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SAMS - Bonds Entry and Approval QRG

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
Bonds Process in SAMS

High Level Overview
Enters and submits the bond.

Add BAN
(If Applicable)

4 DISTRICT/BOCES USER

Create Bond Enter Details

Attach Projects

Create Bond
Schedule

Add schedule rows and
enter payment details.
Ensure Principal Amount
Outstanding equals 0
on the last row.

Enter Bond Header,
Bond Details and
Financial Details.

Redeem and attach
Bond Anticipation
Note (BAN).

Go to Bonds and
select Add Bond.

Attach one or more
existing projects
to the bond.

\
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Submit Bond

d
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Save and Submit.
Bond status is
Superintendent/
District
Superintendent
Review.

-_—

: SUPERINTENDENT/DISTRICT SUPERINTENDENT  Reviews and approves or rejects the bond.

APPROVED
- Bond status changes to Approved
« District/BOCES User receives email
« Bond is available on the Project page

Approve or Reject

o 2] {@

Receive Notification Review Bond
+ Bond status changes to Rejected
« District/BOCES User receives email and task

O ®

« Approve if information

& Task D
Open task and review

Email notification

District/BOCES User makes changes and resubmits ’

and task appear. bond information isicorect
(read-only). + Reject if changes
g are needed

If rejected, the bond returns to the District/BOCES User
to make updates and resubmit through the process
until approved.

WHERE TO FIND
APPROVED BOND

Q

m -+ @ +» © » [

s Select i
P Open Estimat Vi
s: (eo roject S:;?ons mate BONDS/BANS/ &nes:;‘auznd
9 CAP NOTES

Figure 1: Bonds Process Overview

Bond Entry by District/BOCES User

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

New York state
EDUCATION DEPARTMENT

| 4 suilding Projects > Bonds

2

I ADD BOND

i Dragand Drop columns here to create Groups

Bond ID

= Status Sold Date Bond Amount © Bond Type Delete
2 £-010100-20260528-001 Rejected 05/28/2026 $199,999.999 None o
Figure 2: Add Bond Button
New York State
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Once logged into SAMS: EREGTORECT 507

LREGIONBOC Select One X 6/02/2026

1. Navigate to the bonds listing page. R
LREGIONBOC Wil this be a District or a BOCES Bond? 6/01/2026

2. Select Add Bond. remvso e D.m.q m 610172026
3. Select District or BOCES depending on | /2812026

bond type.

Figure 3: District or BOCES Button

Bond Header & Bond Details

‘ 4  Building Projects A

Action ltems All tasks completed v

Bonds Building Bond/Capital Note Report (SA-132) © Mstuctions

o o o o o
Bond Details Financial Details BANS Projects Bond Schedule
d Bond Header Last Saved:
Bond ID 6 Total Bond Amount * Bond Sold Date * Submitted By

New Bond l ALBANY CITY SD

[s

G Bond Details
Total Amount of Voter/Board Authorized Voter Authorization Date * :

Bond Type - Check Appropriate Boxs) if Applicable
() Build America Bond () DASNY Rate (Financed Through DASNY) (0] Energy Performance Contract (EPC) () Refunding Bond
[0 waived [ Retro

4 [ =]

Figure 4: Bond Header & Detail Fields

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

In the Bond Header section, enter information into the fields.
In the Bond Details section enter information into the fields.
In the Bond Type section, select the appropriate box(es).

W=

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

Financial Details

Financial Details

Rate Of Interest * [ e ] Bond Money Recieved Date * [ R ]
5% 510112025

Accrued Interest el s ‘ Premium o [ s ]

(] (o] (o]

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.
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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

Bond Anticipation Notes Redeemed into this Bond a

BAN ID: 010100-8-20210725-001 Issue Date: 07/23/2021
Issue Amount: $4,545,000 i}

I RESET ] [ BACK ] | DELETE I m m

Figure 6: Bond Anticipation Notes Redeemed into this Bond Section

In the Bond Anticipation Notes Redeemed into
this Bond section:

Redeem Bond Anticipation Note X Redeem Bond Anticipation Note X

BAN Search v

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 a e =3
Bond Anticipation Note into this Bond
section.

Figure 7: Redeem Bond Anticipation Note Pop-Up

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.

Attach Projects X Attach Projects X

1. In the Project Name/Number field, search
for the project(s) to attach. MMNGW
2. Select the project(s) to attach from the drop- S

@
) PUBLIC SCHOOL #
down. s

Note: If the project is not listed in the search, it

Project Name/Number

CANCEL

-001

has not yet been transferred from Facilities

4 ]

Planning.
3. Select Attach. The projects appear in the
. . . Figure 8: Associating Projects to a Bond
Associated Projects section.
4. Select Save to save or select Next to save

and move to the next step.
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Bond Schedule

Bond Schedule

School Year Interest Rate

Total Annual Principal Payments

Length of Schedule

Total Annual Interest Payments Total Debt Service Paid Principal Amount Outstanding Delete

I $ $100,100 o

[(reser | [sack | [ oseme |

Figure 9: Bond Schedule

To create the Bond Schedule:
1.

(=T = =

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.
Select Save, then Submit. The bon
Superintendent Review status.

d is saved, and in Superintendent/District

Note: The amount in the Principal Amount Outstanding column must be zero.

Approved or Rejected Bond

If the Superintendent/District Superint

endent approves the bond, the status changes to

Approved. To see the bond, access the Project page and select the associated project.

esivate (I T rce

Summary

TJOTAL BORROWING
$20.000

Ineligible Amount (OFP):
0

Details
Total Cost Allowance

Total Eligible Expense based on Cost Allowance

Methods of Financing Eligible for Building Aid

Details

BONDS/BANS/CAP NOTES o

Energy Performance Contract

BANS (0)

BONDS (2)

Bond ID Status

B-010100-20260504-002 Approved

B-010100-20260504-004 Approved

Figure 10: View Approved Bond

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.

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 Superintend

ent/District Superintendent Review. District/BOCES Users

As of July 2026
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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

Bond Schedule
Approve :.engm of Schedule
Are you sure yo
woror
| School Year Interest Rate [est Payments Total Debt Service Paid Principal Amount Outstanding |
1 2025/2026 1.4500% $199,599,999 ‘ 519,999,995 $219,995,998 0
Sunarintandent Approval 06/22/2026 | hereby certify that the information contained in this report is true and correct to the best of my information,
knowledge and belief. | hereby certify that construction will commence and that 10% of the district proceeds will be
Authorized S Title ‘expended within 50 days of the firstissue date of the referenced bonds.
JOSEPH HOCHREITER SUPERII |
DELETE 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.
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