
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Budget Detail
K? L ——— JN Ferm— et
Budgal Detail

(NOTE: Before the Grantee/LA can submit a budget, Pass Through Budgets from ALL partners must
have been previously submitted. Also, if a Line Item is not being used, it does not need to be opened
and saved.)

(NOTE: If the final budget should show 100% of the grant amount when all information has been
entered and saved, double-check to ensure that the total of all lines matches the award amount).

2. Select the button for the Salaries drawer. The drawer opens to reveal a list of the line items by
category.

Salanes

Tolal Budgeded 30,00

Line liem By Calegony Ampurt
Child Health & Development 20,00
Family & Commundy Parinsnhip 0,00
Oihier Redafed 20,00
Program Design & Management 50,00

3. Select Enter Details.
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Salaries Details

dollar amount

Line lem Details

Eelect | Line Bem
- I e

Famity & Commynity
Farinershg

Cteer Aelaing

Frogram Design & Masagement

Torad

G EDIT a

SEI50 - JETE)
5% - 45%)

L]
0% - 3%

B0 - 5THN)
D% - 5%

ETSD - E1508)
5% - 0%

Line lem details for each category can be found below. Select a Line Rem and click the EDIT bution to updabe
Infoernation related 1o the Line Iem. Reference the Recommended Range column when inputing the wiode

4. Select a Line Item.
5. Select EDIT.
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Budget Detail

Budget Line Ftem: Child Health & Development

Ameunie: ir LS

Category Modal Steps:

6. Enter the Amount.
Enter the Description.
8. Enter the Justification (if

N

Description: % (reqguired)

Charscians Ramaining 3300

applicable).
9. Select SAVE.

Justification: @ ‘n

v s

Chargcrans Ramaining 3300

CLOSE

Salaries Details

Informaliopn wmisled in

doilar Imoued

Line Item Detuls

il SE

Lire lirm dcfain Tor ek cabigony can Br found Erkaw

e Ling

Fies a Line Bom and Slgk e FOIT Seifleirt 1S Lijslaie

Eem Rrfrrrnoe the Ascmmescded Rangr coleme when ispufing e whele

CLOSE

(NOTE: The entered information has been saved. Repeat steps 4-9 for each Line Item under the

Salaries Drawer.)
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Salaries Details

« Infcrmation saved successfully.

Lime Inem detais for each cmegsry can be found belkow Select 3 Live lbem and click the EDIT buman 1o updaie

niormanon nelased o the Ling Bem. Rederence the Hecommendsd Hange column wWhgn mpuitng the whals

dollar amount

Line Item Detais

G EDiT

(NOTE: All Line Items have been entered when the Amounts, Description, and Justification, if
applicable, have been entered/updated.)

(NOTE: If a Line Item is not being used, it does not need to be opened and saved.)

(NOTE: Before the Grantee/Lead Agency can submit a budget, a Pass Through Budgets from ALL
partners must have been previously submitted.)

10. Select CLOSE.
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Budget Detail
- o ' -
Budpal Detail

11. Select the == button for the Benefits drawer. The drawer opens to reveal a list of the line items by
category.

Betnuetils

Todal Budgelss $0.00

Line lBem By Calegory Amoung
Chill Healh & Cevslopmand = 0D
Family & Comfunty Paineribip 3 00
Ciiteer F slabess 3 00
Pragiaes Design £ Matagem el 23 Db

n E"J Enier Detasls

12. Select Enter Details.
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Benefits Details

Line Ilem detals for ¢ach category can be found below. Select a Ling Item and click the ECIT bulton to update
infarmation retated 1o the Line Hem. Reference the Recommencéd Range column when inpulling the whoks
alEF Aol

Line Item Details

(51500 - 52350
hi vehapment &
G 13 [ ) Aleomnas o

Fairily & Cofsmusity 50 - £330 -
Partnarnag 0% - 2% L
Ottt Rl 51 _':’:” 2080
Progeam Dewgn & kanagemen ::_",‘:_y 0,90
Tedal 50 840
14
CLOSE
13. Select a Line Iltem.
14. Select EDIT.
Budget Detail
Budget Line item:; Child Health & Development

‘ Amouni: (requined q

Category Modal Steps: Bescription: @ (requin) ‘n

15. Enter the Amount.
16. Enter the Description. P

17. Enter the Justification (if applicable). n Eraracians Fomanng 3900
18 SeleCt SAVE USTITRCATiom:

#
TraraTTy Ay '\-:=_.-: T

o pm
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Salaries Details

AT K 3 EvE) Sl

Lire ltrm dicfaln Tar pach caftgeny can be fouid brkora Sivicc® 2 Line Bom and click B FOIT ifion 2 ujlsc
rformotion mished In B Ling Bom Refrenee e Resommpsced Range coleme wher ispusing Fe whoke
gl It

Line ltem Chetals

&
W
araf LY o
o Dpimee re i
L1
S50 - SN
Frogeers Dewgrs & Manpgeess| L

(NOTE: The entered information has been saved. Repeat steps 13-18 for each Line Item under the
Benefits Drawer.)

Benefits Details

LiFe Beim Setall for adh Caegtly can Be lound Belte Seiec! § Life eSS0 ik B DDIT befiah 5 upasie
rfonmation retalesd 10 e Lise Bem Aeference the Aecommended Range column when inputing the shole
talad diniurt

Line e Detalls
Saleri | Lna Ra i i H g Acmarard [E T W i
1588 - 125

Chuie ruaie & Cdsaggrran 0% - 1% S¥ 00 TemCaszegiar  Tam aikoman

Te - - Al

T Ealawms 29 08 Tesl Cusdagh Sl

iy Cedaled 8 MLFIIgETwEa] ] T ¥ - Pl

=

(NOTE: All Line Items have been entered when the Amounts, Description, and Justification, if
applicable, have been entered/updated.)

(NOTE: If a Line item is not being used, it does not need to be opened and saved,

(NOTE: Before the Grantee/Lead Agency can submit a budget, a Pass Through Budgets from ALL
partners must have been previously submitted.)

19. Select CLOSE.
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Budget Detail
n“ i B et m——y
Budgal Delail

button for the Supplies and Equipment drawer. The drawer opens to reveal a list of
the line items by category.

Lirss e By Calegany

Eguipmant far Program
Prisgeam Kansgemenl
Faogeam Hurposs

21. Select Enter Details.
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Supplies & Equipment Details

Line Redn details for each category can be found below. Select a Line Rem and cick the EDIT button o update
Information related o the Line ltem. Reference the Recommendad Range column when inputing the whole
oollar amount

Line Hem Details

o8 - SH0)

0% - 4%
1 0
Proguam Managemest ?h:ﬂ':l_léf:l] 50 0
53 - B3|
Fregram Purgsss g g 50 e
Toksl 50,03

& EniT E

CLOSE

22. Select a Line Item.
23. Select EDIT.

Budget Detall

E!I,I(lj-'.l‘l Line Item: Equipment for Program

Amount; requnes

Category Modal Steps:
24. Enter the Amount.
25. Enter the Description. Description: @ {required) ﬂ
26. Enter the Justification (if applicable).
27. Select SAVE.

i

Chirgoiors Remginng 3200
Justification: @ n

Charagiers Remaining 3500

coe] oo MU
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Supplies & Equipment Details

IR AN s S pas il

BCTH ST CHN e Andnd Beitw Sedsrl & L REm o CRcK T EDHT balio o upaaie

i FEfefef s it ST el RASGE COkITIR mTe N Fpeliig s whoe

(NOTE: The entered information has been saved. Repeat steps 22-27 for each Line Item under the
Supplies and Equipment Drawer.)

Supplies & Equipment Details

Lime liesm details fov 2a0h cxespony Can be found bejow Seiect 3 Lne Bem and cick T EDIT bason 0 updas
PAOPTENOn elmed 12 e Uit Rem Refeience e Aeiommended Rands COolimn whsh Nparing e ahdie

e amaort

Lins Mem Details

Tori Ceec=pize Tamet Justicrin

(NOTE: All Line Items have been entered when the Amounts, Description, and Justification, if

applicable, have been entered/updated.)
(NOTE: If a Line Item is not being used, it does not need to be opened and saved.)
(NOTE: Before the Grantee/Lead Agency can submit a budget, a Pass Through Budgets from ALL

partners must have been previously submitted.)

28. Click CLOSE.
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Budget Detail

K Wi W Frrr—

Budgal Detail

29. Select the
by category.

button for the Maintenance drawer. The drawer opens to reveal a list of the line items

M miiefanne

|

Tolal Budgeied $0.50

Line kem By Caisgory

Buidding Mainienance | Fepai
Conyinuchon Cosl

Spade Relabed Codb

USikbery & Telephons

Asrenunt

5054
0.0
0.5
5000

30. Select Enter Details.

37



PELICAN ELN FiIscAL MANAGEMENT QSC?NnSy lvama

USER’S GUIDE EARLY LEARNING NETWORK

Maintenance Details I

Linse Hesm details for each calegory can be found below. Select a Line item and click the EDIT button 10 update
infanmesabon relaled 1o e Line Bem Reference the Recommended Range colurmn wien mpusling the whoke

CHOSEAT AL

Line ltem Details

(50 - 5450

i A
mirikin o 0% - ¥%

(50 - 5500

Coesrechon Cost 0%« %) 5000
. (3450 - 51500 -
Space Relaied Cosis 3% 16%) ]
e (S50 - S450) =
Ll & Tedspiaine % 1% S8 00
| Totat 00 |
CLOSE I
31. Select a Line Item.
32. Select EDIT.
Budget Detail
Budget Line ltem: Building Maintenance § Repair

Amount (requres q

Category Modal Steps: Deseription: © .l._._,,,__.ﬂ,__n

33. Enter the Amount.
34. Enter the Description.
35. Enter the Justification (if applicable).

36. Select SAVE. m ET—

s
CHaracIe S TGl o

CLOSE

Y

2
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Maintenance Details

o kR e dpd fral
LiNE Ra OS1is 8 S8 CHiegiry CAN DE Tund DESer DSl 8 Line BT %0 ChON e LLET Tt ig
RO AR MELES] WD e Life 16T REErEhie e RSl imeioed Hasds Lok wheT PPl Be whilie
OO el

Line ltem Detalls

(NOTE: The entered information has been saved. Repeat steps 31-36 for each Line Item under the
Maintenance Drawer.)

Maintenance Details

L R R T

Life® HEFA SEOSE MO 3T LF00ry CAf D T Deite 38T 3 LiNe ST A OWK P BLHT Dl [E b
IOITTAE FERA ] 1 T LIS BT EfEsefils The MECOTMiTefe] San0e DT 'wheh J =
20 a 3F.
Line Mem Dwelails
Seleci | Liw e Aaconmsroid dargs ] [ e M
Fuifrg Murberarss  Dugan I' "': FHIE0  Tedl Dasceplee Tasl Josbicsion
Bl
S ol [ ' =1
(L
L
B b 5 _l-" 1 . b Tasd JLaii -
i
e b T [ b 2 AR
ki T

:

(NOTE: All Line Items have been entered when the Amounts, Description, and Justification, if

applicable, have been entered/updated.)
(NOTE: If a Line Item is not being used, it does not need to be opened and saved.)
(NOTE: Before the Grantee/Lead Agency can submit a budget, a Pass Through Budgets from ALL

partners must have been previously submitted.)

37. Select CLOSE.
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“? e W H— I-'!'-'!
Budgal Datail

38. Select the 4= button for the Services drawer. The drawer opens to reveal a list of the line items by

category.

Simnncn

Tolal Dudgeled $0.00

Liry Bem iy Calegory

Arcogntng & Lega

Child Saivace Coadullanls
Contracked Services
hestirbaznal

Farenial

Amcaunt

M
5000
5000
000
5000

39. Select Enter Details.
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Services Details

Line lem details for each calegory can be found below. Select a Line Item and click the EDIT bufion 10 update
infonmaion related 1o e Line lem. Reference the Recommended Range column when npulting the whoke
dolar amoun

Line Hem Details

. [E1U
- . m o il o

50 - 5750)

Child Sarvice Consullants (0% - 5% =000
(50 - S500) =
Contracied Senices (% = % 50.00
(30 - 31200 R
Hutrbona 0% - B%] 500
Farental ::i!';:: 5000
CLOSE
40. Select a Line Item.
41. Select EDIT.
Budget Detall
Budget Lime ltem: Accounting & Legal
Amdaunt: (reguired

Descripison: &y quired n

Category Modal Steps:
42. Enter the Amount.

43. Enter the Description. ~u
44. Enter the Justification (if applicable). | /=<t ®

45. Select SAVE.

Characiers Remaming 2500

CLOSE

41




PELICAN ELN FiscAL MANAGEMENT

USER’S GUIDE

pennsylvania

PELICAN
EARLY LEARNING NETWORK

Services Details

GOl SSOUR

Lins Hem Details

ine e driai for nach calegany

rlcrmmigtion pelied e the Line llem

can S Fourad Beiow: Sekecl 3 L Hem and cick P FDIET bufion

ferarcr the Fleca mmended Rangeo colkrmm when mjpuiing he w

Note: The entered information has been saved. Repeat steps 40-45 for each Line Item under the

Services Drawer.

Services Details

=21 [l

(NOTE: All Line Items have been entered when the Amounts, Description, and Justification, if

applicable, have been entered/updated.)
(NOTE: If a Line Item is not being used, it does not need to be opened and saved.)
(NOTE: Before the Grantee/Lead Agency can submit a budget, a Pass Through Budgets from ALL

partners must have been previously submitted.)

46. Select CLOSE.

42



PELICAN ELN FiscAL MANAGEMENT
USER’S GUIDE

pennsylvania

PELICAN
EARLY LEARNING NETWORK
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Budget Detail
“? J'I:"'l'"'"' o """"'" I-'!'-'!
Budgal Datail

47. Select the
items by category.

Ozt Epeeaidees

Telal Bodgried $0.63

Ling Hiesn By Category

Ewilding J Child Liaibdily lesurance
Mon-Shuden! Trevel Cogls

Pl a1 § ASweraing [ Prin
Shudent Transporiaban
Sababviubes (I fol pasd Baneliti
Training & Siaff Development

Asreouni

5000
50 00
5054
5020
30 8
S0.80

48. Select Enter Details.

button for the Other Expenses drawer. The drawer opens to reveal a list of the line
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Other Expenses Details

Line Item details for each category can be found below. Sekect & Line tem and click the EDIT buflon o update
information refabed (o the Line em. Reference the Recommendad Range column when inpulling e whols
dallar amournt

Line ltem Details

- 49 d Liakdidy -'5".‘1_.'.-4 H 308
(1% - 7%

(50 - 5500

N Ghuden] Travel Copdy P .00
(50 - 5304
Pubbcation / Adverfising § Prind 0% . 7% Bak. O
(30 - 5508) o
Sl Trafportalon T 50.00
Sebatitoben (I ool paic bty | 0 TN, 2300
0% - %)
(330 - 55
T 1 Davel 1 200
raneg & S Cevelopmen i 00
Tzl 20.00
49. Select a Line Item.
50. Select EDIT.
Budget Detall
Budget Line ltem: Building # Chikd Liatility Insuramce

AN (requingd q

Category Modal Steps: Description: @ ---::.:.n-z:qﬂ

51. Enter the Amount.
52. Enter the Description.

53. Enter the Justification (if applicable). —E pe——
54 SeleCt SAVE JusEification; L]

]
CRareciars Hemavang T

CLOSE
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Other Expenses Details

34 - 1500

(NOTE: The entered information has been saved. Repeat steps 49-54 for each Line Item under the
Other Expenses Drawer.)

Other Expenses Details

Lire Eem Datsils

|

(NOTE: All Line Items have been entered when the Amounts, Description, and Justification, if
applicable, have been entered/updated.)

(NOTE: If a Line Item is no being used, it does not need to be opened and saved.)

(NOTE: Before the Grantee/Lead Agency can submit a budget, a Pass Through Budgets from ALL
partners must have been previously submitted.)

55. Select CLOSE.

45



PELICAN ELN FiscAL MANAGEMENT pennsylvama

; PELICAN
USER’S GUIDE EARLY LEARNING NETWORK
Budget Detail (LEAD AGENCY VIEW)  rorave posment e ey [0
Beliy 5 1he sisnimanzed Basdget sof ke Tallwing calegones: Salanss, Banelits, Supphes & Equipment, Mainienancs Sendoes, Oiher Expenses, and Pass Thiough Funds. (f appicabis). To
complete T Bucget, detal the budged ine tems o each categony and submi. For guidance on how toe complete the buaget. click here 1o a0cess Fiscal Supphemen docurmen

Total Amount Enpere %2450

Percentages of Grant Arr it © 51K

Salares

Totl Budgeied: $30.00

Suppes & Equaprsenl

Tokal Budgeind: $3000

Sereces Ofher Expernes

Tobsl Busdgeied £36.00 Toisl Bupspeies §30.08

Pan Through Furds

ot Busigeied 3008

SUMMARY BUDGET M

56. Lead Agencies without Partners do NOT fill out the Pass Through Funds drawer.

(NOTE: Not all drawers will be applicable. For example, if a grantee does not have a partner, they will
not complete the Pass Through Funds drawer.)

(NOTE: If the Lead Agency has a Partner in the Grant Structure, a Pass Through Budget must be added
for the Partner.)

(NOTE: Before the Grantee/LA can submit a budget, a Pass Through Budgets from ALL partners must
have been previously submitted.)

57. All applicable drawers have been completed. Select NEXT.. The Attestation screen will display.
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Prie-Schodl Program Speoialist

1 e ; 4

#Buﬂg&t xﬁun—.iuu- “ SubmIssion Suppoarmng
Dl Confinmation DOCUmENEHIon

Fil Maimse
ALIN

Attestation

I hereby dechare that the information gieen in this document is tue o the best of my knowledge i In
Submission Eumm'nlln

(owce | <o ST
revious | 61 S|

58. Check the Attestation checkbox.

59. Enter Submission Comments. Hint: Provide specifics that would help ensure that the Budget is
approved.

60. Select SAVE.

61. Select SUBMIT..Then select SUBMIT again to confirm. The Submission Confirmation screen will
display.

(NOTE: Before the Grantee/LA can submit a budget, a Pass Through Budgets from ALL partners must
have been previously submitted.)
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Thaank ypoau!
Your !".I.'|:_||" ‘Dﬂ:umiﬂt [n] W!Iﬂ:l has been submiled. You may irack this document :llll:'.ll_lll Ihe= Grant & a Glance :!il'_;l.' within Finarcial 'ulilrub_ﬂ!"l'l'l" n onder Ko view The information cn this

fonm &1 8 laler dale, phedse Cick e PRINT buiton 1o save and print & copy of your records
T applicable. phease upoad relevent supponing docurments by clicking UPLOAD SUPPORTING DOCUBENTS. I nod applcabie, please exit the gocument by clicking EXIT DOCUMENT

Your document hxs been submitbed for ressw.

m | EXIT DOCUMENT 62 UPLDAD SUPPORTING DOCUMENTS

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

62. Select UPLOAD SUPPORTING DOCUMENT to access the Supporting Documentation window.
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Supporting Documentation

Fieane upload seevan! suppering documesnis jor i Budgel beive ( )
IRIMUCERSNE 10 MR e Deacufrianes

Seleri fhe document type from the dep-down

ek the A00F DOICLIMENT tton and 3 ooy wilkkors will appear

SEETT] e Core] T A ASF AN MIACH T (ELINtSD SSCLmem
4 To add addienal dooum L Skt e document Bpe 0N 3 Rew rme and seler] e ADD DOCLUKENT mon Flease see Bl formas. and sire restschione beios
& ¥ you wish o delete a fie, dick the fresh can ioos ned fa e Sie

L= e genn, Cick Be SLIMAT BEullon

Fiie Formais Accepied JPEC, BMP, PHO, Excel | s, Word | doced, and PDF
kimimum Flie Sere 10 MB
WSt RECFOROS WWOAT AN Fael NES Wil & 350 o o5 wlenk ANRC B it IF ST 10 Cofredfl e ThES 0 COPEEERNE MO ENiuns Tl whils i i I
desitop, the Saes as type™ B efiner dorwor sy Addtionally, fies may aiso b comenes i FOF by SH{TNg POF [~ pof) oo The ‘Save 3% bype’ deop-donen ISt
b Cenamerh Lsianied

— o

65 2

When prompted, follow the steps below:

63. Select Select Document Type... drop-
down and select a document type.

64. Select ADD DOCUMENT. A File
Explorer window opens. Select the
appropriate file and click Open.

65. Select SUBMIT button. The Document
Upload Confirmation modal displays.

66. Select CLOSE.

Document Upload Confirmation

(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.)

(NOTE: The Preschool Program Specialist, PA Key/Fiscal Specialist, and OCDEL will either Approve or
Return the Budget. If the Budget is Approved by the OCDEL reviewer, you will receive the following
Alert: “Your Budget [document ID number] has been final approved.” If the Budget is Returned, you will
receive the following Alert: “Your Budget has been returned. Please check the comments section of
document number [document ID number].” Alerts can be references in the Appendices section.)
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5.3 Lead Agency Budget Revision

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

Grant at a Glance (LEAD AGENCY VIEW) — ml
Grant Summary
Grant Information
Grafies: 3T Childcare
Pﬂ}ﬂml‘l‘li Head Start
Fiscal Year: 2023-24
Grant ID:; 3364
Key Dates
Budget due by: O1OS024

Cuarterly Expenditure Report | due by: 1152023
Cuarterly Expenditure Report |l due by: 011520
Quarerly Expenditure Report Il due by:  04/152024
Final Expenditure Report due by: 083152024

GRANT INFORMATION § GRANT STRUCTURE

Standard Slots Information

Tolal Slandsrd St Types | Totsl Children Enclled tor Standard $ick Types | Percentage of UHilieation for Stendard Shot Types

Grant Progress

Document Type Dcumant 10 Prowater Mame . E Status Istory
Esuiget L IC Childcane 01262024 FLAPIZE Firal Appeoried 0A2E Siabyy Hisory o
Pasa Thasugh Bedgel b LT 40 Childcans 01262024 FLAPIZE Fimal Apporied 01324 Siabud Hisders o

1
NEW BUDGET REVISION

1. Select NEW BUDGET REVISION.

(NOTE: A Budget Revision may be required for a number of reasons. For example, a Budget Revision
is required to remove a Partner from a Grant during the fiscal year.)

(NOTE: Refer to the Fiscal Supplement that can be found at your PKC/HSSAP Provider Portal or
Budget Detail page.)
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Budget Revision

Budget Revision

vaen e L encies, Supples & Equpmer, Maverance. Services, Ofer Expenses. and Pass Treou
appicabie). To compisls e Budget Revision, defail The busgel bne tems for each caiegory and submil

o i Tl Cx Amcmt S50
Frtel R Aot 520000 Fainl Farvmed Serers: 535 00

SUMMARY BUDGET

2. Select to expand the drawer that needs to be revised.
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Budget Revision

Beiow is the summarnzsd Budgel Revision for the following calegores: Salanes, Benefrs, Supplies & Equipment, Mainlenance, Servioes, Oiher Experdes, and Pass Thiough Funads. (if

Slareey

Tokal Canvesi baond 12 06,06
Tokal Havesed Al 32000 08

3. Select Enter Details.

Category Modal Steps: Salaries Details

Select a line item. sotar a
Select EDIT. e e Betas
Enter the Revised Amount.

Enter the Justification (if applicable).
Select SAVE.

Repeat steps 4-8 for each

line item, as needed.

10. When finished, select CLOSE.

© 0N ORA

L=

(NOTE: Refer to the Fiscal Supplement that can
be found at your PKC/HSSAP Provider Portal or
the Budget Detail page.)

(NOTE:: For Budget Revisions, include a
description in the justification box if there is a
change made to the line. Justifications are still
required in addition to the description if the

amount for the line was outside the recommended W
range.) n i
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Budget Revision

SUMMARY BUDGET

(LEAD AGENCY VIEW)

..........

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

(NOTE: Lead Agency budget edits must be completed before the related Pass Through Budgets can be

revised.)

(NOTE: Pass Through Budget revisions do not need to be opened for a partner unless that partner has

changes to make.)

12. When finished, select NEXT to navigate to the Attestation screen.
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FAl Project Na: 24234

FAl Name:

4

Supporing
D emnEnTaTion

-

. (LEAD AGENCY VIEW)
Budget Revision
Fizcal Year 202324 Lesd Agency Name FENN STATE UNNERSITY
Program FA Pre-i Counts Pre-Schsal Program Specialist Bill Elbert
AUN: 58545
1 n =
v EJI}II{‘.’ xi-..-f:-..':..\r SUbMmilssEon
Revigion Confnrmation
Altestation n
I hereby oeclare that the information EIVeEn in this gocument is true to the best of my know Eﬂal' required
Submission Comments

=3

13. Check the Attestation checkbox.
14. Enter Submission Comments.
15. Select SAVE.

16. Select SUBMIT.. Select SUBMIT again to confirm. The Submission Confirmation screen will

display.
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Budget Revision

REcliign

Submission Confirmation
Thank you'

Your Budge: Revision [Document D 35853} has been sub
formances on this foms a2 a s

Br date, pleake cholt the FRINT bulion b2 53ve 3

! appicable. please vpload relgvent suppedting documants by choiing WPL

Your doturment has besn submitied for review,

(LEAD AGENCY VIEW)

Figeal Year 20EF-24 Leaa Agenty Mame
Frogram PA P Counis Pra-Scnool Program Specialist Bl ERant
AL 4545
! & “
sy Buoget g AriesTation zzion

micied. You may frack this document through the Grant at a Glance page within F

FAl Mama

4

Suppoeting
DoCumentation

e vm

nancal Masagement. [n onder to view the

it by chciing EXIT DOCUNEN

17

UPLOAD SUPPORTING DOCUMENTS

NOTES:

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

17. Select UPLOAD SUPPORTING DOCUMENTS to access the Supporting Documentation window.
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Budget Revision (LEAD AGENCY VIEW)

Supporting Documentation

Fiease upinad relevant supporting documents dor the Budget Revision teiow

When prompted, follow the steps below:

18. Select the Select Document Type...
drop-down and select a document type. Document Upload Confirmation

19. Select ADD DOCUMENT. A File Your documents are i Ihe process of being uploaded. This piocess can take
Explorer window opens. Select the documnents it il o iy 1 new e hamas Ll e pkoad i compit
appropriate file and select Open.

20. Select SUBMIT. The Document
Upload Confirmation modal displays.

21. Select 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.)

(NOTE: After the submission of the Budget Revision and Supporting Documentation, the Preschool
Program Specialist, PA Key/Fiscal Specialist, and the OCDEL reviewer will either Approve or Return
the Budget Revision. If Approved by all, you will receive the following Alert: “Your Budget Revision
[document ID number] has been final approved.”. If Returned, you will receive the following Alert: “Your
Budget Revision has been returned. Please check the comments section of document number
[document ID number].” Alerts can be referenced in the Appendices section.)
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5.3.1 Lead Agency Pass Through Budget Revision

To begin the Pass Through Budget Revision process, the Lead Agency should log into PSS and
navigate to ELN, select FINANCIAL MANAGEMENT, then select the desired Grant tile in the Grants

pennsylvania

PELICAN

EARLY LEARNING NETWORK

section. (Note: A Lead Agency must have a Budget Revision to move forward with the Pass Through

Budget Revision process.) Once on the Grant at a Glance screen, select the Budget Revision

Document ID hyperlink.

Grant Progress

NEW BUDGET REVISION

e e e e e e L
41470 Steri Erdassriuea 0TS OTTIIORS Fisd Aagrove TRl Siska Hivary "

o

1. Select the BUDGET REVISION Document ID hyperlink.

Budget Revision (LEAD AGENCY VIEW)

Epplable). Ta complite S 5-..';.' Foiveiics, St thai Bodal i5a dieni o abch Chbigiry afd jubmi

it Fibgoisl Date

Blaigey o W fummanized Busyer Rivitios o e Selovwing casegerid | Sulidied, Basabn, Suppbin L Equipmen:, Mumenias, Servissd, Dmee Expansas, ind Pods Thmugh Fonss F

TR

o Sumven Ao B

Torial Marvinad ot UM

Drar L soarnm.

Tom i Curreed kmo B
Tiskid Farvinad Rewnsd 30

2. Select to expand the Pass Through Funds drawer.
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Pase Through Funds

Totedl Curment Amouns: 6 800 30
Tote| Resloed Amourt §E_ 8400 00

Ling iem By Cwisgory

Cuererd Amount

Awviced Amount

55000 50

G Enter Details

3. Select Enter Details.

4. Select Create.

(NOTE: If there is more than more partner (like shown above), the CREATE button only needs to be

(LEAD AGENCY VIEW)

Pass Through Funds

Line ltem Detail

SMAK TR CHILD CANE AND LEARNNG
CINTER

WD DT LA

MAOH WALLEY YMCA

KIS CENTER FOR LEARMNNG LLC

DT RS D AN B RWCE & N

LITTLE RA LCAL S AR Y L LARNSNG CENTER
L

b Rl

Wbl T D

R FE D

LS

A i D

LRI REST ]

B0 NS 0

Page 1of 1

prg Pk i)

T st O

RS, 1000

1 0 0

WL O

T 10000

IR Pl

prarh i

Talokl el )

S, W

St O )

FAE 1,008

1M b0

LR Lo 0

CREATE

CREATE

CREATE

CREATE

[ cuose |

selected for the partner that needs the revision.)
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(LEAD AGENCY VIEW)

Pass Through Funds

» Pass Through Budget Details has been saved

Pass Through Funds for partner providers can be found below. Review the details and venfy that the pass
through amounts are accurate before creating pass through documents. Contact your Pre-School Program
Specialist to update the pass through amounts if they are not accurate.

Line [tem Detail

Pt Grant Structure Current

Amount Amount

SMARTHIDS CHILD CARE AND LEARNING

il $299.925.00 $292,950.00 $299,925.00
KID BIZ LLC $164,475.00 §160,650.00 $160,650.00
MON VALLEY YMCA $261,225.00 §255,150.00 $255,150.00
KIDDOS CENTER FOR LEARNING LLC $193,500.00 $189,000.00 $189,000.00
DIVERSIFIED HUMAN SERVICES INC $116,100.00 $113,400.00 $113,400.00
:{'I’JLE RASCALS EARLY LEARNING CENTER SiTt150 T b 600

(NOTE: Once the CREATE button has been selected, the modal will display the following success
message: “Pass Through Budget Details have been saved.”)

(NOTE: If the Pass Through Budget Revision needs returned to the partner, the Return option can be
used on the Review Decision screen.)

(NOTE: View the Pass Through Budget Revision information for a Partner.)
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5.4 Lead Agency Quarterly Expenditure Report (QER)

Three times per year, the LA/Grantee is required to submit a Quarterly Expenditure Report (QER) which
documents quarterly expenses that have been allocated against the approved budget. To begin the Quarterly
Expenditure Report process, the Lead Agency should log into PSS and navigate to ELN as described
previously. Select FINANCIAL MANAGEMENT from the navigation bar, then select the desired Grant tile in the
Grants section. On the Grant at a Glance screen, select NEW QUARTERLY EXPENDITURE (1, I, 1lI).

E:lzrlnsylvania (LEAD AGENCY VIEW) b-rostark =
LAY ARG N T,
'.‘ HOME MY PROVIDERS MY DETAILS  FiMANCIAL MANAGEVENT  CHILD IMFORMATION ADDITROMAL OPTROMS DHELF
FINANCIAL MARAGEMENT | GRAMT AT & GLANCE

00115 STARK CHTERPFRIGLS

anaz

Grant at a Glance Swes N o

Grant Summary
Grark nkemabion
eranbee

Program Fi P
Fopcal Year o
Qa1

Ry Cuses

Budget dus by

Drwarterty Expenditure Repon | duk by
Gwarterty Expenditure Repart I dus by
Creaiterty Expanditune Repar il dus by, 0
Final Expendaere Report due by o

GRANT INFORMATION § GRANT STRUCTURE

Standard Slots Information

4

Grant Progress

K

MEW BUDGET REVISION NEW QUARTERLY EXFENDITURE | MNEW QUARTERLY EXPENDITURE Il NEW QUARTERLY EXFENDITURE I

1. Select NEW QUARTERLY EXPENDITURE I to navigate to the first QER screen.

(NOTE: Budget Documents must be Final Approved (indicated by a green checkmark in the Actions
column in the displayed table) before you can start a QER.)
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H
EARLY LEAANING NETwWOREK

FINANCIAL MANAGEMENT GRANT AT A GLANCE

Quarterly Expenditure Report

cal Year L SL%

r i (3 ool P P
F .
x Dl borty xizesbu:'
Expenditurg

Quarterly Expenditure Report

pennsylvania (LEAD AGENCY VIEW)

"H" HOME MY PROVIDERS MY DETAILS  FINANCIAL MANAGEMENT  CHILD INFORMATION ADDITIOMAL OPTIONS + | @HEL® |

("8

ErOLUMaNCaTon

5 the summanzed Suanery Expendiure Rapor for the Tollowng camgenes: Salares, Senedis, Supples & Equpment, Marwsance, Sernces, Othar Expenses. and Pass Teeo

b-rostark *

Pr
Man
4
Supporting

2. Select to expand a drawer.
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Quarterly Expenditure Report 1 gap AGENCY VIEW)

Below is the summanzed Quariedy Expendibure Report for the following calegones: Salanes, Benefils. Supphes & Equipment. Maintenance, Services, Other Expenses, and Pass Through

Funds (if applicable). To complele (ke Quaneiy Expenditure Rapar, delal the budgel ine Bems for each calegory and submil

QER Date

Quarter: |
Grant Amount: 10, 000,00
Amount Expended Prior 10 Close of Quarter 3000

Total Amount Projected 1o spent Close of Quarter - June 30th $0000

Total Potential Unexpended Funds: 570, 00

Salaney

Total Curvenl Amount 003,03
Tolal Experded Amount $8.00

Limee Hesm By Calegony Cunrent Amosni Expended Amaent

Chid

& Dweniopman!

rurity Parrershap 510000 5099

3. Select Enter Details.

Salaries Details

Lnw Hem Datain

Category Modal Steps:

4. |Select a line item.

Select EDIT.

6. |Enter the Amount

Expended Prior to

Close of Quarter.

7. |Enter the Amount Projected to be
spent close of Quarter.

8. |Select SAVE. wuriariy Expemdaars Raport
9. |Repeat steps 4-8 for

each line item as et At ket
roede —— © |
10. When finished, select CLOSE. - _ n L

o,

0 3

62



PELICAN ELN FiscAL MANAGEMENT QSC?anylvama

USER’S GUIDE EARLY LEARNING NETWORK

Quarterly Expenditure Report  (LEAD AGENCY VIEW) onsble Document Fie (POF)

Balow ks the summsasized (harteely Expenditure Repon for the follwing categories: Salares, Benefits, Supplies & Equipmant. Maintenance, Sandces, Other Expenses, and Pass Through
Funds (if applicabla). To complate the Cuarterly Expenditure Riepon, detail the budiget Ense lems for each category and suthmit

DER Dage 0705 2024

Cluarter I

(Srant AFTnT £15,000.00

Armount Expended Prior to Close of Quarter $371.00
i f of Quarber it 13

tal Potential Linexpended Funis 514 458 00

Tamen

Tokal Corrent Amcurd §1 063 DO
Torsl [Eapaed Amoint 137100 y Expand e 0 D

Tk xpanded Amount: $0 00

Paws Throwgh Funds

Totel Curend Armeud. 1900
Tstsl Experaded Amount 'S0 00

B

11. Complete each applicable drawer by repeating steps 2—10 for each remaining drawer.
12. When finished, select NEXT to navigate to the Attestation screen.
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Attestation j

(LEAD AGENCY VIEW)
Quarterly Expenditure Report
1 [ 2 ] 3 4
Craarsimy A ameruanar, SBimHRn Suppomiag
ExpendRure Confirmugtion Do umaniation
LU

rely Seclars Chat the
Submission Comments

CIE

SRR Mg T

13. Check the Attestation checkbox.
14. Enter Submission Comments.

15. Select SAVE.

16. Select SUBMIT. Select SUBMIT again to confirm. The Submission Confirmation screen will

display.
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ﬂ HOME MY PROVIDERS MY DETAILS FINAMNCIAL MANAGEMENT CHILD INFORMATION  ADIITIONAL OPTIONS = DHELF
FIMANCIAL MAMNAGEMENT GRANT AT A GLANCE
Quarterly Expenditure Report
Fiscal Year 02324 Lead Agency Name Stark Enterprises FAl Project No.
Program P Pre-K Counts Pre-Sehaal Program Specialist Fill Narme
ALIN S435T
; 2 s s
“ Quarteriy ~;'.-'I.m-sm(nsv\ of Submisdion Supporting
Expnaditure Confirmanga Dooum eration
Report
i i H ' Pariahle Documant File (POF) -
Submission Confirmation Fostabie Docurmant ke (FLE: m
Tiianik you!
Yaur Quarterly Expendbure Repan [Document 1D 39916) has been submitled. You may track this decument through the Grant 8 a Glance page within Financial Management. In ordér o view
the information on this form a1 a later date, please click the PRINT bution to save and prnt a copy of your records
If applicable, please upload relevent supporting documents by clicking UPLOAD SUPPORTING DOCUMENTS. i not applicable, please exdit the document by clicking EXIT DOCUMENT.
Your document has been submited for review.
17
PREVIOUS m UPLOAD SUPPORTING DOCUMENTS

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

17. Select UPLOAD SUPPORTING DOCUMENTS to access the Supporting Documentation window.
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Ry (LEAD AGENCY VIEW) Rack To psspome B-rOStATK ¥
"‘ HOME MY PROVIDERS MY DETAILS FINANCIAL MANAGEMENT CHILD INFORMATION  ADDITIOMAL OPTIONS - | QHELP !

EINANCIAL MANAGEWENT GRANT AT & GLANCE

Quarterly Expenditure Report

F&l Pra
i FAl Har
5435
: : ; ™
W Uy g ATESLAON ' SubmEsI Supporteg
Documeramoe

LT Coafrmanan

Supporting Documentation

-ty i Quarterdy Expasditurs Repadt Bakw

Instructions te Manape Documents

When prompted, follow the steps below:

18. Select the Select Document Type...
drop-down and select a document type.

19. Select ADD DOCUMENT. A File Document Upload Confirmation
Explorer window opens. Select the Your documents are
appropriate file and click Open. -

20. Select SUBMIT. The Document
Upload Confirmation modal displays. M

21. Select CLOSE.

n e process of being uploaded This process can take

(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 Lead Agency Final Expenditure Report (FER) & Inventory Report (IR)

The Final Expenditure Report (FER) is required at the end of the Fiscal Year when there are three “Final
Approved” QERs on file. The FER documents the total expenses that were allocated against the approved
budget. To begin the FER process, the Lead Agency should log into PSS and navigate to ELN as described
previously. Select FINANCIAL MANAGEMENT from the navigation bar, then select the desired Grant tile in
the Grants section. From the Grant at a Glance page, select NEW FINAL EXPENDITURE.

iHD‘! WY LOCATIONS MY FROVIDERS MY DETAILS LODCATION FNANCIAL MANAGEMENT  ADDITIONAL OPTIONS v | @wiELP

FRANCIAL MANAGEMEMT | GHANT AT A GLAWCE

00005108 THE FEDERATION OF PLANETS

i

Grant at a Glance (LEAD AGENCY VIEW) - &

Grant Summary

Grardt Indormrutos

Grafiie Tha Fadaraen of Plasis
Progeam c

Fiscal Yaar -
Grant IO 3350

Moy Dustes

Budget dus by

Guarterty Enpeaditune Report | duw By

Quasterty Espeaditune Regart Il dus by
Quarierly Espesditure Report 1 due by
Final Expanditun Repon dus by =

23172029
GRANT INFORMATION § GRANT STRLLTURE

Standard Slots Information

Grant Prograss
= O [ e O N T

KEW BUDGET REVISION NEW FINAL EOPENDITURE n

1. Select NEW FINAL EXPENDITURE.

(NOTE: Budget Documents (e.g., Budget and Budget Revision, if applicable) and at least the QER Il
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

Fiscal Year 2023-24 Lead Agency Mame 0 Chil
Program Head Starl Pre-School Program Specialist
AN

e a z

x Firal x Expende x Aedration
Experatfure Summany
Repon

Final Expenditure Report

Below i the summarized

if applicabde). To complets the Final Expendibure Repon, detail the budget line ibe

| Expenditure Report for the following categories: S

ms for each calegory and submit

Totsl Buagetea $500.00
Tslsl Spant: $0.00

Pass Thi

Tedal Bulgarted
Telsl Spert. $0.00

INVENTORY REPORT

alarigs, Benefits, Supplies & Equipment, Maintenance, Services, Other Expenses, and Pass Through Funds

FAl Project Mo

FAl Mame

4 5

x Submisiian
Confirmiation

Suipporting
Documentation

Torad B 300 00
Toisl Speent 008

Totul Busigeted: §1, .00
Totsl Spant SO0

2. Select to expand a drawer.
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Final Expenditure Report (LEAD AGENCY VIEW)

Below & the summarized Final Expenditure Report for the lollowing cabegories: Salaries, Benefits, Supplies & Equipment, Maintenancos, Services, Other Expenses, and Pass Through Funds
If applcable). To complete the Final Expenditure Report. detall the budget Bne tems for each category and submit

£10,000 .00

Total Amount Expended S0.00

Total Allowable Expenditure £0,00

Neradin

Total Pudgeted R3O0 DS
Totsl Spent: $0.08

Total Becdgeted: $500 80
Totsl Spent: $0.80

Total Spent
Total Bodgated 4600 50
Total Spent. $0.80
Tiotad Buddgebed §1, 300 08
Total Spaent $080
3. Select Enter Details.
Category Modal Steps: Salaries Dutalls
Select a line item. e

Select EDIT. L B Dtast
Enter the Amount Expended.
Select SAVE.

Repeat steps 4—7 for each line
item as needed.

9. When finished, select CLOSE.

© N A

Fmal Lipendnas Wapa

— i lml
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(LEAD AGENCY VIEW)

bl PRINT

[Final Expenditure Report

Baican i the pummanzed Pl rpesd ture Hapost for fhe following categares Satarms, Berafts, Suppien L Eupme

INVENTORY REPORT ! 1 1

10. Continue entering the necessary information by repeating steps 2—-9 for each remaining drawer.

(NOTE: An Inventory Report is required to be completed to enable the submission of a FER. An
Inventory Report is required when purchasing higher priced items. Contact your Preschool Program
Specialist to discuss inventory report requirements. To complete an Inventory Report, start from this
screen and select the INVENTORY REPORT button.)

11. Select the Inventory Report button. The Inventory Report screen will display.

(NOTE: A Lead Agency must send an Inventory Report to its Partners for completion. See
section 6.3 or follow this link for the Partner views.)

(NOTE: View the Inventory report information for the partner.)
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Inventory Report (LEAD AGENCY VIEW) “tmsreeo

AN Inventory Report (s required when purchasing a single item priced $5000 or higher. If you have guestions on if yau have invensory that qualifies for a report, please contact your Pre-Sch
Program Specialisis 1o digcuss inveniory repor requinements

Has your agency made a single ibem purchase of $5000 or greater during the last fiscal year? [requued)

Yes, | need to complete an Inventory Report
Mo, | do not need to complete an Inventory Report

Furchase Details

Partner | Purchase Price total ‘Submit States

FINAL EXPENDITURE REPORT

12. Select the Yes, | need to complete an Inventory Report radio button if there is anything over the
single item threshold to report. If not, select the No, | do not need to complete an Inventory
Report radio button.

13. If Yes is selected, selec ADD. The Purchase Details modal then displays.

Purchase Details

Description of lvem:(requined) ‘n
Purchase Date:(required Purchase Price:(reguired)

| &) | |

CANCEL X o EArm

14. Enter the Description of Item.
15. Enter the Purchase Date.

16. Enter the Purchase Price.

17. Select SAVE.

71



pennsylvania

PELICAN
EARLY LEARNING NETWORK

PELICAN ELN FiscAL MANAGEMENT
USER’S GUIDE

Inventory Report (LEAD AGENCY VIEW)  rowimnrnion, - [EEY

Program Speciaksts o diouss imeniory Pegor Taquirameants

Has your agency made a single item purchass of S5 or greater during the last Racal year? [requr
® e, | needd Do cOmplene an Irventony Report

18

Purchase Details

18. 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.
19. When you are done adding purchase details, select NEXT to navigate to the Attestation screen.
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Inventory Report

Atlﬂ
Sasbwviiddiin Cormmanty n

nnnnnnnnnn

o e [ 22 |

20. Check the Attestation checkbox.
21. Enter Submission Comments.
22. Select SAVE.
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Altestation

Complaie Skt Yies

 revious

(NOTE: After selecting SAVE, the Final Expenditure Report can now be completed. Once the Final
Expenditure Report is completed, supporting documents can be uploaded to the Inventory Report.)

23. Select FINANCIAL MANAGEMENT from the navigation sub-header.
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For a tour o B Early Learning Metwork Finasoll Managemend Fage, gliok here

wdting Buspets, Pass The

= Contirmstion Geant Application

24. Select the Grant ID hyperlink.
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Grant Summary
Ery [atey
Budgei St by

Quarterty Expenditure Beport | due by
Guarterly Expaaditure Repart Il dus by:
Guarierly Exgesditune Regon I due by.

Final Expesditurs Report dus by &

GRANT INFORMATION B GRANT STRUCTURE

Standard Slols Information

L]
1%
28
2]

]

Grant Progress

NEW BUDGET REVISION

25. Select the Final Expenditure Report Document ID hyperlink.
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Final Expenditure Report

= - - . -
[ g AT EI o B Loppornng
B ] x i x -“- Coarnimitien DAL
Brpan

Final Expenditure Report ot Ouoament Fie FOF] v m

Buicw in the summansed Feal Expanditues Repost for the following categeren: Salanes, Bensfits, Scpplen £ Equisment, Mardenance, Ssnvices, Oher Expenien, and Pais Thesugh Fussh

a Firal Expandituse Ragon, sethd i busger e ems bar shch canagory Ind submi

INVENTORY REPORT E MNEXT

26. Select NEXT. The Expense Summary screen will display.
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penievivans (LEAD AGENCY VIEW)

'.‘HCME MY PROVIDERS MY DETAILS  FINAMNCIAL MANAGEMENT CHILD INFORMATION ADDITIONAL OFTIONS =

FINANCIAL MANAGEMENT GRANT AT A GLANCE

Final Expenditure Report

amount into the Feve

ceived 1o De row of the Summary table

Once the Final Expenditure Report is Final Approved, ¥ he

reEE Along with the Final Expendiuse Repsn ng lat

fedlgwing B3dn

PREVIOUS

Fiscal Year Lesa Agency Name Stark Enterprises FAl Propect No
Program. Pre-5choal Program Specialist FAl Name
Al
1 " A A
“ Firad ¥ Espenaz x Attestation x Submizzion
Experditure Summany confirrnatian
seport
Ponable Docurent File (POF
Expense Summary orabie Ducument i (°D
Pleass bog into the Fiscal Acscanting Information (FAL) syssem and werify the dollar amount received from Commanwealth with the & m #

fAack To Ps§ Home  be-rostark ~

QHELP
)
5
Supporting
Documentation
v m
ned in your sesount system. Enser tha

27. 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.

28. Select SAVE. The Total Due to Grantee or (PA Dept. of Education) field updates. As the on-
screen instructions explain, if the amount is negative, the provider should issue a check in that

amount to the PA Dept. of Education.
29. Select NEXT. The Attestation screen will display.
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Final Expenditure Report
Fizcal Year 2023-24 Lead Agency Name A0 Childeare FAl Project No:
Program {aad Starl Pre-Sthool Program Specialist FAI Narme
ALN
: : ] : :
o  Final o Eaperoe 3 Anannm M Submission Supporting
Expenditure Summ ey Confirmation Dy mvesvLation
Repesr

Attestation m

nditures reported herein are in compliance with applicable

a

B

30. Check the Attestation checkbox.

31. Enter an appropriate Title in the field.
32. Enter Submission Comments.

33. Select SAVE.

34. Select SUBMIT. Select SUBMIT again to confirm. The Submission Confirmation screen will

display.

(NOTE: After the FER is submitted, a Preschool Program Specialist will review the document and either

Approve the FER or Return it to the provider for updates.)
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iHﬁM‘E MY PROVIDERS MY DETAILS FINANCIAL MANAGEMENT  CHILD INFORMATION ADDITIONAL OPTIONS -

(LEAD AGENCY VIEW)

FINANCIAL MANAGEMENT | GRANT AT A GLANCE

Final Expenditure Report

Submission Confirmation

Thank you

infarmation on this form o a later dade. please click the PRINT bution to sawve and prind a copy of your records

Your decument has been submitied for review.

En B 35

Back To PSS Home  D-rostark =

Fiscal Year 2023-24 Lead Agency Name: Stark Enterprises FAl Project No:
Program. PA Pre-K Counts Pre-School Program Spedalist FAI Name
AUN: 54357
D : ; ”—
v Fimal v Expense v Attestation q’ Lsnmission
Experditure Summary Confumanes
Repen

Porable Document File (PDF)

“our Final Expenditure Report (Document 1D 38925) has been submified. You may irack this decument rough the Grant i a Glance page within Financial Managemeand. In crder b view the

If applicable, plaase upload relevent supporting decuments by cicking UPLOAD SUPPORTING DOCUMENTS. i not applicable, plaase exil the documend by clicking EXIT DOCUMENT.

UPLOAD SUPPORTING DOCUMENTS

floHlLP.

Supporung
Decumentation

g~

NOTES:
o Select PREVIOUS to navigate back one step in the Wayfinder.

o Select EXIT DOCUMENT to navigate to the Grant at a Glance screen.

o Select PRINT to download a copy of the submitted document.

35. Select UPLOAD SUPPORTING DOCUMENT to navigate to the Supporting Documentation

screen.
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Wy porreytvanie (LEAD AGENCY VIEW)
ﬂ HOME MY PROVIDERS MY DETAILS FINANCIAL MANAGEMENT  CHILD INFORMATION ADDITIOMAL OPTIONS ~

FINANCIAL MANAGEMENT GRANT AT A GLANCE

Final Expenditure Report

1 2 3 4
Dipenatore
AT

Supporting Documents

P w2l bl rabiant SUpEOng d2eLmants far tha Final Expendiure Repon balow

AsITUCtions 1o Manags Doduments

o P ' Dnpenze 2 Mitesiaton W Submission
Summary Confirmasion

Back To PS5 Home B-restark ~

| @HELR

When prompted, follow the steps below:

36.

37.

38.

39.

Select the Select Document Type...
drop-down and select a document type.

appropriate file and select Open.
Select SUBMIT. The Document
Upload Confirmation modal displays.
Select CLOSE.

Select ADD DOCUMENT. A File Vit documents are
Explorer window opens. Select the P

Document Upload Confirmation

N Weé process of Deing upoaded This process Can lake

ubes. Plegse check DACK B8 10 BO0ELE SOCUMENDS. Mobe That the

e & Tl niar il e T
' N P Tl NAMres unil e uphosd is compe

El— =

(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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(NOTE: After documents have been successfully uploaded, navigate back to the Inventory Report and
go to the Submission Confirmation screen.)

(LEAD AGENCY VIEW)
Inventory Report
‘ : L2 !
e il - £nomm ..
Submission Confirmation tati . m

por! |Desument J3EZE) hin bes

Your gocumant Fan Been sabmsied For neviaw

PREVIOUIS BT DOCUMENT SPLOAD SUPPORTING DOCUMENTS

40. Select UPLOAD SUPPORTING DOCUMENT to navigate to the Supporting Documentation
screen.

NOTES:
o Select PREVIOUS to navigate back one step in the Wayfinder.
o Select EXIT DOCUMENT to navigate to the Grant at a Glance screen.
o Select the PRINT to download a copy of the submitted document.
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Inventory Report

Ep o

El,l,;'q_lq:-lru'l-:j [:-‘..,:-I::I,Irrl{"-ll'.-;'!l:-;;-ll

Fadrscnoan 1o Meags Decunens

i Gelee & B choi = an ek nex] iy e il
e Gora cich tha SUBLET bz

Fiiw Foomaifa Accepied JPED. BUIP PHE Exel | dax Word | docx

FREVICHES

o AT g AR o LeTTa |

£ i o e e

Pioasr wpined refryar sy dotursnh Yo Pog Ireendory Boporl Sebos

When prompted, follow the steps below:

41. Select the Select Document Type...
drop-down and select a document type

42. Select ADD DOCUMENT. A File
Explorer window opens. Select the
appropriate file and select Open.

43. Select SUBMIT. The Document
Upload Confirmation modal displays.

44, Select CLOSE.

Document Upload Confirmation

pennsylvania

EARLY LEARNING NETWORK

(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. Partner Login/Financial Management Navigation

The Financial Management screen enables partners to access and manage various grant-related documents,
such as Pass Through Budget and Pass Through Budget Revision documents, and Inventory Reports. Partners
can navigate to this screen by selecting FINANCIAL MANAGEMENT in the main navigation bar.

ﬁ HOME MY PROVIDERS MY DETAILS | FINANCIAL MAMAGEMENT | CHILD INFORMATION  ADDITIONAL OPTIONS = oHELP
PA Pre-K Counts Home m
Sratus

At Welcome to PA Pre-K Counts

Broadcast Messages
Caregander Mo Current Broadcast Messages

Eeports

1. Select FINANCIAL MANAGEMENT from the navigation bar.

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

Welcome 1o the Early Learning Network Financial Management! Here you have access 1o manage your grants, including Budgers, Pass Through Budgers, Budget Revisions, Pass

Through Budget Revisions, Quarterly Expenditure Repors, Final Expenditure Reports, Inventory Reparts, and manage your Continuation Grant Applications.

Lead Agency/Partner Cardassian Empire - 3354 3353 w
= Grants Pariner of 3Js Daycare - 3358 3350 ericd Fy 2025-26 i n
Fartner of SE Childcare - 3368

Partner of SGoldenrings - 3362,3363

Partner of Stark Enferprises - 3352 3355

O
[=]
H
]
KB
13
a
2
]
E
B

ma
E

[

5

2. Select the Partner from the drop—down.

3. Select the Grant tile to navigate to the Grant at a Glance page.
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6.1 Partner Pass Through Budget Detail

To begin the Pass Through Budget process for a Partner, log into ELN as described previously, select
FINANCIAL MANAGEMENT on the orange header, Once on the Grant at a Glance screen, select the
Document ID hyperlink.

Grant at a Glance (PARTNER VIEW) Select l <°

Grant Summary
Grant Information

Grantee: Stark Enterprisas
Program: PA Pre-K Counts
Fiscal Year: 2025-26

Grant ID: 3382

Grant Progress

6. Select the Docment ID hyperlink to navigate to the Budget Detail screen.

NOTES:
o When the Budget Due Date is set on the Grant Information screen, you will receive the following
Alert: “Budget for <Program Type> grant is due by <Due Date>.”
o When the Budget Due Date is within 10 days of the due date, you will receive the following Alert:
“Budget for <Program Type> grant is due in 10 days.”
o When the Budget Due Date is 10 days past due and has not been submitted, you will receive the
following Alert: “Budget for <Program Type> grant is 10 days past due.”

e Refer to the Fiscal Supplement that can be found at your PKC/HSSAP Provider Portal or the
Budget Detail page.
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Budget Detail

Fiscal Year 2025-26

P Pra-K Courts

3 Bucger
et

Program

AN

Budget Detail

Grant Amount
Total Amount Entered

Percentage of Grant Amount

(PARTNER VIEW)

Lead Agency Namae Saark Enterprises

Pre-School Program Specialist

Partner Mame Cardassian Empirg
2 3
8kn:-suuon Submission

Confirmation

£5,000.00
£0.00
Ll

FAl Project Mo
FAl Name

4

Supporting
Documentation

Parlable Document File (POF) b | PRINT

Belony is the summanzed Budgel for the lollowing calegonies. Salaries, Benefils, Supples & Equipment. Masntenance, Senices, Other Expenses, and Pass Through Funds [f applicable). To
comphele the Budgel, detail the budgel bne items for each calegary and submil. For guidance on how to complete the budgel, click here 1o access Fscal Supplement documenl

2547325435

Supplbis. & Equipmint

Toial Budgeied: $0.00

Berabiz

Tois Budgeted $0.00

Masritinareg

Totsl Budgeted $0.90

3=

N

8. Select the
by category.

Select PRINT to download a copy of the Budget detail page.
button for each drawer. The drawers open to reveal a list of the line items

9. Select NEXT to navigate to the Attestation page in the Wayfinder.
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SALARY DRAWER

Salary Details Drawer Steps:

5. Select Enter Details to open the Salaries Details
modal.

6. Select the radio button.

7. Select EDIT to fill in the chosen line item.

8. Select CLOSE to exit the drawer.

9. Select EDIT to choose another line Item.

10. Enter in the required amount.

11. Enter in the description for the line item.

12. Select CANCEL to remove any line information
that was not saved or select SAVE after
entering in the information for the current line
item. Repeat steps 6-12 for each line item.

13. Select CLOSE when finished with adding line
item information.

14. After the drawer is completed, the Information
saved successfully message will display.

15. Select EDIT to change any line item
information.

16. Select CLOSE to exit the drawer.

pennsylvania

PELICAN

EARLY LEARNING NETWORK

Salaries

Total Budgeted: $0.00

Line Item By Categary Amount
Child Health & Develapment $0.00
Family & Community Pa $0.00
Other Related $0.00
Program Design & Management $0.00

5 @ Enter Detalls

Salaries Details
Ling Item delais for 8ach calegory Can be found below. Select a Ling ltem and cick the EDIT bulton 1o upaate
information redated 1o the Line llem Refarence the Recommended Range column when inputting the whole

dollar amount

Line ltem Details

—n
8

Salaries Details

« Information saved successfully

g I"Y’ 0 L
information related to the Line ltem. Reference the Recommended Range column when inputting the whole
dallar amount

Line Item Details

e e e

£1750 - $2280)
Child Health & Developmant $500.00  Matarials
35% - 45%
Famiy & Community 50+ s4c0) seoppp | Community
Parinarship 0% - 8% program
0 . $250
Criber Related ] = 525000 Trawelng experses
0% - 5%)
Frograrm Design & Managenmens | 15220 + 350
i bt o 2% - 10%)

T
]

Salaries Details

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

Line Item Details

m_—mmm

hig Hagith & Dgvaiopment 515‘

Budget Detail

Budget Line ltem: Family & Community Partnership

Amount: (required

Traveling expenses

Characters Remaining 3482
Justification: @

Characters Remaining 3500

znm|-]
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Supplies and Equipment Drawer

Supplies and Equipment Drawer Steps: s ey
Edu P'_'r or Program 000
Pragraen Mansgsment 000

17. Select Enter Details to open the Salaries
Details modal.

18. Select the radio button.

19. Select EDIT to fill in the chosen line item.

20. Select CLOSE to exit the drawer.

21. Select EDIT to choose another line Iltem.

22. Enter in the required amount. it e 1 e L o Bl the. Fesomended Range ot shon mputing e shets

23. Enter in the description for the line item. dolremount

24. Select CANCEL to remove any line
information that was not saved or select SAVE

Supplies & Equipment Details

Line Item Details

after entering in the information for the current frorenimonn o
line item. Repeat steps 18-24 for each line Program anagener
item. e 19-5240
25. Select CLOSE when finished with adding line -_‘-
item mformatlon.. _ =
26. After the drawer is completed, the Information
saved successfully message will display.
27. Select EDIT to change any line item
information. Supplies & Equipment Details
28. Select CLOSE to exit the drawer. s e S e
dollar amount

Line ltem Details

0 | e e

(50 - 5200)
0% - 4%

Supplies & Equipment Details

Equipment for Program

. . . (550 - 5200 .
s Information saved successfully Program Mansgement P 30.00
($100 - §300

(2% - 0%

¥ —
information related to the Line ltern. Referance the Recommandead Range column when inputting the whola

ol amourt -—m-—
G EpIT

Line Item Details - 21

H__wwm

(%0 - £200) Budget Detail

Equipmant for Program 000 Ofice Supphes )
(0% - 4% Budget Line Item Equipment for Program
(350 - $200 oauirad)

R 1TS00  Training Amount: (required)

ogram Man sgeme 18 - 4% SITS.0 Bining g ﬂ

| = |

51 Q- ‘3 )

Frogram Purpose 3150.00  Supplies. m
Description: @ (required)

& EDIT 27
Justification: @
CLOSE

Characiers Remaining 3500

0 E0 ~pry

25

CLOSE
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Services Drawer

Services Drawer Steps:

29. Select Enter Details to open the Salaries
Details modal.

30. Select the radio button.

31. Select EDIT to fill in the chosen line item.

32. Select CLOSE to exit the drawer.

33. Select EDIT to choose another line ltem.

34. Enter in the required amount.

35. Enter in the description for the line item.

36. Select CANCEL to remove any line
information that was not saved or select SAVE
after entering in the information for the current
line item. Repeat steps 30-36 for each line
item.

37. Select CLOSE when finished with adding line
item information.

38. After the drawer is completed, the Information
saved successfully message will display.

39. Select EDIT to change any line item
information.

40. Select CLOSE to exit the drawer.

Services Details

ine NIem Gelais fof each calegary can De Tound DElow, SEIec] 4 Line [lem ang cick e ulion [0 upaal
infarmation related to the Line ltem. Reference the Recommended Range column when inputtng the whole
diollar amount

Line ltem Details

1
0| G oo
Accounting & Lega f" : s_ $15000 | Supples
ol Servics Conpuants e $20000 | Claanis supplas
0 - $2001
Contracted Sanvices o i SO000 | Hined help
Huroonal i 1; 000 | Feod
30 $100

Fareney S100.00 | Incensves

G EpiT
- o

CLOSE |

pennsylvania

PELICAN
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Services

Total Budpeted: $0.00

Line Item By Category Amaount
Actounting & Lega $0.00
Chid Service Cansultants 0.0
Contracted Services 30.00
Nutritional 000
Parenta 000

29

Services Details

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

Line Item Details

CE 1

CLOSE

Services Details

Line Hem details for each calegory can be found below. Select a Line Hem and click the EDIT bution to update
infarmation related to the Line tem. Reference the Recommended Range column when inputting the whole
dollar amount

Line ltem Details

ot | Lt =
(%0 - 5150)
Accounting & Legs bbb 30.00

i Sarv 0 0.0
80-52
Contracead Sarvi - e %
Nt bl 5

T | [ ) [ —
33

Budget Detail

Budget Line ltem:

Description: @ (required

Supplics

Justification: @

Characters Remaining 3500

n CLOSE
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Benefits Drawer

Benefits Drawer Steps:

41. Select Enter Details to open the Salaries
Details modal.

42. Select the radio button.

43. Select EDIT to fill in the chosen line item.

44. Select CLOSE to exit the drawer.

45. Select EDIT to choose another line Item.

46. Enter in the required amount.

47. Enter in the description for the line item.

48. Select CANCEL to remove any line information
that was not saved or select SAVE after
entering in the information for the current line
item. Repeat steps 42-48 for each line item.

49. Select CLOSE when finished with adding line
item information.

50. After the drawer is completed, the Information
saved successfully message will display.

51. Select EDIT to change any line item
information.

52. Select CLOSE to exit the drawer.

Benefits Details A

= Information saved successfully.

ine [tem defais for each calegory can De Tound Delow. Sebacl a Line Tem and Chck e CLIT DUTton 10 Gpoate
information related fo the Line liem. Reference the Recommended Range column when inpufting the whole
dollar amount

Line Item Details

ﬁ__-

Child Healh & Development 350000 Swupphes

Famdy & Community e | =
¥ 5 $100:00  Traweling supplies

Farinership
Other Retatad $20000 Emargancy Funds
Program ueigs & Managumans. | 100~ 3200 20000  Program Materials

-——-

.

pennsylvania

PELICAN
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Senefes

Total Budgeted: §0.00

Line lem By Category Amount
Child Heaith & Development 50.00
Farrily £ Community Partnership 50.00
O Rrlasesd 000
Program Design & Maragemant 50.00

Benefits Details

Line Hem details for each calegory can be found below. Select a Line lem and click the EDIT bution 1o updale
information refated to the Line item. Reference the Recommended Range column when inputting the whole
dollar amount.

Line ltem Details

hid Heath & Develcpment

Family & Commurity
Famngeship
Other Reisted 5 .--!:-"" 300
(350 - 5250 ——
Frogram Design & Management 7 wnw

43
B\m

Benefits Details

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

Line item Details

H__-_mw

5:.». 5¢

Program Design & Management

-_—_
45

Budget Detail
tLine it Child Health
Amount: (required
=1
Description: @ [required
upples.

Thareciers Famaneg 195
justification: @

Characters Remaining 3500

T ] o

n CLOSE
L
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Maintenance Drawer —

Total Budgeted: $0.00

Maintenance Drawer Steps: Line om By Catagory oot
. . . Building Maintenance | Repait 3000

53. Select Enter Details to open the Salaries Details Sonsen est o
modal Wiilites & Telephone 30.00

54. Select the radio button.
55. Select EDIT to fill in the chosen line item. 53
56. Select CLOSE to exit the drawer.
57. Select EDIT to choose another line Iltem. Maintanance Detalls
58. Enter in the required amount.
59. Enter in the description for the line item. palsps bk ot o e s stk e b
60. Select CANCEL to remove any line information that
was not saved or select SAVE after entering in the
information for the current line item. Repeat steps

Line Item Details

Tudding Maitesance | Repair

54-60 for each line item. s

61. Select CLOSE when finished with adding line item Space Rewed Coss s %0
information. s 8 gt 010

62. After the drawer is completed, the Information -__m--
saved successfully message will display. 55

63. Select EDIT to change any line item information. 1
64. Select CLOSE to exit the drawer.

Maintenance Details

Line em delais for each calegory can be found below. Select a Line Mem and click the EDIT bution to update
information related to the Line ltem. Reference the Recommended Range column when inputting the whole
dollar amount

Line ltem Details

aintanance Detatls e ses = ————

= hAting Marsesasce | Repar $000
= Informaton saved successfully
Line Hem details for each category can be found below. Select a Line ltem and chck the EDIT button to update Constraction Cost 5000
information relaled lo ihe Line llem. Reference the Recommended Range column when inpuling the whole
dollar amount Space Relsed Costs nw

Line [tem Details ites § Teughans

ﬂ__m- -__m--

giding Maisnenance | Fepair 310000 Repais
% - | EDIT 57

50 . $200)
Corstruction Cast it 20000 Muteriabs
% - 4%}
Budget Detail
Seace Related Costs 220000 Egupmant Budget Line item: Building Maintenance / Repair

Amount: (required

Utlices & Teleghone 515000 Fhone expenses

TR RIS T
Justification: @

Characters Remaining 1500
en
1 o il 9 1
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Other Expenses Drawer

Other Expenses Drawer Steps: Line tem By Category Amount
Building / Child Liak $0.00

65. Select Enter Details to open the Salaries Details Pubicaton | Advetsig Pt s000
modal. Sutsinsn (1 ot pa el $000

66. Select the radio button. TR R o

67. Select EDIT to fill in the chosen line item. 65 _

68. Select CLOSE to exit the drawer.

69. Select EDIT to choose another line Item.

70. Enter in the required amount. Other Bxpenses Dutali

71. Enter in the description for the line item. E}Eg}}.’i‘:ﬁiiﬁ:f.‘:‘i?i?flli?:ﬁf!THTE;Z;’::l:.:";“ﬂi".‘;“.ﬂé';‘iéiii‘i’L’.’i‘&Z'E:S.Z""

72. Select CANCEL to remove any line information that Line hem Detail

was not saved or select SAVE after entering in the
information for the current line item. Repeat steps
66-72 for each line item.

73. Select CLOSE when finished with adding line item
information.

74. After the drawer is completed, the Information T
saved successfully message will display. ] —

75. Select EDIT to change any line item information. n

76. Select CLOSE to exit the drawer. =

nsurance

Non-Studen Travel Costs

PUBBEann | ATVENSAG | Fra

Soadent Transportasion

Substtates (I not paid benests]

Other Expenses Details

Line ltem details for &ach category can be found below. Select a Line Nem and cick ihe EDIT bulton to update
infarmation related fo the Line Hem. Reference the Recommended Range column when inputting the whale
dollar amount

Other Expenses Details Line Item Details
[ st | tom | Avcmmtaigs [t | ot
= Information saved successfully Ging F Ciad Lisbilly 0 - 3750 32100
SN 3%

Tine Herm delails Tor sach calegory can be Tound Delow. Select 2 Line em and ciick the EOIT bullen To update B Bt Traad Gt %200
information related to the Line ltem. Reference the Recommended Range column when inputting the whole
dollar 3mount e A i
UM I“III Det.ui Stusent Taamgparation 50.00

Select | Line fiem Recomanded Range F— m
Substitues (If not paid benefits

Bludding / Child Lisbiity (550 - S140
ssuranGE (1% - 3%)

{50 - 5200/ =
Moo Studert Travel Costs sl SI00.00 | Bus rental -
0% - 4%

505100 G EDIT
Publication / Adverssing / Print e .00
0% -

0 - 5200
Shudent Transporation f: .5", 3 2 00 Budget Detail
i Budget Line

310000 | Materials

Training & Sz2aff Dewelopment

em Building / Child Liability Insurance

Subsatutes (If not paid benefits)

0- 53
Traning & Staf Devalogemant PEYL
Deezcrigtion: ® (requised
_-- Malestals

G EDIT
- 75 m T
Justification; '@
CLOSE '

1@
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Completed Budget Detail page

Budget Detail (PARTNER VIEW)

Stark Enlerprises FAI Praject No

Fiscal ¥ear
FAI Name

e—— 34 Bre-K Counts
F Togra PA Pre-K Counts
dassian Empire

- : : :
submission Supporng

agf Bucget xnu.euamn x
Deemail Confirmation Dofumentatian
Partable Document File (PDF w w

Below iz the summarnzed Budged for the following categories: Salaries, Benefits, Supplies & Equipment. Maintenance, Services, Other Expenses,. and Pass Through Funds (if applicable). To
complete the Budget, detad the budgel ine itlems for each category and submil. For guidance on how to compéate the buedgel, click herg to access Fiscal Supplement document

Grant Amount $5,000.00
Total Amount Entered $4,875.00
357.50%

Percentage of Grant Amount

AUN

Budget Detail

Salarws ER
Tetal Busgeted §1,000.00

Total Butigeted: $1.450.00

Sugples & Equipmant Mantenance
Total Budgeted: 5650 00

Totsl Budgeted: $475.00

Srwnies Qs Expbrinss

Tetal Budgeted: §300 00

Total Burdgeted: §1.000.00

m Ned

77. Select the PRINT button to download a PDF of the Budget Details.
78. Review the Grant Amount, Total Amount Entered and Percentage of

Grant Amount.
79. Select NEXT to navigate to the Attestation page.
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Attestation Page
Budget Detail (PARTNER VIEW)
Fiscal Year 2025-26 Lead Agency Name Silark Enferprises FAl Project No 254325435
Program P4 Pre-K Counds Pre-School Program Specialist FAl Name
ALN. Fartner Name Cardassian Empire

! - ; ;

o Budiget W Amustanion x Subdmitision SUBPGIMING
Detail Confirmation Domumentation

Ty

= Are you sure you want o submil? Please click Submil again to confirm

Attestation

b

[ I hereby declare that the information given in this document is true to the best of my knowledge (required
-1 lon Cor 5

Plzase reburn if issues are found

82

Characters Remaining 3466

CANCEL

fl

80. A warning message will appear that prompts the user to select SUBMIT for the second
time to navigate to the Submission Confirmation page.

81. Check the Attestation checkbox.

82. Select CANCEL to remove any information in the Submission Comment field or select
SAVE to save the information in the Submission Comment field.

83. Select PREVIOUS to return to the Budget Detail page.

84. Select SUBMIT to navigate to the Submission Confirmation page.
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Submission Confirmation page

Budget Detail (PARTNER VIEW)

Fiscal Year: 2025-26 Lead Agency Name: Stark Enferprises FAl Project Mo: 254325435
Program P& Pre-K Counts Pre-School Program Specialist: FAl Name:
AUN Partmer Name: Cardassian Empire
1 2 L3 4
Budget o ATIESTBNION wgf Submission SUPPOIING
Detall Confirmation Documentation

Submission Confirmation Portable Documen Fie (FOF) | LGl
Thank you!

Your Budgal (Document ID 40550) 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 laler date_ pleasa click the PRINT button to save and print a copy of your records.

If applicable, please upload relevent suppoding documents by clicking UPLOAD SUPPORTING DOCUMENTS. If nol applicable, please exil the documenl by clicking EXIT DOCUMENT.

Your document has been submitted for review.
PREVIOUS ﬂ EXIT DOCUMENT UPLOAD SUPPORTING DOCUMENTS

85. Select PRINT to download a copy of the Submission Confirmation.

86. Select PREVIOUS to return to the Attestation page.

87. Select EXIT DOCUMENT to navigate to the Grant at a Glance page.

88. Select UPLOAD SUPPORTING DOCUMENTS to navigate to the Supporting
Documentation page.
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Supporting Documentation

Budget Detail

Fiscal Year 2025-26 Lead Agency Name Hark Enterpnses FAl Project Mo 254325435
Frogram PA Pre-K Counts Fre-5chool Program Specialist FAI Name
ALIN; Partner Name: Cardassian Empire
1 : ; —
Budget o ATIESTATION g Submission Sugponing
Detail Confirmation Documentation

Supporting Documentation

Pieass upload ressvant supponting documents for the Budget below.

Instructions to Manage Documents:

1. Sedect the document type from the drop-down

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

3. Sedect the comect file folder on your deskioplapiop and atlach the desired document

4. To add additional documents, select the dotument type on & new row and select the ADD DOCUMENT bulton, Please se¢ file formals and sice réstrictions below
5. M you wish bo delebe a file, click the brash can icon next lo the file

B. Onoe you aré doneé, click the SUBMIT bullon

File Formals Accepled: JPEG, BMP, PNG, Excal (. dsx), Yyord (.docx), and PDF.
Maximum File Size: 10 MB

Mote: Microsoft Word and Excel files with a _doc or s axiensson cannot be uploaded. In order to conven these files to compatible formiats, nsure that while saving the document on your
deskiop, the ‘Save as type' is either docx or dsx Additionally, files may also be converled fo PDF by selecting FOF (* pdf) from the ‘Save as type’ drop-down list

CRfver Letier Admiyzon 4nees 4ne208 021 M8

Document Type File Mamme. Documest Received Dute | Dite Upladed [r—r ENE N
brbhages a

Document Recewved Date

| Other -~ I

62026

ADD DOCUMENT

B =

FREVIOUS

89. Document detail display.

90. Select the drop-down to select the type of document to upload.

91. Select ADD DOCUMENT to choose the file to upload.

92. Select PREVIOUS to return to the Submission Confirmation page.

93. Select SUBMIT to upload the file and display the Document upload Confirmation modal.

94. Select CLOSE to finish the upload process.

Document Upload Confirmation

94

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 Est will not display the new file names unll the upload is complete
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6.2 Partner Pass through Budget Revision

To begin the Pass Through Budget Revision for a PARTNER, log into ELN as described previously, select

FINANCIAL MANAGEMENT from the navigation bar. Once on the Grant at a Glance screen, select the

Document ID hyperlink for the Pass Through Budget Revision.

Grant Summary

Grant Information

Grantee: Stark Enlerprises
Program: PA Pre-K Counts
Fiscal Year: 2025-26

Grant 1D: 3352

Grant Progress

—m—- m—mm

Pass Through Budgel Cardassian Empire ™ 482028 40802028 Fimal Approwved

Grant at a Glance (PARTNER VIEW) Select v m

Pass Through Budget Revision 40952 Cardassian Empire O/ 1602000 In-Process Siahys Higlory 1

I

1. Click the Document ID hyperlink to navigate to the Budget Revision page.

(NOTE: A Budget Revision may be required for a number of reasons. For example, a Budget Revision

is required to remove a Partner from a Grant during the fiscal year.)

(NOTE: Refer to the Fiscal Supplement that can be found at your PKC/HSSAP Provider Portal or

Budget Detail page.)
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Budget Revision

Fiscal Year 2025-26
Program: FA Pre-K Counts
AUN
o Budges
Revision

a

Budget Revision

(PARTNER VIEW)

Lead Ageu‘r-,- Name: Stark Enterprizes

Pre-School Program Specialist

Partner Name: Cardassian Empire
2 3
¢ Attestation » Submission
Cenfirmation

FAl Project No 254325435

FAl Name

4

Supporting
Documentation

Portable Document File (PDF) hdl | PRINT

Below is the summarnized Budgel Revision for the following calegories: Salaries, Benefits, Supplies & Equipment, Maintenance, Services, Other Expenses, and Pass Through Funds (it
applicable). To complete the Gudget Revision, detall the budgel line items for each category and submit

Revision Request Date:

Grant Amaunt

Total Current Amount
Total Revision Amount:

Percentage of Change

Salaries

Total Curment Amoant: §1,450 00
Total Revised Amount: $1,450.00

Supplies & Equipmant

Total Cusrent Amount: $475.00
Total Revised Amcunt: $475.00

Total Curment Amoant: §1,000.00
Total Revised Amount: $1,000.00

Benafits.

Total Current Amount: §1,000 00
Total Revised Amount: §1,000.00

Maimenance

Total Current Amount: $E50.00
Totsl Revised Amcunt $650.00

Other Expenses.

Total Current Amount: $300.00
Totsl Revised Amount $200.00

2. The Wayfinder will show the current step of the process.
3. Select PRINT to download a copy of the Budget Revision page.

4. Select the + for each drawer that requires a revision to the information.
5. Select NEXT to navigate to the Attestation page.
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Salary Drawer Sunim

Total Cument Amount: $1,450.00
Total Revised Amount: $1,450.00

Salary Details Drawer Steps:

Line ltem By Category Current Amount Revised Amount

Child Health & Development $500.00 S500.00
6. Select Enter Details to open the Salaries Details Family & Sammuriy Patosrstia b ittt

Program Dasign & Management $200.00 $300.00

modal.
7. Select the radio button.
8. Select EDIT to fill in the chosen line item.
9. Select CLOSE to exit the drawer.
10. Select EDIT to choose another line Item. Line e dotal for aach catepory can be fouad below. Selecta Line flm and cick he EDIT buion o update
11 Enter in the revised amount. fomato e oL . Reeence e Racranerced Ran o, en nutng e s
12. Enter in the description for the line item. e Dt
13. Select CANCEL to remove any line information
that was not saved or select SAVE after entering in
the information for the current line item. Repeat
steps 7-13 for each line item.
14. Select CLOSE when finished with adding line item ey ; » o oo
information. -ﬂi-mmmm—
15. After the drawer is completed, the Information
saved successfully message will display. \n
16. Review the Difference, % Change, and
Justification columns.
17. Select EDIT to make any updates to the line items.
18. Select CLOSE to exit the drawer. Line Nl dtas o eac calegory an b fund blow. Seec  Lin e and cc h EDIT o o pdte

information related to the Line Item. Reference the Recommended Range column when inputting the whole
dollar amount

6

Salaries Details

Salaries Details

Line ltem Details

Salaries Details

<31q3

Child Health & -_'

3500.00
Developmart
Informat sed su fully E— (30 - $400)
+ Information saved successfully Comemunity i 3400.00 3400.00 5000 0.00%
Paansy | (0% -8%)
Other Related 'f: 'i{‘c' 5250.00 $250.00 5000 0.00%
dollar amount )
Progeam (5250 - 3500)
Line Item Details Design & T $300.00 $300.00 50.00

Managemen:

—
. -mm—
=) 0 2 75.00) 0oy% | L GEepiT 10
Family &

30 ) 570 000 (3250 L s
;.::r::.;:.‘{ :C’.. R ".I' $400.00 $270.00 {$130.00] 32.50)%  Less amount needed Budgﬂ Revision

Chid Heakh & | (3175
Development (359

Budget Line ltem: Child Health & Development

Cther Related $250.00 $240.00 $10.00) (4.00)%

Current Amount 500
330000 229000 $10.00) Revised Amount: (required) F
- q

Justification: e
G EDIT o
17 Less amount needed

Program
Design &

Management

1 8 Characiers Remainng 3450
gy

B
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Supplies and Equipment Revision Drawer

Supplies and Equipment Drawer Steps:

19. Select Enter Details to open the Salaries Details
modal.

20. Select the radio button.

21. Select EDIT to fill in the chosen line item.

22. Select CLOSE to exit the drawer.

23. Select EDIT to choose another line Item.

24. Enter in the revised amount.

25. Enter in the description for the line item.

26. Select CANCEL to remove any line information that
was not saved or select SAVE after entering in the
information for the current line item. Repeat steps
20-26 for each line item.

27. Select CLOSE when finished with adding line item
information.

28. After the drawer is completed, the Information
saved successfully message will display.

29. Review the Difference, % Change, and
Justification columns.

30. Select EDIT to make any updates to the line items.

31. Select CLOSE to exit the drawer.

Supplies & Equipment Details

» [Informafion saved successfully

information related to the Line ltem. Reference the Recommended Range column when inputting the whole
dollar amount.

Line Item Details

Equipmentfor (50 - 3200)
Pragram 0% - %]
Program 350 - %200)
Management (1% - &%
Program $100 - 5300
Furpose 2% - 6%)

30

pennsylvania

PELICAN
EARLY LEARNING NETWORK

Supplies & Equipment

Totad Curent Amount: $4735.00
Total Revised Amount: $475.00

Line item By Category Current Amgunt Revised Amaount

Equipment for Program 3150.00 5150.00
Program Managemant 175,00 $175.00
Program Purpose $150.00 $150.00

19 Qe

Supplies & Equipment Details

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

Line Item Details

E i $150.00 $150.00

by $175.00 $176.00 5000 | 0.00
Management

g 150,00 0.00%

-ﬂ--mmmm—
21

Supplies & Equipment Details

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

Line Item Details

wipment for SC “ 0)

$150.00 $140.00 (510.00)

Program

Progam | (380 3200) $175.00 $170.00 35.00)  (286%

Management (1% 4%

'\:r'a'r 3100 SvOCI 150,00 £120.00 (520000 (133 Less amount nesdad
urpase

R e e e
=

Budget Revision
Budget Line ltem Accounting & Lega
Current Amount: 150

Revised Amaunt disguired
145
Justification: @

C0 20 [~y
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Services Drawer

Services

Tokal Cusent Amount: $1,000.00
Total Revised Amount: §1,000.00

Services Drawer Steps:

Line Item By Category Current Amount Revised Amount

$150.00 $150.00

32. Select Enter Details to open the Salaries Details oo sotn0
modal. sH0a0 stonte

33. Select the radio button. 32

34. Select EDIT to fill in the chosen line item.

35. Select CLOSE to exit the drawer.

36. Select EDIT to choose another line Item. _ : _

37. Enter in the revised amount. E‘O."i:m‘gzi‘;‘{.ll’:i:‘.’;“ETJ:?.ZTSZZL‘ESS?h':‘;f;“gui‘::‘“;ﬁ“;'i!‘;".Sm"f.ﬁll‘ni“i‘lu'.’:;“;":i:Z.Z""

38. Enter in the description for the line item.

39. Select CANCEL to remove any line information that
was not saved or select SAVE after entering in the
information for the current line item. Repeat steps
33-39 for each line item. G

40. Select CLOSE when finished with adding line item .
information.

41.After the drawer is completed, the Information -m-mm_
saved successfully message will display. __ﬂ

42. Review the Difference, % Change, and =
Justification columns.

43. Select EDIT to make any updates to the line items.

44. Select CLOSE to exit the drawer. Solioo o

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

Services Details

Line Item Details

Line ltem Details

g & $C 3] C

. . $150.00 $150.00
Services Details
$200.00 $200.00 50.00 0.00%
« Information saved SUCCESSfU||Y
$200.00 $200.00 $0.00 0.00%
ing Tlem aetans Tor each calegory Can DE Toun elow. Selecl a Line Tlem and Chcl c ulion To updale

information related to the Line liam. Reference the Recommended Range column when inputting the whole Nutritional o $250.00 $250.00 000 0.00%
dollar amount %

$100.00 $100.00 30.00 0.00%

Line Item Details

Hn-m-mmm - -
G EDIT

36

Asesunting &

5150.00
Legal

o— Budget Revision
Child Service: = ~y ey | e
Consultants S SN0 ¥10.00) AL Budget Line ltem: Accounting & Legal
e 5200.00 $190.00 (510.00) | (5.00)% Current Amount 150
Senvices

Bpyice

Nutrtional iy $350.00 $350.00 5000 | 0.00% pounL (tequice,
— — 145
(50 - 5100 Les:
Farentsl $100.00 = amount
SR Justification: @

---- -m-

C’ — ﬂ /
Characters Remaining 3500
CANCEL j§ SAVE n
CLOSE CLOSE
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Benefits Drawer

Benefits Drawer Steps:

45. Select Enter Details to open the Salaries Details

modal.
46. Select the radio button.
47. Select EDIT to fill in the chosen line item.
48. Select CLOSE to exit the drawer.
49. Select EDIT to choose another line ltem.
50. Enter in the revised amount.
51. Enter in the description for the line item.

52. Select CANCEL to remove any line information that
was not saved or select SAVE after entering in the
information for the current line item. Repeat steps

46-52 for each line item.

53. Select CLOSE when finished with adding line item

information.

54. After the drawer is completed, the Information
saved successfully message will display.

55. Review the Difference, % Change, and
Justification columns.

56. Select EDIT to make any updates to the line items.

57. Select CLOSE to exit the drawer.

pennsylvania

PELICAN
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Benefits

Total Cunent Amount: $1.000.00
Total Revised Amount: $1.000.00

Line ltem By Category Current Amount Revised Amount

Chid Heakh & Development 5$500.00 3500.00
Family & Community Partnership $100.00 $100.00
Other Redated $200.00 $200.00
Pregram Design & Maragement 5200.00 5200.00

Benefits Details

Line Item details for each calegory can be found below. Select a Line Hem and click the EDIT button fo update
information related to the Line Ham Reference the Recommended Range column when inputfing the whole
doliar amount

Line Item Details

her Falted | (30 3200 520000 120000 5000 000!
TOgn 3 2250

asign £ 520000 52000 000 000
Manageme

Benefits Details

. —
» Information saved successfully

dollar amount

Line Item Details

Chid Health & | (3500 - £750) — .
e 200 351000 s 20
Famity & .
Communty | 50-$130) 510000 56500 500 00
Farinership SO
50-52
Other Ralateg | 50~ 5200) 520000 515000 51000 (5001%
Progeaen
Dasign & 5200.00 $150000 (350.00) (2500)% Less amount needed
Management

-mmm—

CLOSE

36

Benefits Details

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

Line Item Details

£ s_c -§7 ‘~J

$500.00 351 $10.00 200%
Developmant  (10% -
Famiy & 50 -5100)
Community 30 - 3100 $100.00 0500 (3500)  (E00%
Partnership S
Other Rilated 00 i:.:t" 5200.00 $190.00 (1000)  (500)%
Program
$50 - 3250)
Design & 1% . 5% $200.00 315000 (350.00) (25.00)% = Leas amount needed
Managamant
LS FDIT
Budget Revision

Budget Line ltem

Current Amount: 500

Revised Amount: {required F
| 10 |

Justification: @

Charsciers FEMEING 1500

Child Health & Development

CANCEL g SAVE

B,
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Maintenance Drawer

Maintenance Drawer Steps:

58.

59.
60.
61.
62.
63.
64.

65.

66.

67.

68.
69.

Select Enter Details to open the Salaries Details
modal.

Select the radio button.

Select EDIT to fill in the chosen line item.

Select CLOSE to exit the drawer.

Select EDIT to choose another line ltem.

Enter in the revised amount.

Select CANCEL to remove any line information that
was not saved or select SAVE after entering in the
information for the current line item. Repeat steps
59-64 for each line item.

Select CLOSE when finished with adding line item
information.

After the drawer is completed, the information
saved successfully message will display.

Review the Difference, % Change, and
Justification columns.

Select EDIT to make any updates to the line items.
Select CLOSE to exit the drawer.

Maintenance Details

L]

information related to the Line Hem. Reference the Recommended Range inputting the whole
dollar amount
Line Item Details

-r.:---- eme| |

» Information saved successiully

(30 - SI 0
Hr'an enance | s ; 5100.00
Riegair
Construction (30 - 5200
o o 5200.00 $125.00 B1500)  (750)%  Less amount nesded
Cost (0% - 4%
Space (5150 - 3500) ~—m -
B 0.0 %
Folamd Comn | 5% - 10%) $200.00 $200.00 S000 0.00
- 4 (350 - 3150/
o =S 5150.00 $15000 0.00%
Telephone

(o]

pennsylvania
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Maintenance

Line Item By Category Current Amourt Revised Amount

Suilding Maintenance | Repair £100.00 $100.00
Canstrution Cast £20000 520000
Space Relsted Costs $200.00 $200.00
Uslities & Telaphone E150.00 518000

l | & Enter Details I

Maintenance Details

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

Line Item Details

Related Costs

Uriities &
Telephone

el G, |
ﬂ | CLOSE

Maintenance 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

Line ltem Details

‘ 50
ddatonce it $100.00 50500
Repair
Construction (30 - $200) E o i E
et i 520000 s15.00 S1500)  (T50)%  Less amount nesded
Speoe o i $200.00 $200.00 $0.00 0.00%
Related Costs (3%
Uniities & SZE-S'EO 5450.00 1500 w000
Tolphore | (1%

Budget Revision

Budget Line ltem: Building Maintenance / Repair

Current Amount 100
Revised Amount: (required

a5
Justification: @

Characters Remarning 3500

-

CANCEL ﬂ
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Other Expenses Drawer

Other Expenses Drawer Steps:

70.

71.
72.
73.
74.
75.
76.
77.

78.

79.

80.

81.
82.

Select Enter Details to open the Salaries Details
modal.

Select the radio button.

Select EDIT to fill in the chosen line item.

Select CLOSE to exit the drawer.

Select EDIT to choose another line Item.

Enter in the revised amount.

Enter in the description for the line item.

Select CANCEL to remove any line information that
was not saved or select SAVE after entering in the
information for the current line item. Repeat steps
71-77 for each line item.

Select CLOSE when finished with adding line item
information.

After the drawer is completed, the information
saved successfully message will display.

Review the Difference, % Change, and
Justification columns.

Select EDIT to make any updates to the line items.
Select CLOSE to exit the drawer.

Other Expenses Details

information related to the Line ltlem. Reference the Recommended Range column when inputting the whole
dollar amount

Line ltem Details

Cll'IInI' Rmnnn
C!w

-z--—m_
31

« Informafion saved successfully.

o
Chid Liskity g $100.00 %500
Insuramee
Non-Student  (30-3200) . - .
Trovd Costz. | (0% 43 520000 $190.00 $1000) (5.0
Publication ~ ™
aaverisimg/ | 50300 5000 6000 S000 100%  Needed for paper
Student 20 - 5200) = - - -
Transporation (0% - 4% 2080 S0 Lo L
* 50-%100)

% 2% 5000 5000 3000 0%
Training &
Sl HhRal 5000 5000 $0.00
Development

pennsylvania
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Line item By Category

Current Amount Revised Amount

Building | Chid Lisbdity Insurance £100.00 $100.00
$200.00 5200.00

50.00 $0.00

2000 $000

50.00 $0.00

30.00 30.00

Other Expenses Details

Line Item details for each calegory can be found below. Select 3 Line Hem and click the EDIT bution to update
information related o fhe Line lfem. Reference the Recommended Range column when inputfing the whole
dollar amount

Line Iltem Details

32000 50.00 00"
5000 50.00
5000 0.
3000 50
5000 s0.

Deveiopment

-E--mm—

CLOSE

Other Expenses Details

Line Hem details for each category can be found below. Select a Line em and click the EDIT button fo updaie
information related fo the Line ltem. Reference the Recommended Range column when inpulting the whole
dollar amount

Line Item Details

$100.00
ZNW p ey 50.00 [
Riing, | 030 - o .
a :;ﬁs!o : .T.H 50, 000 0.

Budget Revision
Budget Line ftem Building / Child Liability Insurance
Current Amount 100

Revised Amount: (required)

g

TRaraiers Femanng S

Justification: @

E ] <y

R
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Completed Budget Revision Page

pennsylvania

PELICAN
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(PARTNER VIEW)
Budget Revision

applicable). To complete the Budgel Revision, detail the budgel line #ems for each calegory and submil

Revision Request Date
Grant Amount

Total Current Amount

Toral Revision Amount

Percentage of Change (7.901%

Salaries

Total Current Amount §1,450,00
Total Aewised Amount- §1, 225000

Supphes & Equipment

Tetal Current Amount 473,00
Total Aevsed Amount: $4840.00

Sendices

Total Curvent Ameunt: §1,000,00
Total Aewised Amount: $925.00

Portable Document File (PDF i @

Below i 1he summanzed Budgel Revision Tor the following calegoriés: Salares, Benels, Supplies & Equipment, Mainlenance, Senices, Other Expenses, and Pass Through Funds (if

Benefits

Total Current Amount: §1,000.00
Total Revised Amount: 345 00

Maimenance

Teral Current Amaunt $530.00
Totsl Rewised Amount: $630.00

B o

NEXT

83. Select PRINT to download a copy of the Budget Revision page.
84. Review the Grant Amount, Total Current Amount, Total Revision Amount, and Percentage

of Change.
85. Select NEXT to navigate to the Attestation page.
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Attestation Page
Budget Revision (PARTNER VIEW)
Fiscal Year 2025-26 Lead Il_s.a-w :,rl"ud"'r-‘ Stark Enterprises FAl Pr oject Mo 254325435
Program P& Pre-K Counts Fre-School Program Specialist FAl Name
1 n 3 4
o Budget g Attestation Submissian Supporting
REVISION Confirmanon DABCUMYERTATIGN

« Information saved 5UGECSS'U||'|'

Attestation u
=
I | hereby declare that the informatien given in this document is true to the best of my knowledge._(required Ba
Submission Comments

All updates have been made
Earpciers Remaining 3472
w p SUBMIT

86. A message will appear that the information has saved.

87. Select the Attestation Checkbox.

88. Enter a comment in the Submission Comments field.

89. Select CANCEL to remove any comments, SAVE to save all information on the page, or
PREVIOUS to navigate to the Budget Revision page.

90. Select SUBMIT to navigate to the Submission Confirmation page.
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USER’S GUIDE

Submission Confirmation Page

Budget Revision (PARTNER VIEW)

Fiscal Year: 2025-26 Lead Agency Name Stark Enlerprises FAl Project No: 254325435

Program PA Pre-K Counts Pre-School Program Specialist FAl Name

AUN Partner Name Cardassian Empare

1 2 n 4
" Budget o Attestation a# Submissicn Supporting
RevISIOn Confirmatban Documentation

Submission Confirmation Porlaie Document Fie FOF) ™ |IRCL
Thank :Il:\-l_,'l

‘Your Budget Revision [Document 1D 40552) 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.

i applicable, please upload relevent supporting documents by clicking UPLOAD SUPPORTING DOCUMENTS. If nol applicable, please el the document by clicking EXIT DOCUMENT.

Your document has been submitted for review.
m EXIT DOCUMENT m

UPLOAD SUPPORTING DOCUMENTS

=

91. Select PRINT to download a copy of the Submission Confirmation.

92. Select PREVIOUS to return to the Attestation page.

93. Select EXIT DOCUMENT to navigate to the Grant at a Glance page.

94. Select UPLOAD SUPPORTING DOCUMENTS to navigate to the Supporting Documentation
page.
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Supporting Documentation Page

(PARTNER VIEW)
Supporting Documentation

Please upload relevant supporting documents for the Budget Revision below.

Instructions to Manage Documents:

1. Select the document type from the drop-down

2. Click the ADD DOCUMENT bution and a néw window will appear.

3. Select the correct file folder on your deskiop/lapiop 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 formals and size restictions below.
5. W you wish to delete a file, click the trash can icon next to the file.

6. Once you are dong, click the SUBMIT bution

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

Note: Microsoft Word and Excel files with a .doc or xls extension cannol be uploaded. In order to convert these files to compatible formats, ensure that while saving the document on your
desklop, the ‘Save as lype'is either docx or adsi. Addiionally, files may also be converied to PDF by selecting PDF (* pdf) from the 'Save as type’ drop-down kst

— e T o T T

Ot Lener Admission TR0 ST b-bhaiek 00T M -]

Document Received Date “ 4272026 w

Other b ADD DOCUMENT

[

99

SUBMIT

97

PREWOUS I

95. Select the drop-down to select the type of document to upload.

96. Document information display.

97. Select PREVIOUS to return to the Submission Confirmation page.

98. Select ADD DOCUMENT to choose the file to upload.

99. Select SUBMIT to upload the file and display the Document Upload Confirmation
modal.

100. Select CLOSE to finish the upload process.

Document Upload Confirmation

‘Wour 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 [ist will not display the new file names unfil the upload is complete:

190 Mloo]
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Grant at a Glance Page
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Grant at a Glance (PARTNER VIEW)

Grant Summary

Grant Information

Grantes: Stark Enterprises
Program: PA Pre-K Counts
Fizcal Year: 2025-26

Grant 10: 3352

Grant Progress

s

Select w m

Pass Through Budges Cardassian Empine D 82028 DarA208 Final Aggeoved [ B ] Samus History
Pass Through Dudget Revisan 20842 Cardassan Empine oanazoze DaTR2028 Submined Stanus Hsony o

o

101. The Pass Through Budget Revision will display in a Submitted status on the Grant

at a Glance page.
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6.3 Partner Inventory Report

To begin the Inventory Report process as a Partner, log into ELN as described previously. Select FINANCIAL
MANAGEMENT from the navigation bar. Once on the Grant at a Glance screen, select the Document ID link
for the INVENTORY REPORT.

PARTNER VIEW
Grant at a Glance ( ) Select v m

Grant Summary

Grant Information

Granteea: Etark Enterprizes
Program: PA Pre-K Counts
Figcal Year: 202526

Grant 1D: 3352

Grant Progress

o N | e e i e =

255 ThroughBudget 40880 2 Cardassian Emp [ ]t D4 102029 Final Approwed oanazoes Stanss Histedy

Pass Thidugh Budgel Revision 40551 Cardussiah Empre [l D4ZTR2029 Final Apphowed DeETIZ0ZE Slangy Higseey o
Frenteny Repon o Cardussian Empre BAZT028 -Process Slangy Higseey
=

(NOTE: An Inventory Report is required when purchasing higher priced items. Contact your Preschool
Program Specialist to discuss inventory report requirements.)

1. On the Grant at a Glance page, select the Document ID link for the Inventory Report.

110



pennsylvania

PELICAN
EARLY LEARNING NETWORK
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Inventory Report ( )
Fiscal Year: 2025-26 Lead Agency Name: Stark Enferprises FAl Project No: 254325435
Program PA Pre-K Pre-School Program FAl Name:
Counts Specialist
AUN 34357 Partner Name: Candassian Ermpire
n 2 3 4
Inventory Attestation Submassion SupporTing
x x x
Report Confirmation Decumentation
|nvent0r}{ Repcrt Portable Document File (POF) ~

An Inventory Report is required when purchasing a single #am priced 35000 or higher. If you hawe questions on if you have inventory that qualifies for a report, please contact your Pre-School
Program Specialisis fo discuss inventory report requirements.

5000 or greater during the last fiscal year? (required

® Yes, | need to complete an Inventory Report.
Mo, | do not need to complete an Inventory l-!ep*

Purchase Details

e T =

ivo Data Found

2. Select the Yes, | need to complete an Inventory Report radio button if there is anything over the
single item threshold to report. If not, select the No, | do not need to complete an Inventory
Report radio button.

3. If Yes is selected, select ADD. The Purchase Details modal then displays.

4. Select PREVIOUS to return to the Grant at a Glance page.

5. Select NEXT to navigate to the Attestation page.
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Purchase Details

Description of ltem:{required)

Office supplies

Purchase Date:(réquired)
040372028 @l 250

6. Enter information in the Description of Items field.

7. Enter the Purchase Date.

8. Select CANCEL to close the Purchase Details modal.

9. Enter the Purchase Price.

10. Select SAVE to save the entered information and close the Purchase
Details modal.

Purchase Price:(réquired
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Attestation Page

Inventory Report (PARTNER VIEW)

Fizcal Year 2526 Lead Agency Name Sdark Erderprizes FAl Project Mo

Frogram P Pre-K ol Program FAl Name
ants

AUN 4357

| - ; :

o IFveniory 3 Arcemacen x Submilition Supporting

Report Confirmation Dadumentation
Attestation ﬂ
B | certify that the information on this report is tree and corredt 1o the best of my knowledge. | assure that the expenditures repored herein are in compliance with
pplicable guidelines and regulations and that all obligations occurred within the above referenced project persod, (reguired

Submission Comments

|

11. Check the Attestation checkbox.
12. Enter a comment in the Submission Comments field.
13. Select CANCEL to remove any information entered or SAVE to complete the attestation step.
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Inventory Report (PARTNER VIEW)

Fiscal Year 2025-26 Lead Agency Hark Enlerprises
Program Pl Pre- K PreSchool Program
o
AUN 54357 Parner Name Cardassian Empire
1 2
o Inventory a Artestation
Report

Submission Confirmation

Thank youl

On this form at a later Date, please chick the PRINT bution To save And print a copy Of your reconds

Your document has been submitted For review.

o | R

A

EXIT DOCUMENT

&F Suomission
Confirmation

Your inventory Report (Document 39529) has been submitied. You may track this document through the Grant at a Glance page within Financial Managemsent

If applicable, please upload relevant supponing gocuments by clicking LIPL CAD SUPPORTING DOCUMENTS. If Mot applicable, please Exit the documeant by chicking Exit DOCUMEN T

234325435

4

Supporming
Documentanosn

n order To view the information

o

UPLOAD SUPPORTING DOCUMENTS

14. Select PRINT to download a copy of the Submission Confirmation.

15. Select PREVIOUS to return to the Attestation page.

16. Select EXIT DOCUMENT to navigate to the Grant at a Glance page.
17. Select UPLOAD SUPPORTING DOCUMENTS to navigate to the Supporting

Documentation page.
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Inventory Report (PARTNER VIEW)
Fiscal Year: 2023-24 Lead Agency Name: 4D Childcare FAl Project No: 75376
Program: PA Pre-K Pre-5chool Program FAl Name:
Counts Specialist:
AUN: 76375

o

o Inventory o Attestation submission 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 MEB.

Note: Microzoft 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
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

o e T R R R

No Documents Uploadad.

Document Received Date

Select Document Type...

Receipts
Grant Inventory of Durable Purchases
Other

When prompted, follow the steps below:

41712024
Select Document Type... V‘ ADD DOCUMENT 1 6 n

45. Select the Select Document Type... drop-
down and select a document type.
46. Select ADD DOCUMENT. A File Explorer

Document Upload Confirmation

window OpenS. SeleCt the approprlate flle Your docu.ments are in the process of being uploaded. This process can take
several minutes. Please check back later to access documents. Note that the
and SeleCt open_ documents list will not display the new file names until the upload is complete.

47. Select SUBMIT. The Document Upload
Confirmation modal displays.

48. Select CLOSE .

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

Appendix A - Glossary of Acronyms

Description

FER Final Expenditure Report

HSSAP Head Start Supplemental Assistance Program

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

i

PPS Preschool Program Specialist

PSS Provider Self-Service

SLDS State Longitudinal Data System
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Appendix B - Glossary of Terms

Term

Budget

Description

An estimate of income and expenditure for a set period which can be created within
the PELICAN application.

Budget Revision

An update to the original budget.

Continuation Grant

A grant that is awarded subsequent to the initial grant year.

End dating

End dating is a process which can be used to accomplish several different activities
within PELICAN:

Ending a child’s enrollment in a classroom.

Ending a staff member’s assignment to a classroom session.
Ending a staff member’s assignment to a location.

Ending a Classroom Session at a location.

Final Expenditure

A document displaying those expenditures incurred by a provider for the entire year.

Supplemental (HSS)

Report (FER)

Financial A section of the PELICAN system which allows for the effective documenting and
Management management of funds granted to a Lead Agency or Legal Entity.

Grantee A person or organization receiving funds from the State; receiver of a grant.

Head Start Head Start is a federal program that promotes the school readiness of children ages

birth to 5 from low-income families by enhancing their cognitive, social, and
emotional development.

Inventory Report

A document that is used to display expenditures over $5000.

Lead Agency (LA)

The Lead Agency in a Partnership has ultimate responsibility for fiscal and
administrative oversight, program leadership, and decision-making authority relative
to PA Pre-K Counts. The Lead Agency communicates directly with the Preschool
Program Specialist assigned to the Partnership and with OCDEL. It is the entity that
responds to OCDEL requests, submits documents to OCDEL on behalf of the
Partners, and holds responsibility for the Partners’ compliance with PA Pre-K Counts
requirements.

Legal Entity (LE)

An individual, Partnership, association, organization, or corporation responsible for
the operation or multiple child care facilities or locations, specific to Keystone STAR
providers.

Location

The physical site where the early childhood program is offered.
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Office of Child
Development and
Early Learning
(OCDEL)

OCDEL promotes opportunities for all Pennsylvania children and families by building
systems and providing supports that help ensure access to high quality child and
family services.

Pennsylvania’s Enterprise to Link Information for Children Across Networks
(PELICAN) is the Department of Human Services’ initiative to integrate the

HECI Department’s child care programs under a single management information system.

All child care services information is managed in PELICAN.

The role of the PA Key is to work with OCDEL to provide statewide leadership in the
development of an integrated and coordinated system of program quality
improvements and professional development supports for early childhood education.

Pennsylvania Key
(PA Key)

Program Type The type of early childhood program a provider offers.
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Appendix C — Document Approval Process

When the LA/Grantee and Partner submit their documents, the documents follow a defined approval process.
This process occurs for all budget documents. Once the document is submitted, it will be reviewed by the
assigned Preschool Program Specialist. After the Preschool Program Specialist has appoved the document,
there is a PA Key level review displaying as “OCDEL Reviewed” and then “Final Approved.” At each level of
review, the reviewer may approve or return the document to the LA/Grantee for revisions. With each returned
document, the LA/Grantee must make the needed corrections and then resubmit the document, following the
same submittal and approval processes. See the Document Review and Approval Flow figure below.

OCDEL Final
Review

paacsddy |eul4

OCDEL Reviews

Approved——
Document

Specialist
Submitted———J» Reviews
Document

Lead Agency
Completes
Document

In Process

Document Review and Approval Flow

While a provider can not actively view the approval process, you can track the progress of the submitted
document by looking at the status for a specific document on the Funds Inbox page. The table below lists and
describes the possible document statuses.
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Description

In Progress
Submitted
Specialist
Reviewed
OCDEL
Reviewed

Final Approved

Returned

On Hold

A document has just been started and is currently being worked on.
The Partner or LA/Grantee has submitted a document.

The Specialist has reviewed and approved the document.

The PA Key staff have reviewed and approved the document.

OCDEL HQ Staff has reviewed and approved the document.

An issue was identified with the document at any stage of the review
process. The document has been returned to the LA/Grantee to
appropriately address.

Only FERs in In-Process or Returned status may be placed On Hold.
Providers are not able to edit the FER or Inventory Report in On Hold or
Approved status. Once the Budget Revision is Final Approved, the FER

document will be flipped (by the system) back to its previous status
(Returned or In Process).

If your document’s status shows as Returned in your Funds Inbox, to view comments on the reason for the
return, click Status History for the document in question. The Budget Status History page will display. The
date that the status changed for the document is indicated. For Returned items, the reviewer will enter
comments so that you will know what updates will be needed in your budget or other documents. Make your
revisions/updates and resubmit.
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Appendix D — ELN Fiscal Management Alerts and Emails

Alerts

Continuation Grant — Final Approved

An alert will be generated for the last Lead Agency user to update the Continuation Grant and the assigned PreK
Specialist anytime the Continuation Grant document is updated to Final Approved status. This alert will not be generated if

the associated Grant Structure is not set up.

Text Alert Relates To Alert Generation Recipient
Category Date

Your Continuation Grant Application [document | Fund [Provider [Alert Generation | [Lead Agency
number of Continuation Grant Application] has | Management | Name] Date] User]
been Final Approved.
Your Continuation Grant Application [document | Fund [Provider [Alert Generation | [Primary
number of Continuation Grant Application] has | Management | Name] Date] Specialist]
been Final Approved.

Continuation Grant — Returned

An alert will be generated for the last Lead Agency user to update the Continuation Grant and the assigned PreK

Specialist anytime the Continuation Grant document is updated to Returned status.

Text Alert Relates To Alert Generation Recipient
Category Date
Your Continuation Grant Application has been | Fund [Provider [Alert Generation | [Lead Agency
returned. Please check the comments section Management | Name] Date] User]
of Document ID [document number of
continuation grant application].
Your Continuation Grant Application has been | Fund [Provider [Alert Generation | [Primary
returned. Please check the comments section | Management | Name] Date] Specialist]
of Document ID [document number of
continuation grant application].

Budget Detail — Final Approved

An alert will be generated for the last Lead Agency user to update the Budget Detail anytime the Budget Detail document

is updated to Final Approved status.

Text Alert Relates To Alert Generation Recipient
Category Date
Your Budget [document ID number] has been Fund [Provider [Alert Generation | [Lead Agency
final approved. Management | Name] Date] User]
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An alert will be generated for the last Lead Agency user to update the Budget Detail and the assigned PreK Specialist
anytime the Budget Detail document is updated to Returned status.

[document ID numberl].

Text Alert Relates To Alert Generation Recipient
Category Date
Your Budget has been returned. Please check | Fund [Provider [Alert Generation | [Lead Agency
the comments section of document number Management | Name] Date] User]
[document ID numberl].
Your Budget has been returned. Please check | Fund [Provider [Alert Generation | [Primary
the comments section of document number Management | Name] Date] Specialist]

Pass Thru Budget Detail — Final Approved

An alert will be generated for the last Lead Agency user to update the Pass Thru Budget Detail anytime the Pass Thru
Budget Detail document is updated to Final Approved status.

Text Alert Relates To Alert Generation Recipient
Category Date
Your Pass Thru Budget [document ID number] | Fund [Provider [Alert Generation | [Partner User]
has been final approved. Management | Name] Date]

Pass Thru Budget Detail — Returned

An alert will be generated for the last Partner user to update the Pass Thru Budget Detail anytime the Pass Thru Budget

Detail document is updated to Returned status.

document number [document ID number].

Text Alert Relates To Alert Generation Recipient
Category Date
Your Pass Thru Budget has been returned. Fund [Provider [Alert Generation | [Partner User]
Please check the comments section of Management | Name] Date]

Budget Revision — Final Approved

An alert will be generated for the last Lead Agency user to update the Budget Revision anytime the Budget Revision

document is updated to Final Approved status.

Text Alert Relates To Alert Generation Recipient
Category Date
Your Budget Revision [document ID number] Fund [Provider [Alert Generation | [Lead Agency
has been final approved. Management | Name] Date] User]
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An alert will be generated for the last Lead Agency user to update the Budget Revision and the assigned PreK Specialist
anytime the Budget Revision document is updated to Returned status.

document number [document ID number].

Text Alert Relates To Alert Generation Recipient
Category Date
Your Budget Revision has been returned. Fund [Provider [Alert Generation | [Lead Agency
Please check the comments section of Management | Name] Date] User]
document number [document ID number].
Your Budget Revision has been returned. Fund [Provider [Alert Generation | [Primary
Please check the comments section of Management | Name] Date] Specialist]

Pass Through Budget Revision — Final Approved

An alert will be generated for the last Lead Agency user to update the Pass Through Budget Revision anytime the Pass
Through Budget Revision document is updated to Final Approved status.

Text Alert Relates To Alert Generation Recipient
Category Date
Your Pass Through Budget Revision Fund [Provider [Alert Generation | [Partner User]
[document ID number] has been final approved | Management | Name] Date]

Pass Through Budget Revision — Returned

An alert will be generated for the last Lead Agency user to update the Pass Through Budget Revision anytime the Pass
Through Budget Revision document is updated to Returned status.

of document number [document ID number].

Text Alert Relates To Alert Generation Recipient
Category Date
Your Pass Through Budget Revision has been | Fund [Provider [Alert Generation | [Partner User]
returned. Please check the comments section | Management | Name] Date]

Quarterly Expenditure Report (QER) - Final Approved
An alert will be generated for the last Lead Agency user to update the Quarterly Expenditure Report anytime the Quarterly

Expenditure Report document is updated to Final Approved status.

Text Alert Relates To Alert Generation Recipient
Category Date
Your Quarterly Expenditure Report [document | Fund [Provider [Alert Generation | [Lead Agency
ID number] has been final approved. Management | Name] Date] User]
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An alert will be generated for the last Lead Agency user to update the Quarterly Expenditure Report and the assigned
PreK Specialist anytime the Quarterly Expenditure Report document is updated to Returned status.

Text Alert Relates To Alert Generation Recipient
Category Date

Your Quarterly Expenditure Report has been Fund [Provider [Alert Generation | [Lead Agency
returned. Please check the comments section | Management | Name] Date] User]
of document number [document ID number].
Your Quarterly Expenditure Report has been Fund [Provider [Alert Generation | [Primary
returned. Please check the comments section | Management | Name] Date] Specialist]
of document number [document ID number].

Final Expense Report (FER) — Final Approved

An alert will be generated for the last Lead Agency user to update the Final Expense Report anytime the Final Expense
Report document is updated to Final Approved status.

Text Alert Relates To Alert Generation Recipient
Category Date
Your Final Expense Report [document ID Fund [Provider [Alert Generation | [Lead Agency
number] has been final approved. Management | Name] Date] User]

Final Expense Report (FER) — Returned

An alert will be generated for the last Lead Agency user to update the Final Expense Report and the assigned PreK
Specialist anytime the Final Expense Report document is updated to Returned status.

Text Alert Relates To Alert Generation Recipient
Category Date

Your Final Expense Report has been returned. | Fund [Provider [Alert Generation | [Lead Agency
Please check the comments section of Management | Name] Date] User]
document number [document ID number].
Your Final Expense Report has been returned. | Fund [Provider [Alert Generation | [Primary
Please check the comments section of Management | Name] Date] Specialist]
document number [document ID number].

Budget Due Date Alert

An alert will be triggered in real-time when the Budget Due Date is set on the Grant Information screen. This alert will be

user cleared.

Text Alerts Relates To Alert Primary Specialist
Category Generation
Date
Budget for <Program Type> grant is due by Funds <Provider [Alert <Specialist Name>
<Due date>. Name> Generation
Date]

124



PELICAN ELN FiscAL MANAGEMENT

USER’S GUIDE

Continuation Grant Application Alert

pennsylvania

PELICAN
EARLY LEARNING NETWORK

An alert will be triggered by an overnight batch when the Continuation Grant Application window is open. This alert will be

user cleared.

e The alert is generated for lead agencies via a nightly batch that have an active grant at the time the application

window opens.

e The alert is generated the evening before the start date. The system checks the start date for the CGA window on
reference table R00992 and if the current date + 1 day = start date, an alert is generated by the batch.
o Assumption: CGA start date will always be set in the future in the reference table. If the CGA start date is set in

the past, the alert will not be generated.

Text Alerts Relates To Alert Primary Specialist
Category Generation
Date
The Continuation Grant Application window for Funds <Provider [Alert <Specialist Name>
<Program Type> is open for fiscal year <Fiscal Name> Generation
Year> from <Start Date> to <End Date>. Date]

Budget Due Soon Alert

An alert will be generated for lead agencies that have a Budget due in the next 10 days but have not submitted the budget
yet. This will be a nightly batch process, and a user-cleared alert.

Text Alerts Relates To Alert Primary Specialist
Category Generation
Date
Budget for <Program Type> grant is due in 10 Funds <Provider [Alert <Specialist Name>
days. Name> Generation
Date]

Budget Past Due Alert [NEW]

An alert will be generated for lead agencies that have a Budget due 10 days in the past but have not submitted the budget
yet. This will be a nightly batch process, and a user-cleared alert.

Text Alerts Relates To Alert Primary Specialist
Category Generation
Date
Budget for <Program Type> grant is 10 days Funds <Provider [Alert <Specialist Name>
past due. Name> Generation
Date]
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Emails

An email will be sent to different stakeholders when the documents are in either Returned status or Final Approved status.
The table below in 3.2.1 shows the scenarios where an email is generated. The email addresses for the stakeholders will
be populated based on the e-mail addresses stored in Identity Manager (IDM).

Email Notifications Recipients

Document Document Status Stakeholders Message Text ID
Continuation Grant Returned Lead Agency, Specialist 1
Application

Budget Returned Lead Agency, Specialist 2
Budget Final Approved Lead Agency 3
Budget Revision Returned Lead Agency, Specialist 4
Budget Revision Final Approved Lead Agency 5
Quarterly Expenditure Report | Returned Lead Agency, Specialist 6
Quarterly Expenditure Report | Final Approved Lead Agency 7
Final Expenditure Report Returned Lead Agency, Specialist 8
Final Expenditure Report Final Approved Lead Agency 9
Pass Thru Budget Returned Partner 10
Pass Thru Budget Final Approved Partner 11
Pass Thru Budget Revision Returned Partner 12
Pass Thru Budget Revision Final Approved Partner 13

Email Text

The table below shows the text that will be displayed in the email. Click here hyperlink will navigate the user to the ELN
login page.

Subject: PELICAN Funding Document Notification

Body:
Message Text

ID

1. Your Continuation Grant Application [document ID number] has been returned. Please click here to
access Early Learning Network (ELN) and take action on this returned document.
This email was sent from an unmonitored account. Please do not reply to this message.

2. Your Budget [document ID number] has been returned. Please click here to access Early Learning
Network (ELN) and take action on this returned document.
This email was sent from an unmonitored account. Please do not reply to this message.

3. Your Budget [document ID number] has received final approval. To view the document, please click
here to access the Early Learning Network (ELN).
This email was sent from an unmonitored account. Please do not reply to this message.

4. Your Budget Revision [document ID number] has been returned. Please click here to access Early
Learning Network (ELN) and take action on this returned document.
This email was sent from an unmonitored account. Please do not reply to this message.
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5. Your Budget Revision [document ID number] has received final approval. To view the document,

please click here to access the Early Learning Network (ELN).

This email was sent from an unmonitored account. Please do not reply to this message.

6. Your Quarterly Expenditure Report [document ID number] has been returned. Please click here to
access Early Learning Network (ELN) and take action on this returned document.

This email was sent from an unmonitored account. Please do not reply to this message.

7. Your Quarterly Expenditure Report [document ID number] has received final approval. To view the
document, please click here to access the Early Learning Network (ELN).

This email was sent from an unmonitored account. Please do not reply to this message.

8. Your Final Expenditure Report [document ID number] has been returned. Please click here to access
Early Learning Network (ELN) and take action on this returned document.

This email was sent from an unmonitored account. Please do not reply to this message.

9. Your Final Expenditure Report [document ID number] has received final approval. To view the
document, please click here to access the Early Learning Network (ELN).

This email was sent from an unmonitored account. Please do not reply to this message.

10. Your Pass Thru Budget [document ID number] has been returned. Please click here to access Early
Learning Network (ELN) and take action on this returned document.

This email was sent from an unmonitored account. Please do not reply to this message.

11. Your Pass Thru Budget [document ID number] has received final approval. To view the document,
please click here to access the Early Learning Network (ELN).

This email was sent from an unmonitored account. Please do not reply to this message.

12. Your Pass Thru Budget Revision [document ID number] has been returned. Please click here to
access Early Learning Network (ELN) and take action on this returned document.

This email was sent from an unmonitored account. Please do not reply to this message.

13. Your Pass Thru Budget Revision [document ID number] has received final approval. To view the
document, please click here to access the Early Learning Network (ELN).

This email was sent from an unmonitored account. Please do not reply to this message.
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