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Unit 1;
Orientation to BOCES SAMS

Unit Overview

The BOCES State Aid Management System (SAMS) is an ancillary system of the State Aid
Management System that facilitates the collection and processing of BOCES Financial and
CoSer datathat is required by the New Y ork State Education Department (NY SED). BOCES
SAMS is accessible to authorized users from each BOCES, staff from the State Aid unit of the
Education Department, and other authorized users from various state agencies.

In this unit, you will learn how to log in and out of BOCES SAMS. An overview of the header
and menu options will also be provided in this unit.



Logaing In and Out of BOCES SAMS

Overview

BOCES SAMS s accessed by logging into the State Aid Management System. SAMSisan
Internet-based application alowing users to enter and retrieve information from any computer
with an Internet connection and Internet Explorer 6.0 or greater. SAMS users login to the
application through the NY SED’s Application Portal and Single Sign-On (SSO) facilities.

The Application Portal isthe entry point into all NY SED Internet applications. All NY SED
applications you are authorized to access are accessible from this page. Some applications, such
as SAMS, require user name and password authentication. NY SED’s Single Sign-On service,
accessible from the Portal page, prompts you for your user name and password and then decides
which applications, like SAMS, you are authorized to use.

Each BOCES controls staff access of its staff membersto SAMS and the BOCES financial data
contained in it. BOCES users should obtain user names and passwords from an individual at the
BOCES that aready has been designated by the district superintendent to perform this function
(the delegated administrator).

You may wish to visit http://www.emsc.nysed.gov/seddas/seddashome.html for more
information. Check out the FAQ section under the Training Materials link.

For easy reference, you may wish to record below the name and contact information of
individual (s) at your BOCES that can assist you with SAMS login and password
guestions/problems:

Name:
Phone: E-mail:
Name:
Phone: E-mail:




Logging in

Establish an internet connection in order to run the SAMS application:

1. Youaccess SAMS through the New Y ork State Education Department Application Portal at

http://portal .nysed.gov.

New York State
Education Department

Application
Portal

Home NYSED Contact Us FAQ's | Our Missien
Welcome
Public Interest

For more information an our applications wisit our Online
Services page.

=Approved Preschool Special
Education Programs Site Search

=|nventory of Registered Programs
=L ook Up Postal Zip Codes
=NYSED Public web site

=Professional License Cnline
Yerification Searches

«SEDREF Query
=Teacher Certification Help

=Teacher Cerification Online
Eecaords

Other Applications

“au may be required to sign in to access these applications
= Child Mutrition Knowledge Center (CM)
=Impartial Hearing Reporting Systern (HES)
=Libertyweb System
=Long Term Sheltered Employment (L TSE)
=MYS Student Identification Systerm (NYSSIS)
=Fate Setting Unit (RSU)
=Systern to Track and Account for Children (STAC)
=Teacher's Certification (TEACH)
=vESID PO Systern Login

Erivacy Policy

2. After the Portal page appears, click on the ‘Log On’ menu option in the upper right hand side of the

page.

3. The Single Single-On diaog box appears.

Sign In

Enter your Single Sign-On user name and password to sign in

Lser Name|

Password ‘

[ Login ” Cancel ]

Unauthorized use of this site is prohibited and may subject you to civil and criminal prosecution.



http://portal.nysed.gov

4. You are prompted to enter avalid User Name and Passwor d in the two text boxes provided. Both the
User Name and Passwor d should have been previously setup for you. If this has not occurred
please contact the Delegated Administrator (DA) at your BOCES. If you want to change your
password to SAM S and any other NY SED applications you are authorized to access from the
NY SED Portd, select the ‘Change Password’ menu option on the upper right hand side of the
Porta page.

5. After you enter your User Name and Passwor d, press the L ogin button on the upper right hand side
of the page. You will receive a Security Alert:. Pressthe ‘Yes’ button on the Security Alert to
continue. You will then be directed back to the NY SED Portal.

Security Alert g|

d “'ou are about to be redirected to a connection that is not
secure.

The infarmation you are sending to the current site might be
retransmitted to & nonsecure site. Do wou wish to continue?

6. Findthe ‘My Applications’ tab on the page and click on the ‘State Aid Management System
(SAMS)’ hyperlink. The SAMS Homepage will appear. If for some reason, your User Name and
Passwor d are not associated with the SAM S application, you will not find SAMS in the ‘My
Applications’ tab of the Portal Page. If this occurs, contact

7. Click the BOCES SAMS link to access the BOCES SAMS Subsystem.

SAMS

NEW YORK STATE EDUCATION DEPARTMENT
STATE AID MANAGEMENT SYSTEM

Welcome to SAMS

Please select one of your available sub-systems from the list below

Core SAMS

BOCES EAM S

State Aid Homepage | Contact Us Ver1.2.70 |




Important Information: If you enter an invalid User Name or Password, Single Sign-On
will return the following error message- ‘Error: Authentication failed. Please try again.” If
you forgot your User Name or Password, you must contact your BOCES District

Superintendent.




System Roles

Your User Nameistied to asystem role. Y our system role determines what you can and cannot
do on the system, including which BOCES you have access to. Users that are associated with a
single BOCES will only have access to their BOCES’ data. A system roleis assigned to you at
the same time your User Name and Password are registered in the Single Sign-On directory.



L ogging out

1

Click on Logout from the BOCES SAMS menu bar. You will find it located on the upper right side
of any BOCES SAMS page.

Entity Mame |7— S AMS

HES Cote NEW YORK STATE EDUCATION DEPARTMENT

Craim Year STATE AID MANAGEMENT SYSTEM

| Welcome BOCES_039000 (BOCES Entity User) 0712212010 01:19 PM Home | Issue Reporting | Help | Logout

Entity Info | CoSer System | BOCESFinancial | Activity Log |

After clicking on L ogout, you will receive a Security Information screen. Click either ‘Yes’ or ‘NO’
on the Security Information screen to continue. Y ou will then be directed to the Single Sign-Off
page. You can sign back on to the application by clicking on the Retur n button. Thiswill redirect
you back to the NY SED Portal Application.

Single Sign-Off ?
<
Single Sign-Off

You will see a checkmark image next to each application for successful logout. If you see any broken images please close
all open browser windows to complete logout.

Partner Application Name Logout Status
Oracle Portal (FORTALID)
Cracle Portal (FORTALID)
Oracle Portal {portal)
Oracle Portal {portal)

AR

The 350 Server (orasso)

10




Session Timeout

BOCES SAMS s an online, Web-based application. When you log on to BOCES SAMS, the
system establishes a ‘session id’ for your visit and each time you go through the log on process
you are assigned aunique ‘session id’.

New Y ork State information security standards mandate that al online applications have a
session timeout set. For the BOCES SAMS (Pilot) subsystem, the established session timeout is
eight (8) hours. This meansthat if you log on to the BOCES SAMS subsystem and there is no
activity detected by the application in any consecutive eight-hour period, your session will be
terminated. If session termination occurs, any work you’ve done on the system during the past
eight-hours could be lost.

It isimportant to understand that BOCES SAMS can only detect activity when you exchange
information with the Web server. Therefore, if you are adding comments to a BOCES edit report,
enter some comments, and walk away from the application for eight hours, your comments will
belost if you did not save before the session timeout occurred.

11



Summary

BOCES SAMS Login and Logout are simple processes to follow. To Login to BOCES SAMS,
the user must have avalid User Name and Password that has been previously registered with the
Single Sign-On directory. For security reasons, you should remember to always logout of
BOCES SAMSiif you are leaving the area of your computer for an extended period of time.

If any problems are encountered during the login process, please contact the Delegated
Administrator at your BOCES for assistance.

12



Overview of Header and Menu Bar Options

Overview

BOCES SAMS has a single header and menu bar that is accessible from any BOCES SAMS
page. Users may move through any function in the application regardless of where they are
working and quickly navigate to other areas of the application.

SAMS

BEDS Code | NEW YORK STATE EDUCATION DEPARTMENT [ 8 | N ]
UMW -, 2011 v |l SET VALUES STATE AID MANAGEMENT SYSTEM  [SIRN I
": A

Welcome BOCES_ 039000 (BOCES Entity User) 0712202010 04:21 P Home | Issue Reporting | Help | Logout

Entity Mame

ﬂm

Entity Info | CoSer System | BOCESFinancial | Activity Log | Reporis |

13



Header Description

The BOCES SAM S header is used to view and set the BOCES’ context. The BOCES SAMS
header includes fields for aBOCES Name, BEDS Code, and aClaim Year.

“Claim year” corresponds best to “Aid year.” For example, to claim 2010-11 BOCES Aid and
provide expense data for 2011-12 BOCES Aid, you will select the 2010-11 claim year in the
header area. However, to enter 2010-11 school year CoSer information into the SAMS Co-Ser
system, the 2011-12 claim year must be sel ected.

For users who have arole that assigns them to just one BOCES, both the BOCES Name and
BEDS Code fields are read-only. Just the Claim Year can be selected and changed for these
users. For users that have access to multiple BOCES, the Name, BEDS Code, and Claim Y ear
fields can be accessed and changed. Whenever a change is made to header information in these
fields the user must click on the Set Values button to invoke the change.

It is very important to check the header and ensure that data is being imported, or in the case of
the CoSer system, entered into the correct claim year.

14



Menu Bar Options

Entity Info

This menu bar option provides access to data stored in another NY SED information system
called SEDREF. This system contains extensive demographic information about BOCES that
interact with NY SED. The Entity Info page in SAMS displays SEDREF information associated
with the current BOCES set in the SAMS header. Information includes basic BOCES attributes,
such as BOCES code, BOCES code, BOCES Type, BOCES District Superintendent and RIC
Code. Key contacts associated with the BOCES are also listed and authorized users can edit the
information for these BOCES SAMS contacts.

Claim Verifications

This menu bar option provides access to al screens related to the Claim Verification process.
Thisincludesthe Claim Verification Project List, Claim Verification Activity Log, Claim
Verification Reports, and Claim Verification Notifications.

CoSer System

This menu bar option provides access to the CoSer System’s data collection forms and reports.
The CoSer System menu option has the two main submenu options, CoSer Forms and CoSer
Reports. To support the form selection process a Form Treeis provided that divides the forms
into form sets. Each form set is a sub-folder on the Form tree and all forms associated with a
form set are associated with the folder. The CoSer Forms sub- menu item has two submenus,
CoSer Official Data and CoSer Revision Data. The CoSer Reports submenu option has the
following submenus; CoSer Approval Status Report, CoSer Revenue Report, CoSer
Contract Report, CoSer Service Description Status Report, and CoSer Description Status
History Report.

The CoSer Official Data and CoSer Revision Data options represent data areas in BOCES
SAMS. The Official Data area aways holds the official CoSer dataasit existsin the system.
The Revision Data area holds updates or edits to the official CoSer data area when aBOCES
needs to revise their official submittal.

BOCES Financial

This menu bar option provides access to the BOCES financial data collection forms. The
BOCES financia menu option has three main submenu options, State Aid Forms, State Aid
Reports, and BOCES XML Import. To support the form selection process a Form Treeis
provided that divides the formsinto form sets. Each form set is a sub-folder on the Form tree and
all forms associated with aform set are associated with the folder. The State Aid forms
submenu option has two submenus, BOCES Official Data and BOCES Revision Data.

The BOCES Official Data and BOCES Revision Data options represent data areas in BOCES
SAMS. The BOCES Official Data area aways holds the official BOCES financial data as it
existsin the system. The BOCES Revision Data area holds updates or edits to the official
BOCES financia data areawhen a BOCES needs to revise their official submittal.

15



The State Aid Reports submenu option provides access to various reports associated with the
BOCES Financial datain the application.

The BOCES XML Import submenu option alows the BOCES to electronically load datainto
BOCES SAMS from afileimport process.

Activity Log

This menu bar option provides access to the BOCES SAMS Activity Log. The Activity Log
captures all status changes of all form sets for a given BOCES. Users can review the Activity
Log to see when key milestone events occurred related to a given form set. For example, the
Activity Log can be used to see when a given form set was "Certified". The Activity Log aso
tracks notification events, which are typically emails sent by BOCES SAMS when a certain
event trigger occurs.

Reports
This menu bar option provides access to various reports associated with BOCES Financial data
in the application. The BOCES Output Reports are available under this menu bar option.

Home
This menu bar item brings you back to the BOCES SAMS home page.

| ssue Reporting

This menu bar item launches the users default email application and pre-populates an email to
the OMSSAM S mailbox with a standard template for reporting issues. Please use this menu bar
choice to report any BOCES SAMS questions or problems.

Help
The BOCES SAMS Online Help modul e for the application provides information on all features.

Logout

This option is used to exit the BOCES SAMS application. Once selected, you will be directed to
the Single Sign-Off page. See the Logging out section for important details on logging off
correctly.

16



Summary

The BOCES SAMS header and menu bar is available from all pages within the application. The
content of the menu bar is determined by a user’s security accessrole. All users will not see the
same options on the menu bar. If there are functions available and you do not have accessto

them but believe you should have access, please send an email to OM SSAM S@mail.nysed.gov.

17



Unit 2;
Importing Datain BOCES SAMS

Unit Overview

BOCES Financial Data must be imported into BOCES SAMS using a pre-defined XML file
format. The XML fileis the only mechanism that a BOCES can use to submit BOCES Financial
Datainto BOCES SAMS.

In this unit you will learn how to import an XML fileinto BOCES SAMS, how to import your

fileto the correct data area and how to determine if your file was imported successfully. This
unit will also explain how revisionsto the XML file will be handled.

18



Importing an XML File.

To import an XML fileinto BOCES SAMS, perform the following steps:
1. Fromthe BOCES SAMS main menu, run your mouse over the BOCES Financial option.

2. Click onthe BOCES XML Import sub-menu option.

cosy vere SAMS

S NEW YORK STATE EDUCATION DEPARTMENT
Claim Year [EILERIRIIE STATE AID MANAGEMENT SYSTEM

05M7i2010 02:59 PM Home | lssue Reporting | Help | Logout

Welcome BOCES_149100 (BOCES Entity User)

Entity Info | CoSer System | Activity Log |
State Aid Forms =

BOCES XML Import
BOCES/CoSer Homepage

'e are working to finish the clean-up of claim year 2008-10. When we have completed that
process, hopefully in mid-November, we wil begin working on claim year 2010-11.

Pleaze do not certify the claim year 2010-11 form =&t at this time.

lAl=o, if your BOCES wishes to submit a new CO-5ER, it should be sent, via mail, to our
office first, before it iz entered in SAMS. We are running this dual system for the time being
Is0 as to ensure that we have the system and process working correctly.

Thank you.

SAMS - Latest News and Updates

Ver1.2.72

State Aid Homepage | Contact Us

3. Select the Data Areainto which your file should be imported. Note: Y ou will only choose the Official
data area for imports you perform before the Distict Superintendent (DS) has certified your form set.

19



Electronic XML Data File Import

Follow these steps to import a form data file:
1. Select a Data Area to import your file to.

2. Click the Browse button to browse your computer and select a file,
or type the path to the file in the box below (e.g. Clexample.xml).

3. Click the Import butten.

The results of the import process will be displayed below.

[Offical B8 Data Ares.

State Aid Homepage | Contact Us Ver1.272

4. Click on the Browse button. A new window will open that alows you to select the XML filefrom a
location on your computer. Select the file name and click Open.

5. Click on the Import Button on the Bottom of the screen. Importing XML data filesinto the BOCES
SAMS systemis a very processor and database intensive operation. It may take aslong as5to 10
minutes after you click on the Import Button before you see the results of the import on the screen.
Please be patient during this process. SED isworking to improve the speed of the import process but
such refinements may not be immediately available.

6. Confirm that the import was successful by reviewing the Import Results on the bottom of the screen.

7. Resolve any import validation errors displayed at the bottom of the screen and return to Step 1 above
to begin the import process again.

20



About Data Areas.

Data Areas are used to logically separate data that is stored in the centralized BOCES SAMS
database. There aretwo data areasin BOCES SAMS, the Official Data Area and the Revision
Data Area.

The Official Data Area contains al of the BOCES data that was imported into the Official Data
Areaof BOCES SAMS and all changes to the data that have been accepted by NYSED. The
datain the Official Data Areais used for aid calculations and official reports. A BOCES’ XML
file should be imported into the Official Data Area any time before the BOCES District
Superintendent certifies the data.

The Revision Data Area contains al of the BOCES data that has been imported into the Revision
data area. The revision data areais used to submit changes to the data set after it has been
certified by the BOCES District Superintendent, and to review those changes prior to submitting
them to SED. Once changes to the data are accepted by NY SED, the revised datais incorporated
into Official Data Area. A BOCES’ XML file should be imported into the Revision Data Area
after the data has been certified by the BOCES District Superintendent.

21



Reviewing Import Results

The datathat isincluded in the XML filewill be validated when it is imported into BOCES
SAMS. Theresults of the import will display on the bottom of the Electronic XML DataFile
Import Screen.

Each section of the XML import fileis processed separately.

If the datain any section of the XML the XML file passes al of the validations, the BOCES will
be presented with a message that the import was successful. The datathat was included in the
XML filewill display in the BOCES Financia formsin the Data Areathat was selected for the
import. We will discuss how to review imported data on the BOCES Financia formsin the next
unit.

If adatarecord inthe XML file fails any of the validations, information about what caused the
datato fail to import will display on the bottom of the screen. Only records that pass al
validation rulesin that section will be successfully imported. BOCES must resubmit their entire
XML file once the necessary changes have been made.

Validation errors are not the same as edit exceptions. Validation errors identify problems with
the format of data (e.g., adataitem submitted as two decimalsthat is defined in SAMS as having
no decimals) and with the various codes used to identify data (e.g., data records submitted with
an activity code that does not exist on the criteria guidelines)

Since each record in theimport fileis validated, it is possible that the use of one invalid account
or activity code will result in many validation error messages. Likewise, correcting asingle
invalid code will often resolve many issues that appeared on the original Import Screen.

On the next page is an example of how the import results will display on the screen.

22



Example of Import Results

SAM S hasreturned the following warnings.
All Recordsloaded except those listed below.

GLOBAL
BEDSCODE: XXXXXX YEAR: 2009-2010

If your report receivesa CRITICAL error, no data was loaded for that portion of the XML
fileand please report thisto the developer ASAP.

If your report has ERRORS, the elementswith the errorswere not loaded because of a
problem with your XML file, please fix the problem and then resubmit thefile.

BOC_SCHED4

ELEMENT: BOC_SCHED4 DATA, FIELD: account_code, MESSAGE: Account Code 1000 not valid
ELEMENT: BOC_SCHED4 DATA, FIELD: account_code, MESSAGE: Account Code 1000 not valid
BOC SCHED4 DATA

F-PSN-ACCT-0OBJ Actua Projected Error

A-105-3960-150 125192 198551 PSN 105+Activity 3004 not on LAS

A-105-3960-160 0 55866 Activity 4201 not on Cross Contract
BOCES (509000) LAS.

A-385-4660-490 2866 0 Activity 6817 not on Cross Contract
BOCES (489000)

A-525-6211-490 0 3293 Duplicate Object Codes for the same

Fund Code-PSN-Account are not allowed.

BOC_SCHED4 REV

F-PSN-REV Actua Projected Error

A-001-2252 0 0 Schedule 4 revenue codes 2252, 2253, and
2254 cannot be used for PSN 001
[ Activity: 1000 Revenue: 2252]

BOC_SCHED5
** Schedule 5 Data Successfully Imported* *

23



Y ou may need to take different actions to address different validation errors. Below isalist of
some common potential validation errors, and the possible actions that could address each

problem:

PSN /Activity code combination
not found on LAS

Change the code to one that appears on the LAS, or revise
the LAS

Purchaser PSN for cross
contracted service not found on
bottom portion of purchaser cross
contract form

Change the code, add the purchaser PSN if the service
appears on the bottom portion of the cross contract form or
if it does not appear, request that the provider BOCES enter
the service on the top portion of its cross contract form

Account code not found on
system table of GAAP codes

Change the code if incorrect or contact SED

Missing activity code, or another
required code

Add the required code; every record must be identified with
certain codes to be allowed into the SAMS database.

State aid claim.

Important information: Contact SED if you are unable to resolve all validation errors.
Remaining validation errors means that the associated data has not been included in your
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|mporting an Updated XML File

BOCES may import updated versions of the XML fileinto BOCES SAMS at any time. BOCES
must resubmit their entire XML file whenever they make a change to any item within the XML
file. Datainthe updated version of the XML file will override all of the dataimported from the

previous version of the XML file.

Important information: If aBOCES wants to delete arecord that was aready imported
into BOCES SAMS, the BOCES must enter a zero for the record in an updated version of
the XML file and import the file into BOCES SAMS.
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Converting XML to XL S Spreadshesets

SED has developed a Microsoft Excel “template” that allows users to convert the contents of
BOCES XML datafilesinto spreadsheet format. Thistechnique is useful for verifying the data
to beimported into SAMS.  The resulting spreadsheet contains the data as it was generated
from your own accounting system— not necessarily what was successfully imported into SAMS.

Y ou can download SED’s template from the State Aid Website at: https://stateaid.nysed.gov/
and select “SAMS”, “Training Material,”, and click on “Template for converting XML filesto
EXCEL”

Once the spreadsheet is open just save it to your PC and name it BO xxxxxx mmddyy V6.XLS
(or whatever you prefer).

To create an Excel version of your XML data file follow the steps below:

1.

2.

8.

Create anew XML file from your financial data system

Save the XML file to your PC

Open your most recent BO xxxxxx mmddyy V6.XLS spreadsheet

Choose Data, XML, Import from the top menu

Select the file saved in step 2 above and click Import

Choose File, Save As, and save your spreadsheet with a meaningful name *

After you have completed importing the datainto SAM S we suggest that you copy and
paste the Import Validation Error Report (which SAMS emails to the user) into the

second tab of this template.

Save your file again.

* SED would prefer that you use a naming convention that contains at least your BOCES six
digit BEDS Code and our XML schema definition version number V6. The date that your
data was imported to SAMSis also helpful. For example BO 123456 100211 V6.xIs

Please note: the speadsheet template and our instructions wer e developed using Micr osoft
Excel Verion 2003. They may require adjustments (and possibly the installation of “add-
ons” to Excel) to work correctly using newer versions of Excel.
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Unit 3:
Reviewing Imported Data on the BOCES
Financial Forms

Unit Overview

To ensure the accuracy of the State Aid claim, it iscritical for BOCES to carefully review the
data that has been imported into SAMS.

BOCES’ can review the data they import into BOCES SAMS using the BOCES Financial
Forms. SAMS isdesigned to hold multiple clam years of State Aid and, therefore, supports a
library of forms for each claim year. BOCES SAMS alows you to specify a claim year of
interest and then it retrieves all the forms associated with that claim year and any datarelated to
your BOCES.

In this unit, you will learn how to select aform, review the data on aform, and print aform.

27



Opening and Reviewing a BOCES Financial Form

To open a BOCES Financia Form follow these steps:

1. Look at the BOCES SAMS header. The BOCES Name should be set to your BOCES, as should the
BEDS Code. Both of these settings are read-only for BOCES users. The Claim Y ear, by defaullt,
should be set to the current claim year when you first logon. This setting can be changed by you to the
desired claim year. Thisisthe only setting BOCES users can change in the header. Select aclaim
year from the drop-down options and click on the Set Values button. A message will appear
confirming your selection.

2. Fromthe BOCES SAMS main menu, run your mouse over the BOCES Financial option, and the
State Aid Forms menu options. Click on either the BOCES Official Data sub-menu option or the
BOCES Revision Data submenu option depending on what data you want to review.

SAMS

e NEW YORK STATE EDUCATION DEPARTMENT

Ca— STATE AID MANAGEMENT SYSTEM

e

Welcome BOCES_129000 (BOCES Entity User) 04i27/2010 01:37 PM Home | Issue Reporting | Help | Logout

Entity Info | CoSer System | Activity Log |
State Aid Forms = BOCES Official Data
BOCES XML Import BOCES Rz{}”};ion Data
BOCES/CoSer Homepage

[We are working to finish the clean-up of claim year 2009-10. When we have completed that
process, hopefully in mid-November, we will begin working on claim year 2010-11.

Pleaze do not certify the claim year 2010-11 form =&t at this time.

|41z, if your BOCES wighes to submit a new CO-5ER, it should be =ent, via mail, to our
office first, before it i= entered in SAMS. We are running this dual system for the time being
=0 as to ensure that we have the system and process working correctly.

Thank you.

SAMS - Latest News and Updates

State Aid Homepage | Contact Us Ver 1.2.69

3. BOCES SAMS returnsthe Form Treefor the Data Areathat was selected. Open amenu folder by
clicking on the plus sign (+) next to the folder or on the name of the folder. The form selection tree
expands the folder to reveal its subcomponents. The subcomponents of a menu folder include a
listing of the forms and schedules contained within it. An expanded folder can be collapsed by
clicking on the minus sign (-) next to it or on the name of the folder.
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e o TR SAMS

RPN NEW YORK STATE EDUCATION DEPARTMENT

PR 20032010 v STATE AID MANAGEMENT SYSTEM

Welcome BOCES_ 129000 (BOCES Entity User) 04/27/2010 01:40 PM Home | lssue Reporting | Help | Logout

EntityInfo | CoSer System | BOCES Financial | Activity Log |

Expand All | Collapse All
='Boces Forms
5"State Aid BOCES Claim Form Set

@?eneral Fund Menu

i Schedule 4 - Detailed Statement of General Fund Expenditures (PSMNs 001 - 699 (COSERS)) Saved

: “"Schedule & - Operation and Maintenance of Plant Expenditures (PSNs 700 - 799)
- Fl'gpecial Aid Fund
- ®'Capital Fund

"Exces Salaries

“Unapproved Services

E"Oomponenmllocations

“Miscellaneous Deductions

" Capital and Rent Expenditures

'State Aid Edit Report

State Aid Cerification Form

®Cost Basis Form Set

State Aid Homepage | Contact Us Ver 1.2.69
|

4. The status of each of the forms and schedules within the opened folder is displayed next to their
name on the form selection tree (e.g. ‘Saved’).

5. Click on the name of the form you want to open. A page will open that will allow you to select the
PSN/CoSer or SED Project Number that you want to review.

6. A pagewill open that will allow you to select the PSN/CoSer or SED Project Number that you want
to review. The PSN that is selected from the PSN drop down is associated with a CO-SER (PSN-
Activity Code Combination) on the List of Active Services (LAS) for the claim year that is selected in
the BOCES SAMS header. Only CO-SERs that are Active on the associated LAS are displayed on
thelist for selection. If a CO-SER is expected to display on the drop down, but is not displayed,
please check your LAS for the associated year to confirm that the CO-SER is an Active CO-SER. The
Purchaser PSN drop down list isalist of Cross Contracted Services that you are receiving. The
Purchaser PSN is displayed based on the Purchaser PSN field on the bottom section (Purchased Cross
Contracts) of the Cross Contract form in the CO-SER System. If a Purchaser PSN is not displayed on
the drop down list, confirm that the Cross Contract has a Purchaser PSN listed in the associated field
on the Cross Contract form. The SED Project Number dropdown currently only displays the SED
Project Numbersthat areimported viayour XML File.
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7. Begintyping the first number of the PSN/CoSer or SED Project Number in the Type PSN, Type
Purchaser PSN, or Type SED Project Number box. Select the PSN you want from the dropdown list.
Click the Submit button.

To work with one of your own CoSers, enter your provider PSM in the "Type PSN™ box
below and then click the associated Submit button. A list of valid choices will appear
as you beqgin typing in the box.

Type PSN Activity Code | Activity Title

| Submit

To work with a CoSer you are purchasing from another BOCES, enter your
purchaser PSN in the "Type Purchaser FSN™ box below and then click the
associated Submit button. Alist of valid choices will appear as you begin typing in
the box.

Type
FPurchaser Activity Code | Activity Title | Provider BEDSCode | ProviderPSN

PSN
| Submit

8, Once a PSN/CoSer or SED Project Number is selected, the form will open for the entity and claim
year that has been set in the top | eft-hand corner of the application. To review the forms associated with a
different claim year, select ayear from the Claim Year box located in the top-left corner of the
application and click the Set Values button.

9, To change the PSN/CoSer that you are reviewing, click on the Change PSN, Change CoSer, or
Change Project link on the top of the form. A new window will open that will allow you to select a
different PSN/CoSer or SED Project Number to review. Begin typing the first number of the PSN/CoSer
or SED Project Number in the Type PSN, Type Purchaser PSN, or SED Project Number box. Click
on the Submit button and the form will reload.

10. To view adifferent form for the same PSN you are reviewing repeat steps 1 through 5 above. The
form that you click on will open with data for the PSN that you are reviewing.

I mportant Information: Always make sure you have set the appropriate claim year before
accessing form data.
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Printing a Form

Printing a Form with Data
The following steps explain how to print aform with data:

1. Open the form you want to print.

2. Sdlect thePrint Form link located in the top right corner of the form. A new window will open
displaying a ‘printer friendly’ version of the form. . If anew window does not open when you click
on Print Form, your internet browser probably has the “Pop Up Blocker” on. To fix this, go tothe
tools menu for your browser, click on Pop Up Blocker, click on settings, and set your browser to

allow Pop Upsfrom BOCES SAMS.

You Have Selected the 'Official’' Data Area.

Entity Name: CAPTAL REGION BOCES | Entity Code 019000 |

Schedule 4

Contact Person| ARPY ERNEST | Telephone] (518) 882-4925 et|

Print Farm

NOTE: ThePrint Text Only link may also be availablein the top right corner of the form. This
print option is similar to the Print Form option, except the input boxes that surround each data field

are removed from the printed form.

3. From the File menu of the new window, click Print. A new print options window will open

¢~ New York State Education Department State Aid Management System (BOCES/CoSer) - Windows Internet

e = =
f.\ @ - ' £ | https://eservicest.nysed.gov/samsuat/bocesFormManager.do?method=printForm&formPath=/pages/boces/form

=8 Edit View Favorites Tools Help E snagt B =1
Mew Tab Ctri+T :| *q search -+ g - o~ Share~ &b - Sidewiki -t Bookmarkd
New Window Cirl+N P F—
Open... Ctrl+0 wrtment St... | |

Edit with Microsoft Office Word

Save As...
Close Tab Ctri+=w

Page Setup...

Print !gvm

Send 4

Import and Export...
Cross Contract Information: Provider

Properties BOCES BEDS:
Work Offiine BOCES Name:
Exit mnal Education PSN:
VU ' | ;- Activity Code:
Education
Aidability Code: Approved With Aid Aidability Code:
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4. Set the printing options you want and click the Print button.

General |Optign5_

Select Printer

Add Printer
RoboPDF  Laserlet 4500

BE & & & &

1-5tep HPF Color HP4100_551 [gEebeaals

Location:

Commeant:

Fage Range
@ Al Mumber of copies:

Enter either a single page number or a single
page range. Forexample, 5-12

Status: Feady Cl Frint to file

|4

O Fages: 51 @ ﬂl

| Print %J[ Cancel |

window or by pressing ‘CTRL+W’.

Important Information: BOCES SAMS will open anew browser window under afew
circumstances; e.g., print forms and display comments. To close these additional browser
windows, you must click on the ‘X’ box in the upper right hand corner of the browser

32



Printing a Selected Part of a Form
The following steps explain how to print a selected part of aform:
1. Open the form you want to print.

2. Select either the Print Form link located in the top right corner of the form, depending on whether or
not you want to print the form with data. A new window will open displaying a ‘printer friendly’
version of the form. If a new window does not open when you click on Print Form, your internet
browser probably has the “Pop Up Blocker” on. To fix this, go to the tools menu for your browser,
click on Pop Up Blocker, click on settings, and set your browser to alow Pop Ups from BOCES
SAMS.

3. Hold the left mouse button down and drag the cursor over the portion of the form that you want to
select for printing.

Z:M Edit View Favorites Tools Help Snagit B &
New Tab CQUbT  pis with v | *f Search - g~ o~ | [ Share~ B~ [ Sidewiki - ¢ BooK
New Window Ctri+N ;_—7: — _
Open... Ctrl+0  irtment St... [ | if !»:] 2

Edit with Microsoft Office Word I

Save As...

Close Tab Cirl+w
Page Setup... [
Print !gvew pther than
Send LA

Import and Export...

Properties
Waork Offine

Expense for tkhis CoSer that has not been supported
by Revenues from components (Fund Code A,
Account Codes 2250 & 2252), noncomponents
(Fund Code A, Account Codes 2251 & 2253), other
BOCES (Fund Code A, Account Code 2254), State
Aid for ETV, Other State Aid (Fund Code A, Account
Code 3289) or other Federal Aid (Fund Code A
Account Code 4289)
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4. From the File menu of the new window, click Print. A new print options window will open.

General |Optign3

Select Printer

FoboPDF  Laserlet 4500

B o B, ne
Add Printer 1-Step HP Calor HP4100_581 HP4250_583

Status: Fieady [JPrintto file
Location:

Comment:

Fage Range
DAl MNumber of copies:

@ Selection Current Page

page range. Forexample, 5-12

Find Printer. .

1 & |

O Pages: I1
Enter either a single page number or a single ﬂl ﬂ

[ Frint l [ Cancel

I [ Apphy

l

5. Inthe Page Range section of the General tab, choose the Selection option. If thisoption is not
available or selectable, then you have not selected a portion of the form to print (see step 3).

6. Set the other printing options you want and click the Print button.

window (or press ‘CTRL+W”).

Important Information: BOCES SAMS will open anew browser window under afew
circumstances; e.g., print forms and display comments. To close these additional browser
windows, you must click on the X’ box in the upper right hand corner of the browser




Unit 4.
Getting and Using Help

Unit Overview

Help is an important feature of any application. The help filesfor BOCES SAMS can be
accessed from anywhere within the application. BOCES SAMS help is context sensitive and can
provide users with a built-in table of contents, index, search facility, and glossary.
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Accessing Help

Click the Help link located near the top-right corner of the application to access help. A separate
window containing all of the help content for BOCES SAMS will appear. Pressing the F2
function key is a keyboard shortcut that will also launch the BOCES SAMS help window. The
F1 function key is reserved for the help content of the browser being used to display the BOCES
SAMS application.

SAMS

EiEEE NEW YORK STATE EDUCATION DEPARTMENT

SR 20052010 v | STATE AID MANAGEMENT SYSTEM S i LI

— —~

Welcome BOCES_149100 (BOCES Entity User) 05/03/2010 11:13 AM Home | Issue Reporting | Help| Logout

Entity Info | CoSer System | BOCESFinancial | Activity Log |

To scroll through atable of contents for help, click the Contents tab. When you want to find
specific keywords, click the Index tab and type your word(s) in the designated box. A Search
tab is available to search for topics that contain references to the word(s) you enter in the search
box. Definitionsfor common terms can be viewed in the Glossary tab.
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Printing aHelp Topic

To print ahelp topic:
1. Fromthe File menu of the help window, click Print. A new print options window will open.

2. Set the printing options you want and click the Print button.

Important Information: If everything displayed in the help window prints, including the
frame on the | eft that contains the Contents tab, then change your printing options. Under
the Options tab in the print options window, select the option to print ‘Only the selected
frame’ and left-click the mouse on the topic you want to print before printing it
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About Context-Sensitive Help

Context-sensitive help provides information relevant to the task the user is currently trying to
accomplish, such as entering data on aform. Where enabled, the following types of context-
sensitive help are availablein BOCES SAMS:

= Form-level Help: When the cursor isnot in aparticular field on aform and helpis
accessed, the help topic specific to that form is displayed.

» Field-level Help: When the cursor isin aparticular field on aform and help is accessed,
the help topic specific to that field is displayed.
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Unit 5;
Forms, Form Sets, and Data Sates

Unit Overview

In Unit 3- Reviewing Imported Data on the BOCES Financial Forms, an overview of how to
open and review imported data on the BOCES Financial forms was provided. In this unit,
additional information will be presented about the BOCES Financia forms. Information on data
states and the data state indicator will be presented so that you gain an understanding of how
your forms move through the BOCES SAM S workflow process. Finally, information on how to
certify your BOCES Financial datawill be outlined.
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Understanding the Status of Forms

The BOCES Financia forms are logically grouped into two components known as ‘form sets’.
All of the State Aid Claim forms and schedules, the State Aid edit report and the State Aid
Certification Form are part of one form set. The Statewide Uniform and Local Cost Basis forms,
edit report and Certification Form are part of the second form set. Form sets achieve various
data states as they are processed through BOCES SAMS. These data states are used to control
system functions and workflow-type activities. They provide you with information about where
your State Aid clam isin the approva process and whether and what further action on your part
IS needed.

Data states apply to forms and form sets. In addition, there are dependencies between data states
that dictate which data state(s) can or must precede another data state before it can be achieved.

The data state of each form and form set is displayed next to its name on the Form Selection
Tree. If the data state is Null, however, nothing will be displayed next to the name of the form or
form set. In addition, starting with the “Certified” data state, when the data state of aform set
changes, the form set will appear in the activity log with the data state indicator next to it.

A summary of the data statesis provided in the table below. The data states in the table are
listed in the approximate order in which they are achieved as the forms are processed through
BOCES SAMS.

Status Description

Null Represents the data state of aform before a
user has imported any datato it.

Saved Represents the data state of aform when a
BOCES has successfully imported datato it.

Valid prior data state- Null, Saved

Ready Represents the data state of the Edit
Exception Report when a user has finished
adding and saving commentsto it. The user
must press the “Save & Ready” button to
change the data state of the form to Readly.

Valid prior data state- Null, Ready
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Status Description

Certified

Represents the data state when the form set of
aBOCES has been certified by the District
Superintendent. Certification
simultaneously acts asthe official
submission of theform set datato NY SED.
Form sets are certified separately through the
use of acertification form that is specific to
each form set. The Edit Exception Report(s)
associated with aform set must be in the
Ready state before the form set can be
certified. After certification, BOCES will
have read-only access to their formsin the
Official Data Area, but new files may be
uploaded to the Revision Data Area aslong as
the submission is not in one of the ‘in
progress’ data states.

Valid prior data state- Ready

Edit in Progress

Represents the data state when NY SED
begins the edit of a BOCES form set.

BOCES will not be able to import revised
filesinto SAMS while the associated form set
Isin this data state.

Valid prior data states- Certified, Edit
Rejection, Corrections Submitted

Edit Rejection

Represents the data state when NY SED
rejects an Edit Exception report of a BOCES
form set during their edit process. may now
import revised files.

Valid prior data state- Edit in Progress

Corrections Submitted

Represents the data state when a BOCES re-
submits aform set with corrected items
during the edit process. This data state reflects
the submission of revised data before aform
set has been “cleaned” for the first time by
SED.

Valid prior data state- Edit Rejection
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Status Description

Corrections|In Progress

Represents the state of the data when NY SED
has begun reviewing a BOCES corrections.
BOCES will not be able to import revised
filesinto SAM S while the associated form set
Isin this data state.

Valid prior data state- Corrections
Submitted

Corrections Accepted

Represents the data state when NY SED
accepts the submitted corrections into the
Official dataarea..

Valid prior data state- Correctionsin
Progress

Corrections Re ected

Represents the data state when NY SED
rejects the corrections submitted by a
BOCES. BOCES must submit corrected data
for the form set to be ‘cleaned.’

Valid prior data state- Correctionsin
Progress

Clean

Represents the data state when all edit
exceptions have been adequately explained
and the edit processis complete. If there are
no edit exceptions when aform set is
certified/submitted, then the system will
automatically change the data state to Clean
and the edit process will be avoided. Sate
Aid claim data will not be accepted into the
Nov.15™ frozen data file unless the Sate Aid
Claim Form Set has reached the “Clean” or
“Clean with Issues” data state.

Valid prior data state- Certified, Edit in
Progress, Corrections Accepted, Clean
with Issues, Revision Accepted

Clean With Issues

Represents the status when there are still
outstanding edit exceptions after the edit
process, but NY SED wants to include this
data with the Clean form sets for processing.

Valid prior status- Edit in Progress,
Corrections Accepted, Revision Accepted
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Status Description

Revision Submitted

Represents the data state when a BOCES has
submitted revised datato NYSED. Revisions
refer to change requests made after SED has
cleaned aform set for the first time.

Revisions will be reviewed for approval by
NY SED before being accepted as official

data. Revisions not accepted by NY SED do
not become part of the official data.

Valid prior data state- Clean, Clean with
| ssues

Revision in Progress

Represents the data state after a BOCES has
submitted their revised data and NY SED has
begun reviewing it. BOCES will not be able
to import revised filesinto SAMS while the
associated form set isin this data state.

Valid prior data state- Revision Submitted

Revision Rgjected

Represents the data state after a BOCES has
submitted their revised data and NY SED has
rejected it.

Valid prior data state- Revision in Progress

Revision Accepted

Represents the data state after a BOCES has
submitted their revised data and NY SED has
accepted it.

Valid prior data state- Revision in Progress

Revision Queued

Represents the data state after a BOCES has
submitted their revised data and NY SED has
queued it asaPrior Year Revision. This
applies only to revisions submitted between
July 1 and June 30" of the year following the
clam year.

Valid prior data state- Revision Submitted

Revision Queue Accepted

Represents the data state after NY SED has
accepted data that was previously queued as a
Prior Year Revision.

Valid prior data state- Revision Queued
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Important Information: The State Aid Claim form set must achieve a status of “Clean” or
“Clean with Issues” for the data to be included in the November 15" frozen datafile.




Certifying Form Data

Each form set has its own Certification Form that alows a BOCES to officially certify and
submit their data for the forms and schedules associated with a form set. The BOCES District
Superintendent is the only user that will be assigned to a SAMS role that includes access to the
Certify and Submit button in SAMS. If you do not have this privilege, you will not see this
button.

All formsin aform set must be substantially complete, and all edit exceptions addressed before a
form set is certified. Before aform set can be certified, its associated Edit Exception Report must
be in the Ready Data State.

1. Go to the Form Tree under the Official Data Area and open the certification form for the form set
that you want to certify from within the Official Data Area.

Expand All | Collapse All
E'Boces Forms
= state Aid BOCES Claim Form Set

=General Fund Menu

Especial Aid Fund

Schedule & - State and Federal Project Expenditures and Revenues (FSNs 801 - 899)
"Qapital Fund

El

IE'"E_}(ces Salaries

I:_]"Unappro\.'el:l Services

El

“Refund of Prior Years' Expense

“Other Miscellaneous Allocated Deductions

“Selected Administrative Deductions

“"Miscellaneous Deductions

Capital and Rent Expenditures

‘State Aid Edit Report Saved
‘State Aid Certification Form

=Cost Basis Form Set

Statewide and Local Uniform Cost Basis

Cost Basis Edit Report
""Cost Basis Cerification Form

State Aid Homepage | Contact Us Ver 1.2.70
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2. Click on the Certify & Submit button. The data state of the associated form set will be changed to
"Certified". The forms within the certified form set will now be read-only to the school entity in the
Official Data Area. Any modifications to their certified data must occur in the Revision Data Area
(see the Revising Data help topic for more information).

Certify & Submit

State Aid Homepage | Contact Us Ver1.270

3. Go to the activity log and verify certification / “receipt” of the form set by SED. Your form set has
been successfully certified if the word “Certified” displays next to the form set name and the form set
edit report. This is he only verification of claim submission you will receive. (Please note that the
certification form on the form tree will not have the word “certified” displayed next to it; use the
activity log only for verification purposes.)

Important Information: A form set cannot be certified until its associated Edit Exception
Report is in the Ready data state. This is done by clicking on the Save and Ready button at the
bottom of the edit report. To save your edit report comments without readying the form set for
certification, click on the Save Comments button at the bottom of the edit report.
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Unit 6:;
The Edit Process

Unit Overview

The edit process identifies potential problems with the data that isimported into BOCES SAMS.
Each form set has its own Edit Exception Report. When a BOCES runs an Edit Exception
Report, information about any potentia problems with the data in the form set will be displayed.
A form set’s Edit Exception Report must be in the “Ready” data state before the BOCES District
Superintendent can certify the form set.

In this unit, you will learn about the different types of edits that will appear on the Edit
Exception Report and how to run an Edit Exception Report.
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About Edits

Edits are used to identify certain data items imported into BOCES SAMS that do not fall within
certain expected parameters. Edit Exception Reports alert a BOCES when there are potential
problems with the datain aform set. BOCES must take one of two actions when an edit
exception occurs. You can either correct the data so that the edit exception no longer occurs
when the edit report is re-run, or you may provide a substantive explanation in the comment area
which will be reviewed by SED staff.

There are several types of editsin BOCES SAMS that appear on the Edit Exception Reports,
trend edits, proportion edits, and total check edits. Trend edits are used to identify whether an
amount in BOCES SAMS has increased or decreased more than a certain percentage or dollar
amount between the prior and actual year and/or the actual and projection year. Proportion edits
are used to identify whether the proportional relationship between two items changed
significantly over time; e.g, the proportion excess salaries constitutes of total salaries. Tota
Check Edits are used to identify discrepancies between BOCES wide totals and component
allocations of the same item.

Some edits are at the PSN level and some are at the major coser arealevel. In most cases, if an

edit at the major coser arealevel displays on the edit report, you will have access to the PSN
level details by clicking on the “View Details” link. Running the Edit Exception Reports
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Running the Edit Exception Reports

Each form set has an Edit Exception Report associated with it. Edit Exception Reports can be
accessed from the Form Tree just like the forms. Y ou can run an Edit Exception Report at any
point. In order to certify your form sets, you must first run the Edit Exception Report associated
with the form set and ‘Ready’ the report by pressing the ‘Save & Ready’ button at the bottom of
each report.

1. Select the Edit Exception Report you want to run from the Form Tree.

2. After the Edit Exception Report page loads, click on the Run Report button to run a new report. You
must have the default setting, ‘Run New’, set in the drop down list box. (To see previously executed
reports, select one from the drop-down list, and click on Run Report.)

You Have Selected the 'Official' Data Area.
Print Form | Print All Edits

District Name; CAPITAL REGION BOCES District Code: 019000
Contact F\ersnn:: MARK JONES | Telephene:| (318) 852-4520

State Aid Edit Exception Report

Run ow v
|Run New

[04/29/2010 09:26:07 AM
04/15/2010 09:50:16 AM k |

[ 04/15/2010 09-10-16 AM State Aid Homepage | Contact Us Wer 1.2.70
104/14/2010 09:10:16 AM I
04/13/2010 09:13:15 AM
04/12/2010 01:31:58 PM
04/09/2010 08:43:09 AM
04/08/2010 03:35:19 PM
04/08/2010 03:21:31 PM
04/08/2010 02:49:24 PM
104/06/2010 015703 PM

3. Theresults of the Edit Exception Report are displayed. All exceptionsthat are found are listed. The
Edit Exception Report should be used to complete the data submission process. It identifies problem
areas in your data before you certify and submit to State Aid.

Important Information: Each form set must be certified by the BOCES District
Superintendent before they are submitted to State Aid. Before you have accessto the
certification process for a particular form set, you must ‘Ready’ the Edit Exception Report
associated with that form set.

4. To seedatafor the specific PSNsinvolved in an edit, click on “View Details.” This information will
help you locate the source of the outlier data causing the edit exception.
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5. You can associate a comment with each exception occurring in the Edit Exception Report. To provide
acomment, simply insert text in the comment text field provided with each exception generated. Each
Edit Exception Report aso has a general comment area at the bottom of the report, where you can
associate a comment(s) with the entire report. To save comments without setting the Edit Exception
Report to Ready, click on the Save Comments button. When you click on the Save and Ready
button, any comments entered are automatically saved. Comments entered for a particular edit will
be displayed on subsequent runs of the Edit Exception Report.

This area s for general comments related to this edit report.

Save Comments ] [ Save & Ready

Note: all buttons will save comments.
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Unit 7;
The Revision Process

Unit Overview

BOCES can submit corrections and revisions to their BOCES Financial data sets after they have
been certified and submitted to NY SED. Revisions can be submitted by importing a new version
of the BOCES’ XML fileinto the Revision Data Areain BOCES SAMS. These revisions are
reviewed by NY SED before they are accepted into the official dataarea. This unit provides an
overview of how this process works.

Aswith an original data submission, users of the BOCES SAMS system must create the revision
data XML file to be imported using their local financial system. Users must recompile ALL
AREAS of their financial data every timeanew fileis prepared. Thiswill ensure logica
consistency in the financia data set and make certain that all local changes to financial data are
submitted to SAMS.

Information on how to prepare this datafile is available from your vendor.
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Submitting Revisions to BOCES Financial Data

BOCES SAMS allows BOCES users to revise data that they have certified and officially
submitted to NYSED. All revisions must be imported into the Revision Data Areain BOCES
SAMS. Once accepted by NY SED, revision data is incorporated into the Official Data Area.

1. From the BOCES SAMS main menu, run your mouse over the BOCES Financial menu item and the
BOCES XML Import sub-menu option.

¥ New York State Education Department State Aid Management System (BOGES /CoSer -_
Ele Edt Wiew Hstory Bookmarks Tools Help

Mew York State Education Depart... | + |

Ol

e 5 W ESTCHES TER SAMS
HERS Code R el NEW YORK STATE EDUCATION DEPARTMENT
Ciairm vear IR STATE AID MANAGEMENT SYSTEM

Welcome dfedoreh swhoces (BOCES Entity User) 01132012 01:16 PM Home | Issue Reporting | Help | Logout |

Entity Info | CoSer Systemn | Activity Log |

wsed.gov | hthos ffeservicest.nysed. govisams-copy Aogin.do

Reports |

oSer Homepage

Welcome to the BOCES/CoSer State Aid Management System

BOCES SAMS Financial System Trainiog Manual for BOCES Users

SAMS - Latest News and Updates

State &id Homepage | Contact Us wer 1.3.51

e - e ESTCHES TER SAMS
20112012 = ||

BEDS Code | EEEEEH NEW YORK STATE EDUCATION DEPARTMENT

Claim Year _ SET VALUES STATE AID MANAGEMENT SYSTEM

Welcome dfedorch swhoces (BOCES Entity User) 01432012 01:19 PM Home | Issue Reporting | Help | Logout |

EntityInfo | CoSerSystem | BOCESFinancial | Activitylog | Reporis |

Electronic XML Data File Import

Follow these steps to import a form data file:
1. Select & Data Area to impart your file to.

2. Click the Browse button to brovese your computer and select & file,
of type the path to the file in the box below (2.9, Chaxample xml).

3. Erter & valid emal address in the email text box beloweWhen the import finishes an email will be sent to this address with the error report.

4. Click the Import button

The results of the import process will be displaved below.
Official = I Select Data Area

Revision Browse.. |

Email Address:l

Once the "import” button is pressed your file will be uploaded and the import process will begin. At this point you may begin to navigate to other areas
of SAMS or cloge your brovwser. The import process willtake some time to complete, and an email will be sent to the provided email address when it
finishes.

Imppart |
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10.

11.

Select Revision Data Areain the Data Area drop down box.

Click on the Browse button. A new window will open that allows you to select the XML filefrom a
location on your computer. Select the file name and click Open.

Enter your e-mail address (SAMS will e-mail the Import Report to this address).
Click on the Import Button on the Bottom of the Screen.

Review the Import Results e-mailed to you from OMSSAMS@MAIL.NY SED.GOV to confirm that
the import was successful.

From the BOCES SAM S main menu, run your mouse over the BOCES Financial menu item and the
State Aid Forms submenu option. Select the Revision Data Area menu option.

BOCES SAM S will open the form tree for the Revision Data Area. Formsin thisform tree can be
opened and reviewed following the same steps discussed earlier in Unit 3.

Run the Edit Exception Report. Address any edit exceptions generated by the data revisions you have
just imported, or re-import the data if the edit exceptions are the result of inaccurate data.

The Change Submission Summary displays how your datarevisions, if submitted, will affect selected
major areas of expense and aid. The form also gives you the ability to submit revisionsto NY SED as
asingle request. The Change Submission Summary report for the BOCES Financial Form Set
highlights changes to nine key dataitems. The report compares the current Official Data Area
version of theitem to the new Revision data areaitem for both the actual and projected years. Item #
on this summary refers to the item on the listed report. After the item number, an “a” or “p” indicates
whether the item refers to data for the actual or projected year. (At thistime, please disregard the
“school year” column on the right of the report, which is not functioning correctly and may conflict
with the year indicated by the “a” or “p” designation.)

If unexpected changes are displayed on the Change Submission Summary, the user should review the
data carefully before submitting the revisions.

To submit pending revisions to NY SED, press the Submit Changes button and verify successful

submission by checking the Activity Log. The log should show “Revisions Submitted” next to the
name of the form set which was revised.
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mailto:OMSSAMS@MAIL.NYSED.GOV" 

/2 New York State Education Department State Aid Management System (BOCES /CoSe ) ws I xplor ] il
@ i @ https //eservices.nysed.gov/sams/claimsManager do?me j: 9 | B X Iﬁ Google L2~
X  Go gle vl *q search - | More» Signin & -
| Favorites | = @J RealPlayer E‘E Search Atwork @ Search SED Internet Site EE SED Internet VWeb Site E‘E Staff Cirectory
= »
(2 New York State Education Department Sl | ):} A E:j e = (=) ¥ Page v Safety v Tools v [9}'
T I Orret | ;I
Entity Name:lGENESEE VALLEY BOCES Entity COde:lZdQUUU
Contact F'erson'_|K\MBERLY RIEDMILLER Telephone:|(585) 344-7500 Ext|
Change Submission Summary
BEDS Code: 249000
Institution: GENESEE VALLEY BOCES
Current Date: 01/04/2012 08:28 AM
Submission Date: 12/30/2011 10:55:29 AM
Item # Item Label e [Eeaip (b-a) Calc? School Year  PYA?
(a) Value(b)
TOTAL BOCES EST-BOC-CMP Total Aidable
100p Senvice Expense 22,088,949 22,898,007 799,058 vwyes 2011-2012
BOC-SVC Total Expenditures Allocated to
32a Components 36,679,627 37,638,604 958977 2011-2012
EST-BOC-SVC Total Expenditures Allocated to
32p Components 41194980 42481582 1286602 2012-2013
93p Eg{;ﬁ;fggfftfdﬁﬁoowp Totel e 27425113 28249926 824813 yes 2011-2012
Submit Changes I Clear Revisions
Note: If available, the 'Clear Revisions' button will erase all revision edit report runs for the form set, comments, as well as the
revision data.
| &
Done [T T T T T [@mntene a - [RizE v 4

11. Toclear pending revisions from the Revision Data Area, press the Clear Revisions button on the
form.

12. NYSED will review the requested revision for acceptance into the Official Data Area.
Revisions submitted by the BOCES do not become part of a BOCES’ official data until they are
accepted by NY SED.

Important Information: Y our revisions have not been submitted to SED until you press the
Submit Changes button on the bottom of the Change Submission Form.




Unit 6: The Entity Information Screen

Unit 8:
The Entity Information Screen

Unit Overview

In this unit, you will learn about the Entity Information Screen and how it can be used to obtain
pertinent demographic and contact information associated with your BOCES. Information will
also be presented on how to modify information associated with your BOCES contacts.

The BOCES SAMS Entity Information Screen islinked to another information system
maintained by NY SED called SEDREF. This system isacentral repository maintained by
NY SED that contains basic contact information about institutions that interact with NY SED.
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Unit 6: The Entity Information Screen

Reviewing Entity |nformation

To review Entity Information associated with your BOCES, take these steps:
1. Select and click Entity Info from the BOCES SAMS main menu.

2. BOCES SAMS loads the Entity Information screen and you can review all the current demographic
information associated with your BOCES. Information presented includes your BOCES’ basic
identifying attributes, such as BOCES Code, BOCES Code, current Superintendent, and other
attributes.

Entity Information

Print Form
Entity Code Entity Name Entity Type
BOCES Code BOCES Comp RIC Code Title
Salutation First Name il Last Name Generation

Superintendent's Email Address

Superintendent's Phone  Ext

Address Line 1

Address Line 2

City State Zip Code

| == I

Important Information: Most of the basic demographic information presented on the Entity
Information screen is read-only. However, you do have the ability to modify the following
State Aid-related contacts within BOCES SAMS. BOCES Superintendent, BOCES State Aid
Designee, Board of Education Contact, CoSer System State Aid Designee, and the SA-111
Contact. Information on how to do thisis presented below.
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Unit 6: The Entity Information Screen

Updating the Official SAMS Contacts

To update a contact associated with your BOCES, take these steps:
1. Select and click Entity Info from the BOCES SAM S main menu.

2. Click on the Edit Entry button associated with the contact that you want to update.

3. A new screen will be displayed that allows you edit and update the information about that contact.

Click on the Edit Entry button after you have made your updates. BOCES SAMS returns to the
Entity Information screen. The contact updates are now reflected on the screen.

Editing contact for position type BOCES Contact

Salutation First Name Ml Last Name Generation
| MR w1 FREGELETTE
Title

[DIRECTOR OF FINANCE SERVICES

Phone* Ext Fax* Email Address
|(716) 821-7100 [ JFREGELETTE@E18.0RG

*0Only numbers will be saved in the phone and fax fields.

State Aid Homepage | Contact Us Ver1.270
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Unit 9:
Activity Log

Unit Overview

In this unit, you will learn about the Activity Log and how you can use it to review the history of
activities associated with your BOCES’ work and how to create your own user-defined activities.

BOCES SAMS automatically generates activity log records when certain events occur, such as
data state changes and email notifications to users of the system. An additional feature within
the Activity Log allows users with the appropriate security role privilege to create their own
activity records which can record information exchange events that occurred outside of the
application (e.g. an email, phone call, or fax to/from a BOCES).
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Reviewing the Activity Log

To access the Activity Log follow these steps:
1. Select and click Activity L og from the BOCES SAMS main menu.

2. BOCES SAMS loads the Activity L og screen and you can review all the current activities
associated with your BOCES. Information associated with each activity log record, includes
the activity log id, claim year, form set, activity type, description, date, and user.

BOCES SAMS provides the ability to filter the information presented to you in the activity log.
For example, you can choose to view only activities associated with the CoSer Form Set, or only
activities associated with the State Aid Claim Form Set. To filter, setup your filter preferences
from the drop-down boxes provided and click the Apply Filter button.

The results displayed in the Activity Log can also be sorted by clicking on thetitle of each
column. Click acolumn name once to sort by that column in Ascending order and click the
same column name again to sort the results by that column in Descending order.

The details of Correspondence items entered by SED staff, and certain other items (e.g. revision
submissions), can be viewed in a separate browser window by clicking on the hyperlinks
provided for these items.

ey e SAMS
NG NEW YORK STATE EDUCATION DEPARTMENT (SR B
Claim Year STATE AID MANAGEMENT SYSTEM D :
y A '-‘
Welcome BOCES_ 039000 (BOCES Entity User) 072202010 01:25 PM Home | lzzue Reporting | Help | Logout
Entity Info | CoSer System | BOCESFinancial | Actvity Log |
Activity Log
Form Set: |AII ﬂ Activity Type: |An},r j
. Date Range %
Category: |Any (mmidd ) | £
Apply Fitter
Log ID BEDS Code  Claim Year Form Name Activity T Description Date User
339826 039000 2010-2011 BOCES State Aid  Data State Ready 07/22/2010 BOCES_039000
Claim Edit Report 01:25 PM
330825 039000 2010-2011 BOCES State Aid  Data State Saved 07/22/2010 BOCES_039000
Claim Edit Report 01:25 PM
State Aid Homepage | Contact Us Ver 1282
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Unit 10:
The Claim Verification Process

Unit Overview

In this unit you will learn about the Claim Verification (CV) process. This process provides

NY SED with an online method to track the progress of various CV projects aimed at verifying
the accuracy of selected claim data that has been submitted by BOCES. BOCES will receive an
email notification when NY SED initiates the Claim Verification process for agiven year. This
notification will identify which BOCES have been selected to participate in the Claim
Verification process for that year, as well as, provide additional information about the process to

the BOCES.

Important Information: The Claim Verification menu option in not available at this time.
This menu option will be made available |ater in the year.
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Accessthe Claim Verification Project List

The Claim Verification Project List identifies which Claim Verification projects have been
defined for a particular Claim Y ear and whether or not a particular BOCES has been selected to
participate in one or more projects.

To access the Claim Verification Project List, follow these steps:

1. Choosethe Claim Year in the application header for which you want to view the Claim
Verification Project List for and then click on the SET VAL UES button.

2. Inthe BOCES SAMS application navigate to Claim Verifications > Claim Verification
Project List from the main menu. The “Claim Verification Project List” screen will appear.

The user is presented with alist of all the Claim Verification projects that have been
assigned to the selected year. The “Project Name”, “Project Description”, and “BOCES
Action Required?”’ columns are displayed for the list. The “BOCES Action Required?’
column displays a“Yes” or “No” to indicate if the selected BOCES isrequired to
participate in the Claim Verification process for this project in the selected year.

Note: The CV process usually begins some time in January or February. Claim verification
project information will not be available to you in BOCES SAMS until that time. Y ou will
receive email notification when the CV material has been added to the BOCES SAMS menu
choices.
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Acknowledge Receipt of the Clam Verification ‘Intent to Review’

Notice

BOCES who have been selected to participate the Claim Verification process are required to
acknowledge their receipt of the ‘intent to review’ notice that they will receive viaemail when
SED initiates the Claim Verification process for a particular year. This acknowledgement must
be performed for each Claim Verification project in which your BOCES has been selected to
participate.

To acknowledge receipt of the Claim Verification Intent to Review Notice, follow these steps:
1. Choosethe Claim Year in the application header for which you want to view a Claim
Verification Project Form for and then click on the SET VAL UES button.

2. Inthe BOCES SAMS application navigate to Claim Verifications > Claim Verification
Project List from the main menu. The “Claim Verification Project List” screen will

3. Click on the Project Name of the project you want to work with.

If the selected BOCES is required to participate in the project, the user will see the full
Claim Verification form. For participating BOCES, the top of the form contains the date
the BOCES was notified by NY SED of their intent to review, the date that any materials
are due, and the date the BOCES acknowledged receipt of the notification of intent to
review.

If the BOCES has not yet acknowledged receipt of the notification of intent to review,
they will be provided a hyperlink to perform this action. Clicking thislink will save the
acknowledgement date for the BOCES (refer to the next step). If the BOCES has aready
acknowledged receipt of the intent notification, the user will see the date they performed
this action.

If the BOCES is not required to participate, a smaller, modified version of the formis
shown. Thissmaller version only includes the project fields that are being reviewed and
the project explanation/instructions.

4. Click on the hyperlink provided to acknowledge receipt of the intent notification.
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Enter a Comment on a Claim Verification Project Form

Claim Verification project forms are defined each year. The nature and content of the forms
varies depending on the project. The forms provide detailed instructions to the BOCES. Usually
CV project forms contain requests for supplemental documentation of elected State Aid claim
data that was submitted earlier in the year. for use in tracking the process of verifying the
accuracy of specified datathat has been certified and submitted by BOCES. BOCES users are
able to enter comments on these forms.

To enter acomment on a Claim Verification Project Form, follow these steps:
1. Choosethe Claim Year in the application header for which you want to view a Claim
Verification Project Form for and then click on the SET VAL UES button.

2. Inthe SAMS application navigate to Claim Verifications > Claim Verification Project
List from the main menu. The “Claim Verification Project List” screen will appear.

3. Click on the Project Name of the project you want to work with.

If the selected BOCES is required to participate in the project, the user will see the full
Claim Verification form. For participating BOCES, the top of the form contains the date
the BOCES was notified by SED of their intent to review, the date that any materials are
due, and the date the BOCES acknowledged receipt of the notification of intent to review.
If the user isa BOCES user and has not yet acknowledged receipt of the notification of
intent to review, they will get a hyperlink saying “BOCES”, Click here to acknowledge
receipt of notification of intent.” Clicking thislink will save the acknowledgement date
for the BOCES. If the BOCES has acknowledged, the user will see the date they
performed this action.

If the BOCES is not required to participate, asmaller, modified version of the formis
shown. Thissmaller version only includes the project fields that are being reviewed and
the project explanation/instructions. Comments cannot be entered on a Claim
Verification form for a project by any BOCES that has not been selected to participate in
that project The purpose of this version of the form is to make BOCES aware of the CV
projects being conducted and the type of documentation that they might be required to
submit in another year if they are selected to participate.

4. Toadd anew comment, the user will type the comment details into the text area labeled
“New Comment” and press the “Save Comments” button. Comments show on the form
in descending order of created date.

5. A helpful link labeled Status Descriptionsis provided which will display all statuses for
this project with their corresponding descriptions.
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6. At the bottom of the screen, the user will see the history of statuses that the project has
gone through, along with notices that were sent asaresult. Thislist isordered in
ascending order.



Review the Claim Verification Activity Log
BOCES SAMS automatically generates Claim Verification Activity Log records when certain
Claim Verification events occur. Users can review and filter these activity records.

To review the Claim Verification Activity Log, follow these steps:
1. Inthe SAMS application, navigate to Claim Verifications > Claim Verification
Activity L og from the main menu. This screen will show a default activity log filtered
only by Claim Y ear and BOCES Name/BEDS Code set in the header of the application.

2. Userscan choose avariety of filter options to narrow the scope of the list.
a. Project List — Filters by a specific project.
b. CV Activity Type— Filters by correspondence, due date, notice, or status date.
c. Date Range — Start and end dates used to narrow the displayed results based on
comparison against the Date of each activity.

3. After selecting filter options, click the “Apply Filter” button to apply the filter options.

Note: Thelog hasthe ability to sort all columns by clicking the column name, which isa
hyperlink. The default sort is by Date, descending. Clicking a column that is already the sorted
column will change the direction of the sort (e.g. from descending to ascending). If an activity i
a correspondence, the activity type will show as a hyperlink. Clicking thislink will show the
details of the correspondence that istied to this activity.

S
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Claim Verification Statuses

Claim Verification projects achieve various statuses as they are processed through BOCES
SAMS. These statuses are used to control workflow-type activities. A summary of the Claim
Verification statusesis provided in the table below. The statuses are listed in the order in which
they are achieved asa CV Project is processed through BOCES SAMS.

Status Description

Project Initiated Represents the status when theinitial Claim
Verification notice is sent to aBOCES.

Project Acknowledged Represents the status when a BOCES
acknowledges their participation in the Claim
Verification project.

Submission Received Represents the status when a BOCES has
submitted materials for their Claim
Verficiation project. This statuswill be set
when initial materials are submitted and when
any follow up materials are submitted.

Material Sufficient Represents the status when the materials
submitted by a BOCES are sufficient enough
for SED to proceed with the Claim
Verification.

Materials I nsufficient Represents the status when the materials
submitted by a BOCES are not sufficient
enough for SED to proceed with the Claim
Verification.

Revision Requested Represents the status when SED is requesting
aBOCES to revise some of their datain
BOCES SAMS based on SED’s review of the
Claim Verification project.

Revisions Completed Represents the status when a BOCES has
finished revising the datain BOCES SAMS
that SED has requested.

Project Completed Represents the status when SED has reviewed
all theitemsfor the Claim Verification
Project and al requirements have been met.
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Claim Verification Notifications

Claim Verification notifications are sent to the BOCES when a CV Project achieves various
statuses. These notifications provide you with information about where your Claim Verification
project isin the review process and whether or not more information is needed from you. A
summary of the Claim Verification notifications is provided in the table below. The notifications
arelisted in the order in which they are sent asa CV Project is processed through BOCES
SAMS.

Notice Description Current Status

Initial Claim Verification Thisnoticeis sent when a BOCES Project Initiated
Notification has been selected to participatein the

current years Claim Verification

process.

Acknowledgement Reminder This notice is sent when aBOCES Project Initiated
has failed to acknowledge the Claim
Verification Notice by the due date.
The due date for acknowledging the
Claim Verification isincluded in the
Initial Claim Verification
notification.

No Material Recelved This notice is sent when aBOCES Project Acknowledged
has acknowledged the Claim
Verification Notice, but hasfailed to
submit their materials by the due
date. The due date for submitting the
materialsisincluded in the Initial
Claim Verification notification.

Better Documentation Request | Thisnoticeis sent when SED needs | Materials Insufficient
more or better documentation from a
BOCES before they can proceed with
the Claim Verification. Thisnoticeis
sent when aBOCES’ initial
submission of documentation is

insufficient.
Reminder: Supplementary Thisnoticeis sent when SED needs | Materials Insufficient
I nformation Needed more or better documentation from a

BOCES before they can proceed with
the Claim Verification. The due date
for submitting the additional
documentation isincluded in the
Better Documentation Request
notification.
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Notice Description Current Status

Follow up Documentation Thisnoticeis sent when SED needs | Materials Insufficient
Received I nsufficient more or better documentation from a
BOCES before they can proceed with
the Claim Verification. Thisnoticeis
sent when a BOCES has resubmitted
documentation in response to SED’s
request and the documentation is still
insufficient.

Revision Request This notice is sent when SED has Revision Requested
reviewed the Clam Verification
project and determined that a BOCES
needs to revise some of their datain
BOCES SAMS.

Reminder: Request for revision | Thisnoticeis sent when a BOCES Revision Requested
faillsto make the revisions that SED
requested by the due date. The due
date for making the revisionsis
included in the Revision Request
Notification.

Project Completion Thisnoticeis sent when SED has Project Completed
completed review of the Claim
Verification Project and all
reguirements have been met.
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Unit 11:
Output Reports

Unit Overview

In this unit you will learn about viewing and printing Output Reports. These reports are used to
display BOCES data by PSN and CoSer Group.
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View or Print Output Reports from SAMS
To view or print an Output Report within SAMS, follow these steps:

1. Select the Claim Year in the application header for which you want to view the Output
Report and then click on the SET VAL UES button.

2. Inthe SAMS application navigate to BOCES Financial > State Aid Reports > BOCES
Component Reports> Component School District BOCES Aid - Service Area L evel
from the main menu.

The Output Report selection screen will appear. The reports available in the tree are
based on the Claim Y ear that is set in the application header.

3. Sdect aData Area and Data Version Date.

The Data Area selection specifies which Data Areathe report will retrieve data from and
the Data Version Date selection determines what version of data the report will retrieve.
Seethe “About Data Areas” section in this manual for more information about Data
Aress.

The DataVersion Date (if available) allows a user to select aversion of the report asiit
existed at a selected point in time. Thisoption isuseful for comparing aid calculations as
of apayment or other snapshot date (for example — the February BOCES payment date or
the November 15 frozen file used for aid projections) to the current report results. The
Data Version Date option is only available for selected dates and at different times during
the annual data collection cycle (as determined by SED).

4. Select areport version to view from the selection tree by clicking on it.

The Output Report will be displayed and link will be available to print the Output Report.
A separate window will open with a printer friendly version of the Output Report after
clicking on the Print Form link. Use the browser’s print functionality to print the report.
To close the newly opened browser window, you must click on the “X” box in the upper
right hand corner of the browser window or press ‘CTRL+W’ when that window is
active.
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/= New York State Education Department State Aid Management System (BOCES /CoSer) - Window

_ =] %]
mv I@_i htips /feservices.nysed. gov/sams/freports.do?method=¢ j| 4 @ Red x IfTIGoogIe .

Cadid
Ele | EAt Yiew Favorites Tools Help
x Go gle I:I *9 search - | More>» Signln % ~
Lq_ Favorites | V@ @ RealPlayer Q Search AtWork @ Search SED Internet Site EE SED Internet Web Site !ﬁ Staff Cirectory
& New York State Education Department .., | % v E) v 2 o= v page~ Safety - Toos~ (@~
NOTE: These are preliminary calculations for your information. The preliminary calculations will not be valid until you have entered d
and saved 2011-12 SAMS data needed for the calculation. Output report calculations on which actual aid payments are based will be
available via the State Aid homepage.

Data Area:
[official =]

Select the Data Version Date

T Midnight Last Night
@® Current Date/Time
" select Any Date
| i
" Snapshot:
|< Select a Snapshot = LI

Select an Output Report from the tree below.

Expand All | Collapse All
= 'Reports

= Employment Preparation Education Aid (SA-EPE BOCES)
06/01/2011 Test

= BOCES Administrative Expense for Allocation(BOC-AD)
N222/2011  Offirial - Puhlic ﬂ
Contains commands for working with the selected items. fav RIEH ¥ g
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View or Print Output Reports from the State Aid Public Website

To view or print an Output Report from the State Aid public website, follow these steps:

1.

2.

3.

4.

Notes:

Navigate to the public URL https://eservices.nysed.gov/publicsams/

Select a School Y ear.
Enter aBOCES Name or BEDS Code.

Click on the Submit button. A list of Output Reports for the given School Y ear and
BOCES will be displayed as hyperlinks.

Click on the name of areport to view it. Usethe browser’s print functionality to print the
report.

A partial BOCES Name or BEDS Code can be entered and alist of matching BOCES
will be displayed after clicking on the submit button. Leave both the BOCES Name and
BEDS Code blank to retrieve the full list of BOCES.

Thelist of publicly viewable Output Reports will only be displayed for BOCES for which
BOCES SAMS form sets are in the CLEAN or greater data state.

The data displayed on output reports on the public website reflects official datain SAMS
as of midnight the night before. To view more recent reports; e.g., reports reflecting
recently accepted revisions, you must access the output reports from inside BOCES
SAMS.
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Unit 12
Other Reports

Unit Overview

In this unit, you will learn about viewing and printing the other various reports available in
BOCES SAMS.

For atable which summarizes the location, description and suggested use of the BOCES
Financial reports please see the following web page:

BOCES Report DEMO

73


https://stateaid.nysed.gov/ASBO/html_docs/boces_report_demo.htm

Beginning April 2013, BOCES SAMS reports are now under a single menu choice.

Simply click on BOCES Financial to quickly access the screen below or use the BOCES

Financial drop down menu as shown.

=15 x|

Help
iview Issues - .. ¢ |{:} English ¥ersio.,, = |:f::} New York Stat... x | {_iNYSED; State ., = [ L INYSED: State ... | + |
€ @ hitps/feservicest. nysed.gov/sams-copy/bocesFormManager do?method=bocesFor msForwardRmenuld=formsh c .

|El~ Google )| i

Entity Name | e e e

0122013 7|

BEDS Code |l

S NEW YORK STATE EDUCATION DEPARTMENT
SET VALUES

STATE AID MANAGEMENT SYSTEM

Claim Year

| Welcome dfedorch swhoces (BOCES Entity User) 04052013 11:34 AM Home | Issue Reporting | Help | Logout

CoSer System | Activilylog |

Entity Info |
State Aid Forms >

State Aid Reports =
BOCES XML Import

BOCES Expense for Allocation Reports > BOCES Expense For Component Allocation (PSHN Level)

BOCES Component Reports > BOCES Expense for Allocation (Service Area Level), SAT14, EPE and RWADA
SA-111 Schedule 4 Report
Cross-Contract Reconcilliation >

State Aid Forms
BOCES Official Data
BOCES Revizion Data

BOCES Expense for Allocation Reports
BOCES Expenze For Component Allocation (PSM Level
BOCES Expense for Allocation (Service Area Level), SA-114, RWADA and EPE

BOCES Component Reports
Componert School District BOCES Aid - Service Area Level

SA-11
S8-111 Schedule 4 Repart

Cross-Contract Reconciliation
Excess Salary Charges for Cross Contracted Services: Purchasing BOCES Report
UAS Charges for Cross Contracted Services: Purchasing BOCES Repott

Total Reports (SED Only)

BOCES IMPORT
Fhil Import

https: ffeservicest.nysed. gov fsams-copy bocesFor mManager.do? method=bocesFor msForwards: menuld=formsMain#stay _| LI

x  Find: Itab\e 13 ¥ bext # Previous s Highlight al 1™ Match case

Note: some reports have been re-named to identify whether they are primarily expense
allocation reports, component level or cross contract reconciliation reports (but the reports
remain the same).
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For example, what used to be refered to as “Output Reports” menu choice is now: BOCES
Expense for Allocation (Service Area Level), SA-114, RWADA and EPE.

Clicking on this menu choice brings you to the screen shown below, in which you can select
either the Officia or Revision Data Area, and choose the Data Version Date:

¥} New York State Education Department State Aid Management System (BOCES /CoS Mo: ! ol il
Ele Edt Mew History Bookmarks Tools Help

|w)odbc - Google De... ~ |{ i Oracle ODBC Driv.., - |{:} View Issues - Mants I[:_’} English Version of ... « | [ iMew York State E... x |._|_.Problem loading p... - | + |
€ @ Hitps/feservicest. nysed.gov/sams-copy/reports do?method=getavalableCutputRepor tsForBocestimenuld=boc c |g] - Google )| i
_I)e available via the State Aid homepage. ;I
Data Area:
| Official = I
Select the Data Version Date
" Midnight Last Hight
# Current Date Time
& Snapshot:
| < Selecta Snapshat = |
Select an Output Report from the tree below.
E?(p:m(l All | Collapse All
E"Regnns
F-BOCES Administrative Expense for Allocation{BOC-AD)
E-BOCES Service Expense for Allocation SL 100{B0C-SVC SL10M)
E-BOCES Service Expense for Allocation SL 200{B0C-SYC SL200)
HBOCES Service Expense for Allocation 5L 300(B0C-5YC SL300)
BE'BOCES Service Expense for Allocation SL 400ABOC-SYC SLA004)
B'BOCES Service Expense for Allocation SL 400B(BOC-SYC SL4008)
H-BOCES Service Expense for Allocation SL A00ABOC-SVC SLA00A)
H-BOCES Service Expenge for Allocation SL S00B{BOC-SVE SLE00E)
F-BOCES Service Expenge for Allocation SL S00C{BOC-SVC SLEO0C)
H-BOCES Service Expense for Allocation SL GO0{BOC-SVC SLEDD
E-BOCES Service Expense for Allocation BOCES LEVEL(BOC-5VC BOCES LEVEL)
HBOCES Capital and Rent Expense for Allocation(BOC-CAP BOCES LEVEL)
Additional BOCES Reports —
SA-114 Report
BEWADA Attendance Report
-
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View or Print SA- 111 Schedule 4 Report

This report displays data from Schedule 4. To view or print the SA-111 Schedule 4 report,
follow these steps:

1. Select the Claim Year in the application header for which you want to view the report
and then click on the SET VAL UES button.

2. Inthe BOCES SAMS application navigate to BOCES Financial > State Aid Reports >
SA 111 Schedule 4 Report from the main menu.

A screen will appear that allows you to filter the data you want to display on the report.

3. Select one of the following BOCES Filters:

a. Current BOCES (Default): Thisreturns Schedule 4 data for the BOCES set in
the application header.

b. BEDS Code: Thisreturns Schedule 4 datafor the BOCES BEDS code entered on
the screen. If thisoption is selected, enter the BOCES BEDS code in the box
below the selection button.

c. BOCESName: Thisreturns Schedule 4 data for the name of the BOCES entered
on the screen. If this option is selected, enter the name of the BOCES in the box
below the selection button.

d. AIll BOCES: Thisreturns the Schedule 4 datafor all BOCES

4. Select one of the following filter options under the Select Filter by Option heading;

a. PSN: Thisreturns Schedule 4 data for the PSN entered on the screen. If this
option is selected, enter aPSN in the box next to the selection button.

b. Major CoSer Groups: Thisreturns Schedule 4 datafor the Major CoSer Groups
that are selected. If this option is selected, select one or more Major CoSer Groups
below the selection box. To select more than one Maor CoSer group, hold down
the CTRL button and make your selections from the list.

c. All PSNSfor Selected BOCES: Thisreturns Schedule 4 data for all PSNs for
the BOCES you have selected.

d. StateActivity Code: Thisreturns Schedule 4 data for the State Activity Code
entered on the screen. If this option is selected, enter a State Activity Code in the
box next to the selection button.

5. Select one of the following Data Versions:
a. Actual: Thisreturns Schedule 4 datafor the current claim year.
b. Projected: Thisreturns Schedule 4 datafor the next claim year.

6. Select one of the following Data Ar eas:

a. Official
b. Revision
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7. Select one of the following Report Types:
a Summary
b. Detail
8. Click onthe Apply Filter Button.
The report will display data based on the filters that you have selected.
9. To print the report, go to the file menu on the top of the browser and select print. A new

print options window will open. After selecting the print options you want, click the Print
button.
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View or Print Excess Salaries for Contracted Services: Purchasing
BOCES Report.

This report displays excess saaries charged to your BOCES by the provider BOCES. To view or
print the Excess Salaries for Contracted Services: Purchasing BOCES Report, follow these steps:

1. Select the Claim Year in the application header for which you want to view the report and
then click on the SET VAL UES button.

2. Inthe BOCES SAMS application navigate to BOCES Financial > State Aid Reports >
Cross-Contract Reconciliation > Excess Salariesfor Contracted Services: Purchasing
BOCES Report from the main menu.

The report will open.
3. To print thereport, click on the print link on the top of the form. A new window will appear
that displays the report. Go to the file menu option on the top of the browser, and select print.

A new print options window will open. After selecting the print options you want, click the
Print button.
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View or Print UAS Charges for Cross Contracted Services by
Purchasing BOCES Report.

This report displays unapproved services charged to your BOCES by provider BOCES. To view
or print the UAS Charges for Cross Contracted Services by Purchasing BOCES Report, follow
these steps:

1. Select the Claim Year in the application header for which you want to view the report and
then click on the SET VAL UES button.

2. Inthe BOCES SAMS application navigate to BOCES Financial > State Aid Reports >
Cross-Contract Reconciliation > UAS Chargesfor Cross Contracted Services:
Purchasing BOCES ReportReport from the main menu.

The report will open in anew screen.
3. To print thereport, click on the print link on the top of the form. A new window will open
displaying a “printer friendly” version of the form. Go to the file menu on the top of the new

window browser, and select print. A new print options window will open. After selecting the
print options you want, click the Print button.
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View or Print Schedule E: Excess Salaries State Totals by CO-SER Area
Report. (SED Only)

This report displays excess salaries state totals by CoSer area. To view or print Schedule E:
Excess Salaries State Totals by CO-SER Area, follow these steps:

1. Select the Claim Year in the application header for which you want to view the report and
then click on the SET VAL UES button.

2. Inthe BOCES SAMS application navigate to BOCES Financial > State Aid Reports >
Total Reports (SED Only) > Excess Salaries State Totals by CO-SER Area Report from
the main menu.

A screen will appear that allows you to filter the data you want to display on the report.

3. Select one of the following Data Ar eas,

a. Official
b. Revision

4. Click onthe Apply Filter button.

The report will display on the bottom of the screen based on the filter that you have
selected.

5. To print the report, go to the file menu on the top of the browser and select print. A new print
options window will open. After selecting the print options you want, click the Print button.
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View or Print Service Expense for Allocation Report

This report displays component allocation data by PSN. To view or print the Service Expense for
Allocation report, follow these steps:

1.

Select the Claim Year in the application header for which you want to view the report and
then click on the SET VAL UES button.

In the BOCES SAMS application navigate to BOCES Financial > State Aid Reports >
BOCES Expensefor Allocation > Service Expense for Allocation Report from the main
menul.

A screen will appear that allows you to select the PSN that you want view on the report.

Begin typing the first number of the PSN you want to view in the Type PSN box. Select the
PSN you want from the dropdown list.

Click onthe Get Report button.
The report will display on the bottom of the screen for the PSN that you have sel ected.

To print the report, go to the file menu on the top of the browser and select print. A new print
options window will open. After selecting the print options you want, click the Print button.
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Unit 13:
Helpful Tips

Unit Overview

In this unit, you will learn some helpful tips for submitting your datain BOCES SAMS.
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Helpful Tipsfor Submitting BOCES Financial Data

The items listed below are tips that will help you submit your BOCES financial datain time for
the November database.

1.

The edit report for each form set must be certified by the superintendent in order for the
form set to be considered “received” by SED. If you think you have submitted your form set,
please go to the Activity Log to verify: if you see that aform set says “Certified,” it has been
“received” by SED. If “Certified” does not appear, it has not been received.

When aform set is “in your court,” e.g., activity log indicates “edit rejection,” “correction
rejected,” “revision rejected,” or “clean with issues,” you must import revised datainto the
BOCES SAMSrevision data area, , Then refer to the Edit Report, make any necessary
comments and “SAVE THE COMMENTS.” To submit the revisions/comments back to
SED, you must select the Change Submission form and click the Submit button. You
must repeat this process for each form set for which changes are being submitted.

After certifying any or al form sets, please check the activity log and your email for “edit
regection” by SED staff. BOCES SAMS will not alow SED staff to operate on the form set
if itis“in your court.” Therefore, we cannot “clean” your form set for inclusion in the
November frozen file if you do not submit correctionsin response to SED “edit rejection.”
Similarly, if you have submitted a correction in response to an SED edit rejection, it is
possible that you have subsequently received a “correction rejected” notice from SED.
Again, we cannot “clean” your form set for inclusion in the November frozen fileif you do
not submit another correction.

Until November 1st, acceptable corrections (before form set has been cleaned by SED) and
revisions (after form set has been cleaned by SED) are guaranteed to be included in the
November frozen data file. After submitting a correction or revision, please check the
activity log and your email for possiblergection notification by SED staff. Again, SAMS
will not allow SED staff to operate on the form set if it is“in your court.” Therefore, we
cannot accept your correction/revision into the November frozen datafile if you do not re-
submit changes that have been rejected by SED staff.

To avoid edit rgection, correction rejection and revision rejection by SED edit staff, please

run the edit reports and address any edit exceptions prior to submission by changing the
data or providing a substantive and reasonabl e explanation.
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