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Purpose: This guide explains how to create, review, and process bonds in the NYSED State 
Aid Management System (SAMS) from entry through approval. 
Audience: All System users 
Estimated Time: 15–20 minutes to create and submit a bond for the first time. 
Prerequisites: District/BOCES User and Superintendent/District Superintendent accounts 
must be active. At least one project must exist to attach to the bond. 

Bonds Process in SAMS 

 

Figure 1: Bonds Process Overview 

Bond Entry by District/BOCES User 
The District/BOCES User is responsible for entering a bond into SAMS. 

 

Figure 2: Add Bond Button 
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Once logged into SAMS:  
1. Navigate to the bonds listing page. 
2. Select Add Bond.   
3. Select District or BOCES depending on  

bond type. 

Bond Header & Bond Details 

 

Figure 4: Bond Header & Detail Fields 

On the Bond Entry screen:  
Note: Fields with a red asterisk are required. 

1. In the Bond Header section, enter information into the fields.  
2. In the Bond Details section enter information into the fields.  
3. In the Bond Type section, select the appropriate box(es). 
4. Select Save to save or select Next to save and move to the next step. 

Financial Details 

 

Figure 5: Financial Details Fields 

1. Enter the amount into the Rate Of Interest field. 
2. Enter a date into Bond Money Received Date field. 

Figure 3: District or BOCES Button 
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3. Enter the amount into the Accrued Interest field. 
4. Enter the amount into the Premium field. 
5. Select Save to save or select Next to save and move to the next step. 

Bond Anticipation Notes (BAN) Redeemed into this Bond  

 

Figure 6: Bond Anticipation Notes Redeemed into this Bond Section 

In the Bond Anticipation Notes Redeemed into 
this Bond section: 

1. Select Redeem. The Redeem Bond 
Anticipation Note pop-up appears. 

2. Select the BAN.  
Note: If the BAN is not found in the BAN search, 
complete the BAN entry steps to add the BAN to 
SAMS.  

3. Select Attach. The BAN appears in the Redeem 
Bond Anticipation Note into this Bond 
section. 

4. Select Save to save or select Next to save and move to the next step. 

Associating Projects 
In the Associated Projects section select Attach Project. The Attach Projects pop-up 
appears. 

1. In the Project Name/Number field, search 
for the project(s) to attach. 

2. Select the project(s) to attach from the drop-
down.  
Note: If the project is not listed in the search, it 
has not yet been transferred from Facilities 
Planning.  

3. Select Attach. The projects appear in the  
Associated Projects section.     

4. Select Save to save or select Next to save  
and move to the next step. 
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Figure 8: Associating Projects to a Bond 

Figure 7: Redeem Bond Anticipation Note Pop-Up 
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Bond Schedule 

 

Figure 9: Bond Schedule 

To create the Bond Schedule:  
1. Select Add Row. Continue adding rows as needed. Enter data in the columns for School 

Year, Interest Rate, Total Annual Principal Payments, and Total Annual Interest 
Payments. 

2. Select Save, then Submit. The bond is saved, and in Superintendent/District 
Superintendent Review status. 
Note: The amount in the Principal Amount Outstanding column must be zero. 

Approved or Rejected Bond 
If the Superintendent/District Superintendent approves the bond, the status changes to 
Approved. To see the bond, access the Project page and select the associated project. 

 

 

 

 

 

 

If the Superintendent/District Superintendent rejects the bond, changes are needed. The 
status on the bond will be ‘Rejected.’ Select the task, make changes, and resubmit. 
Note: Status moves back to Superintendent/District Superintendent Review. District/BOCES Users 

1 

1. Select the Estimate section. 
2. Select the BONDS/BANS/CAP NOTES link in the 

Method of Financial Eligibility for Building Aid 
section. The BONDS and BANS sections appear. 

3. The status of the bond is in the Status field 
associated with the appropriate bond.  

Figure 10: View Approved Bond 
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should communicate with the Superintendent/District Superintendent outside of the system for 
details as to why the bond was rejected.  

Bond Review by Superintendent/District Superintendent  

Review Bond 
Superintendent/District Superintendent will receive email and task indicating a bond has 
been submitted. Select the appropriate task, review read-only bond information, and select 
View Bond Schedule to review.  

Approve or Reject Bond 

 

Figure 11: Approve Bond 

1. Select Approve or Reject. A confirmation page appears to confirm the approval or 
rejection. 
Note: The District User receives an email notification confirming approval or an email 
notification and task to correct and resubmit. District Users should communicate with the 
Superintendent outside of the system for details as to why the bond was rejected. 


