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Unit 1;
Orientation to SAMS

Unit Overview

The State Aid Management System (SAMS) is a secure information system that facilitates the
collection and processing of data required by the New Y ork State Education Department

(NY SED) to distribute annual state aid to all New Y ork school districts. SAMS is accessibleto
authorized users from each school district, 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 SAMS. An overview of the header and menu
options will aso be provided in this unit.
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Logaing In and Out of SAMS

Overview

SAMS s an 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 userslogin 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.
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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
E(:lup ati on DE_P 'tment

pplication
Portal

Home NYSED Contact Us FAQs | Our Mission
.{Search Welcome

_ = FPublic Interest

For mare information on our applications wisit our Onling
Services page.

=Approved Preschool Special
Education Programs Site Search
=|nventory of Registered Programs
=L ook Up Postal Zip Codes
=MNYSED Public web site

=Professional License Online
Verification Searches

=SEDREF Cuery
=Teacher Certification Help

=Teacher Cerification Cnline
Fecords

Other Applications

“ou may be required to sign in to access these applications
= Child Mutrition Knowledge Center (Ch)
=|mpartial Hearing Reporting System (HRS)
=Libhertyweb Systemn
=Long Term Sheltered Employment (LTSE)
=MNYS Student [dentification Systerm (NYSSIS)
=Rate Setting Unit (RSLI])
=Systemn 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 dialog box appears.

Sign In

Enter vour Single Sign-0n 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.
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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 previoudly setup for you. If this has not
occurred please contact NY SED.

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. Y ou will then be directed back to theto the NY SED Portal.

Security Alert B|

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

The information you are sending to the current site might be
retransmitted to a 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.

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 Passwor d, you must contact the SAMS Help Desk.

z
S
R

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

o If for some reason, your User Name and Password are not associated with the SAM S
application, you will not find SAMS in the ‘My Applications’ tab of the Portal Page.

¢ If you want to change your password to SAMS and any other NY SED applications you are
authorized to access from the NY SED Portal, select the ‘Change Password” menu option on the
upper right hand side of the Portal page.
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L ogging out

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

s SAMS

NEW YORK STATE EDUCATION DEPARTMENT

Claim Year [PENISREN IR STATE AID MANAGEMENT SYSTEM

Welcome Oneida User (Role I1d: 17)

Home | Issue Reporting | Help | Logout
EntityInfo | Forms | Activity Log |

Important Information: If you click on L ogout when you are on a SAMS form and have
entered data into the form without saving, SAMS will warn you that you are about to exit
the application and will provide you with an option to save your data.

2. 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. Y ou 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

==— Retur |

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 Hame Logout Status
Oracle Portal (PORTAL3D)
Oracle Portal (PORTAL3D)
Oracle Portal {portal)
Oracle Portal (portal)

The S50 Server (orasso)

AR
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Session Timeout

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

New Y ork State information security standards mandate that al online applications have a
session timeout set. For the SAM S application, the established session timeout isthree (3)
hours. This meansthat if you log on to the SAMS application and there is no activity detected
by the application in any consecutive three-hour period, your session will be terminated. If
session termination occurs, any work you’ve done on the system during the past three-hours
could belost.

It isimportant to understand that SAM S can only detect activity when you exchange information
with the Web server. Therefore, if you are working in a SAMS form, enter some data, and walk
away from the application for three hours, your data entry work will belost if you did not save
before the session timeout occurred.

Important Information: When working in forms and entering your data, save often by
clicking the Save button or using the AL T-S hot key.

It is never agood security practice to leave an application open and unattended for long
periods of time.
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Summary

SAMS Login and Logout are simple processes to follow. To Login to 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 SAMS if you are
leaving the area of your computer for an extended period of time.

If any problems are encountered during the login process, please call the SAMS Helpdesk for
assistance.
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Overview of Header and Menu Bar Options

Overview

SAMS has asingle header and menu bar that is accessible from any SAMS page. The header and
menu bar are accessible from any location in the application. 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

HEDE Cade NEW YORK STATE EDUCATION DEPARTMENT

Claim Year PAIIESLTIEERT STATE AID MANAGEMENT SYSTEM

Welcome Oneida User (Role Id: 17) Home | Igsue Reporting | Help | Logout

EntityInfo | Forms | Activity Log |
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Header Description

The SAMS header is used to view and set the district context. The SAMS header includes fields
for adistrict Name, BEDS Code, and aClaim Year. For users who have arole that assigns
them to just one district, both the district 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
districts, 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.
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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 institutions that
interact with NY SED. The Entity Info page in SAMS displays SEDREF information associated
with the current district set in the SAMS header. Information includes basic district attributes,
such as district code, BOCES code, District Type, District Superintendent, RIC Code, and
BOCES Comp. Key contacts associated with the district are also listed and authorized users can
edit the information for these SAM S contacts.

Claim Verifications
This menu bar option provides access to al screens related to the Claim Verification process.

Forms

This menu bar option provides access to all State Aid data collection forms. To support the form
selection process a Form Treeis provided that divides formsinto form sets. Each form setisa
sub-folder on the Form Tree and all forms associated with aform set are associated with the
folder. The For ms menu option has the following sub-menus. Official Data, Revision Data,
Import Form Data, and Print Multiple Forms.

Both the Official Data and Revision Data options represent data areasin SAMS. The Official
Data area dways holds the official dataasit existsin the system. The Revision Data area holds
updates or edits to the official data areawhen adistrict needsto revise their official submittal. A
user utilizes the Form Treeto find, select, and load aform for data entry or review.

The Import Form Data sub-menu option allows a district to bypass the manual form data entry
process and electronically load datainto SAMS from afile import process. Thisfile import
process utilizes the same data validation process as if the data were being entered onto the forms
manually.

The Print Multiple For ms sub-menu option allows a district to print more than one form at the
sametime. A Form Treeis presented to the user with check-boxes next to the name of each form
set and form which alow the user to choose the forms they would like to print. The user also has
the option of choosing the data area they want to print their forms from or to print blank forms.
After auser selects their forms and printing options, they can click on the ‘Print Selected
Forms’ hyperlink to print the forms. The selected forms will appear in a separate browser
window from which the user can preview and print them.
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Activity Log

This menu bar option provides access to the SAMS Activity Log. The Activity Log captures all
status changes of all form sets for a given district. 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 also tracks notification events,
which are typically automatic emails sent by SAMS when a certain event trigger occurs. Users
with the appropriate security privilege can aso use the Activity Log to enter their own
correspondence activities.

Home
This menu bar item brings you back to the SAM S home page.

| ssue Reporting
This menu bar item launches the users default email application and pre-popul ates an email to
the SAMS Helpdesk with a standard template for reporting issues.

Help
The SAMS Online Help module for the application provides information on all features.

Logout

This option is used to exit the SAM S 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.
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Summary

The 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 access role. All users will not see the same
options on the menu bar. If there are functions available and you do not have access to them but
believe you should have access, please contact the SAMS Help Desk.
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Unit 2;
Working with Forms- Part |

Unit Overview

Working with formsisamajor activity in SAMS for al district users. Forms are used to collect
and display al pertinent district information related to State Aid. SAMS is designed to hold
multiple clam years of State Aid and, therefore, supports alibrary of forms for each claim year.
SAMS alows you to specify aclaim year of interest and then it retrieves all the forms associated
with that claim year and any data related to your district.

In this unit, you will learn how to select aform, fill out and save aform, print aform, and use the
file import mechanism to load form datafrom afile rather than via manual input.
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Opening a Form

To open a SAMS Form follow these steps:

1. Make sure you set the form access context. To do this, notice the current settings on the SAMS
header. The district Name should be set to your district, as should be the BEDS Code. Both of
these settings are read-only for district users. The Claim Y ear, by default, 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 district users can change in the header. For this example, change the
claim year to ‘2003-2004’ and click on the Set Values button. A message will appear confirming
your selection.

2. From the SAMS main menu, run your mouse over the Forms menu option, and click on the
Official Data sub-menu option (in the next unit, we’ll talk about data areas).

SAMS

BEDS Cod ¥
: 5 NEW YORK STATE EDUCATION DEPARTMENT fika:: /
(R 0052007 v STATE AID MANAGEMENT SYSTEM ; :
N '- e ——
‘Welcome Oneida User (Role Id: 17) Home | Issue Reporting | Help | Logout
Entity Info | Actiity Log |
Official Data {E’}
Revision Data SAMS Homepage
Import Form Data
Print Multiple Forms

IMPORTANT AMNOUNCEMENT:
Legacy DEA Schedule J Transportation Ald Claim Review -

Online Response due by June 30, 2006

Click to Enter Approved Contract Numbers on the Legacy DEA Schedule J

3. SAMSreturnsthe Form Tree for the Official Data. Open a menu 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 alisting 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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Mame SAMS _- I

SRR e NEW YORK STATE EDUCATION DEPARTMENT

Claim Year [PL1=BE NI AN STATE AID MANAGEMENT SYSTEM

f—

Welcome Oneida User (Role Id: 17) Home | Issue Reporting | Help | Logout

EntityInfo | Forms | ActhatyLog |

Expand All | Collapse All
Eil"Furms
Ié“FDrm Aand Schedules: Clean
“Form A (Attendance) Ready
~Bchedule A-1 Religious Hulidays%rst Semester
Bechedule A-2 Attendance Repor First Semester Ready

~Bchedule A-3 Religious Holidays Second Semester

Bechedule A-4 Attendance Repor Second Semester Ready

~Schedule A-5 Days of Session Matrix Ready

Bechedule A-6 Decimal Days of Actual Session Worksheet
~Schedule A-7 Enrollment - Central High School Districts Only

Schedule B - Dual Enroliment

“Bchedule T - Urban-Suburhan Transfer

~Bechedule E - Tuition Adjustment

~Schedule P - Additional Data for Calculations
8chedula U1 - Charter School Enroliment and FTE
“Form A Edit Report Clean

“Eorm A Cedification  Saved

F-Form FB : Building And Misc.: Clean

4. The status of each of the data collection forms and schedules within the opened folder is
displayed next to their name on the form selection tree (e.g. ‘Saved’). Forms and schedul es that
have not yet been saved by auser (i.e. have aNull status) will not have a status displayed next to
their name, even though there may be some data pre-populated on them.

5. Click on the name of the form you want to open. The data collection form is displayed for the
entity and claim year that have been set in the top left-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.

Important Information: Always make sure you have set the appropriate clam year before
accessing form data.
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Entering and Saving Form Data

The following steps explain how to enter and save data into any form:

1. Placethe cursor in thefield that you want to enter datafor. Note that read-only fields will appear
grayed out and will not allow you to modify the data within them.

SAMS

BEDS Cod : . i, /4§
3 | NEW YORK STATE EDUCATION DEPARTMENT [ Py
Claim Year PUEEERATIERES SET VALUES STATE AID MANAGEMENT SYSTEM BN /
- - _ S
Welcome Oneida User (Role Id: 17) Home | Issue Reporting | Help | Logout
EntityInfo | Forms | Acthaty Log |
You Have Selected the "Official' Data Area.
The Data State of the form set is: "Clean™
Brint Farr | Print Blank | Print Text Qnly
District Mame: | District Code:|
Cortact F‘ersnn:f. Et Telephnne:? [
Form A: Attendance Data Entry
Form A - Pupil Data 2006-07 Claim Aid Year 2004-05 School Year 2005-06 School Year 2006-07 School Year
from SED File {Actual} EDP Form #0 {Projected) EDP Form
#38
Part I: Regular Day School Enrollment and Attendance
A Enrollment
1a.142 Dary b UMATD Enroliment 0 ID ]
b Full Day K Enrollment s e T R
cIn what 2chool year did, or will the District offer a full- 1 995
day Kindergarten program to all children? (indicate the L
calendar year in which the schoal year began. For
example: 2005)

2. Enter your data.

3. Pressthe TAB key to move to the next form field and continue entering data. Note that pressing
SHIFT+TAB will move the cursor to the previous form field.

4. Pressthe Save button at the bottom of the form to save the data you have entered. Notethat ALT+S
isashortcut keystroke that will allow you to Save your datafrom anywhere on the form while
maintaining your current position on the form. Note also that calculated form fields, such as subtotals

and totals, are re-calculated when the form is saved.

Page 19



a. Grades K-6 ID I

b. Grades 712 ID I

Save Rezet Save & Ready

State Aid Homepage | Contact Us

5. Pressthe Reset button at the bottom of the form if you want to cancel your unsaved changes and reset
theformto its previoudy saved data. Notethat ALT+C isashortcut keystroke that will alow you to
Cancel/Reset your data from anywhere on the form.

6. Pressthe Save & Ready button at the bottom of the form to save the data you have entered and
simultaneoudly change the status of the form to ‘Ready’. Note that AL T+R is a shortcut keystroke
that will allow you to Save & Ready your data from anywhere on the form.

Important Information: In Unit 3- Working with Forms Part 2, we’ll talk more
extensively about the form status and the relationship with the Save and Save & Ready
button.
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Adding Commentsto Form Fields

The following steps explain how to enter and save form data:

1. Withthe cursor in the field that you want to add a comment to or review the comments of, press the
F7 button. A separate window will appear that will allow you to enter acomment and view any other
comments related to the current field value. Comments cannot be added to read-only fields.

NEW YORK STATE EDUCATION DEPARTMENT
STATE AID MANAGEMENT SYSTEM
Currenthy Sawved WValue: 7,777
| [ |
Value: 7777 - Modified on 05/16/2005 12:05 PM
Comment Date: 052002005 02:17 P ;l
Userld: YORK_DISTO1
Test Comments - Wi

2. Add your new comment in the designated box. Note that the history of any previously added
comments for the current field, including those added by other users, will also be displayed in this
window.

3. Click the Add Comment button and then close the commentswindow by clicking on the 'X' located
in the top right-hand corner of the window or by pressing ‘CTRL+W"’.
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4. Savetheform. Comments are equivalent to the datathat is entered into each form field and are not
saved until the form has been saved. When there are saved comments associated with afield, a
checkmark icon will be displayed to the right of that field. If the cursor is held over theicon with the
mouse then the most recent comment for that field will be displayed.

Part I: Regular Day School Enrollment and Attendance

A Enroliment
18112 Day K UNANTD Enrallment 0 |D
b Full Day K Enrollmernt 195 195 j
clnwhat school year did, or will the District offer a full- 14935 %

day Hindergarten prograim to sl children? (indicate the
calendar year in which the school year began. For
example: 2005)

Important Information: If aformisinthe NULL or SAVED status, the data and
comments are not being versioned (i.e. the old field values and comments are overwritten
in the database when anew value or comment is entered and saved). Becausethefield
values and comments are not being versioned during these statuses, the previous comments
on afield will no longer be available when a user changes that field’s value and saves the
form. There may be historical comments associated with previous values for afield that
can be accessed by pressing the F7 key, but the checkmark icon is only displayed next to
fields when there are comments associated with the current field value.
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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.

SRR e NEW YORK STATE EDUCATION DEPARTMENT

Claim Year I SRANIEAR STATE AID MANAGEMENT SYSTEM .= "

Home | Issue Reporting | Help | Logout

Forms | Actmitylog |

You Have Selected the "Official' Data Area.

The Data State of the form set is: "Clean™
Print Farm | Print Blank | Print Text Qnly

District Name: | C1EIDA CIT ' I | District Code:| ¢

Cortact F‘ersnn:g- EGORY RACE ' Telephnne:é- 18] 363-0:

Form A: Attendance Data Entry

Form A - Pupil Data 2006-07 Claim Aid Year 2004-05 School Year 2005-06 School Year 2006-07 School Year
from SED File {Actual} EDP Form #0 {Projected) EDP Form
#38

NOTE: ThePrint Text Only link may aso be available in the top right corner of theform. 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.

Page 23



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

2} New York State Education Department State Aid Management System (SAMS) - Microsoft Internet Explorer,

Edit ‘iew Favorites Tools Help

= Ll 7Y 'S ; A A
) Search S ¢ Favorites &) | 4~ D &= = d
Cen.. CHi+O H| 4 {3 I LJJ = = ‘3
gov/sams-testiprintForm.do?method=printFor m&fsld=& 1 7&segmentikey=11686 14828420 v | Go |Lifks ™
Save As.. 2006-2007 Claim Year - Page 1 H
| Official - as of 01/12/2007 10:18 AM
Page Setup...
Print Preview. ., ! m Aid  2004-05 School 200506 School 200607 School
| Year from SED Year (Actual) EDP Year {Projected)
Send i’ File Form #10 EDP Form #38
Import and Export...
Properties Iment and Attendance
Waork Offine
Close - -
A STRRRSEN o ] 0 |
0. Full Day K Enrollment 195 1593
c. Inwhat schoal year did, orwill the 1,995

District offer a full-day Kindergarten

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

& print

General |-Optic|n5-l

Select Printer

Y, jmy
Add Printer 1-Step HP Color

RoboPDF  LaserJet 4500

Status: - Ready [ Printta file
Location:

Comment;
Fage Range

@Al Nurber of copies: |1

O Pages: E1 .H
Enter either a single page number or a single ﬂ

page range. Forexample, 5-12
L Frint %_I [ Cancel I
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Important Information: SAMS will open anew browser window under a few
circumstances- print forms and comments. To close these additional browser windows, you
must click on the ‘X’ box in the upper right hand corner of the browser window or by
pressing ‘CTRL+W’.
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Printing a Blank Form
The following steps explain how to print a blank form:

1. Open the form you want to print.

2. Select the Print Blank link located in the top right corner of the form. A new window will open
displaying a ‘printer friendly’ version of the form.

LELRCMEID A CITY S0 SAMS

SERRE NEW YORK STATE EDUCATION DEPARTMENT

Claim Year PLIIERIUETEED STATE AID MANAGEMENT SYSTEM

Welcome Oneida User Home | Help | Logout

Entity Info | Forms | Activity

You Have Selected the "Official” Data Area.

Print Form | Print Blank

District Name:IONEIDA CITY 30 District Cnde:|251 400
Contact Person:IPETER TAMBURROD Telephune:l[S‘l 5] 363-2550

Form A: Attendance Data Entry

Form A - Pupil Data 2003-04 Aid Year 2001-02 School Year 2002-03 School Year 2003-04 School Year
from SED File {Actual) EDP Form #10 {Projected) EDP Form
HR

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

3 News York State Education Department State Aid Management System (SAMS) - Microsoft Internet Explorer
P 8 Lt P = | |
Edit ‘iew Favorites Tools Help s
Tlent Ll ) o Q
| g search SsigFavontes 88 | (A D iz =3 by’
Cpen... oi {RYc TR || L= € i d = @ 3 __
it gov/sams-testiprintForm.do?method=printFor m&fsld=& 1 7&segmentikey=11686 14828420 v Go Lirks ™
Sawve As... 2006-2007 Claim Year - Page 1

Official - as of 0171212007 10:18 AM
Page Setup...

P ! m Aid 200405 School 2005-06 School 2006-07 School

TNt Praview. ..
Year from SED Year (Actual) EDP Year {Projected)
Send g File Form #10 EDP Form #38
Import and Export...

Properties Iment and Attendance

Waork Offine

Close

L~ Tomee—— | 0 0

b. Full Day K Enrollment 195 193
c. Inwhat schoal year did, orwill the 1,995

District offer a full-day Kindergarten
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4. Set the printing options you want and click the Print button.

General |Optign5_

Select Printer

Bl | e g
Add Printer 1-Step HF Color HE4100 581 [FEEbEaite
FoboPDF  Laserlet 4500

Status: Ready [ Printta file
Location:

Fage Range
@ Al Mumber of copies: |1 c |

O Pages: 51
Enter either a single page number or a single ﬂ ﬂ

page range. Forexample, 5-12
\_ Frint M [ Cancel I Apphy

Important Information: SAMS will open anew browser window under a few
circumstances- print forms and comments. To close these additional browser windows, you
must click on the “X” box in the upper right hand corner of the browser window (or press

CTRL+W).
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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 or Print Blank 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.

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

|File Edit  Yiew Favorites Tools Help

Mew Y [Qsearch [lFavorites iMeda (% | B S = i 2
T OpEn... ChrlH+O

Edit .gowfsams-tref fprintForm. do?method=printForm

Save Erl+5 [Search Wieb le‘v MEW Toolbar Update - | [~ Bookmarks @My Ya
L Save As...

Page Setup...
Prink. ..
Prink Preview. ..

Diistrict Code:

Send »
Import and Expart. .,

Properties
Work OFfline
Close
2001-02 School 2002-03 School 2003-04 School
ear (Actual) EDP ear (Projected)
orm #10 DP Form #38

Part I: Regular Day School Enrolliment and Attendance

12,112 Day K UMWTD Enrollment
ﬂ Full Day K Enrollment
. Wi what schoal vear did, orwill the District

offer a full-d indergarten prograrm to
all children wizhing to attend such
Program? {indicate the calendar year in
wehich the egan. For
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4. From the File menu of the new window, click Print. A new print options window will open.

2%

General |-Optign3_-
Select Printar
T g JN p
| =2 =] =2 S
Add Printer 1-Step HF Caolar HP4100_581 HF4250 583
RoboPDF  Laserdet 4500
Status: Fieady D Frintta file
Location:
Comment:
Fage Range
DAl Mumber of copies: |1 e i
@ Selection Current Page
O Pages: "
Enter either a single page number or a single ﬂl ﬂ
page range. Forexample, 5-12
[ 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.

‘CTRL+W").

Important Information: SAMS will open anew browser window under a few
circumstances- print forms and comments. To close these additional browser windows, you
must click on the “X” box in the upper right hand corner of the browser window (or press
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Printing Multiple Forms
The following steps explain how to print multiple forms at the same time:

1. Fromthe SAMS main menu, run your mouse over the Forms menu option, and click on the Print
Multiple Forms sub-menu option. SAMS displays the Print Multiple Forms screen. This screen
includes a Form Tree for selecting the forms you would like to print.

SAMS N

ke - NEW YORK STATE EDUCATION DEPARTMENT

Claim Year [N ANFAIR STATE AID MANAGEMENT SYSTEM

Welcome Oneida User (Role Id: 17) Home | Issue Reporting | Help | Logout

| Entity Info | Activity Log |
Official Data

Revision Data SAMS Homepage
Import Form Data

Print Multiple Forms

]

IMPORTANT ANNOUNCEMENT:

2. Select aDataArea, or other print option, from the Select Data Ar ea drop-down box.

EntityInfo | Forms |  ActivityLog |

Print Multiple Forms

Select Data Area:

Official v &

Print Selected Forms

E-Forms

= ClFarm A and Schedules:

~[CIForm A (Attendance)

~[J8chedule A1 Religious Holidaws First Sermester
~[J8chedule A2 Atendance Report First Semester
~[J8chedule A3 Religious Holidavs Second Sermester
~[J8chedule A-4 Atendance Report Second Semester
~[J8chedule A-5 Davs of Session Matrix

~[J8chedule A-6 Decimal Days of Actual Session Warksheet
~[J8chedule A7 Enrollment - Gentral High Schoal Districts Only
[ gchedule B- Dual Enroliment

~[Jschedule ¢ - Urhan-Suburban Transfer

~[J8chedule E - Tuition Adjustrent

~[]Schedule P - Additional Data for Calculations
~[JSchedule U1 - Charter Schaal Enroliment and FTE

- CIForm FB ; Building And Misc

~[IForm FB : Building and Misc.

~[]Schedule O - Other State Aid Revenues
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3. Select aform to print by clicking on the check box next to the name of the form. A checkmark will
appear in the check box. All of the formsin a particular form set can be smultaneously selected for

printing by clicking on the check box next to the name of the form set.

ElForms

= ClForm & and Schedules:

[l Form A (attendance)

hedule A-1 Religious Holidays First Semester

¥ Schedule A-2 Attendance Repaort First Semester

¥ Schedule A-3 Religious Holidays Second Semester

¥ Schedule A-4 Attendance Report Second Semester

[ schedule A-5 Days of Session Matrix

1 Schedule A-6 Decirnal Days of Actual Session Worksheet
[]Schedule A7 Enrallment - Central High School Districts Only
[¥] Schedule B - Dual Enroliment

" [¥] Schedule C - Urban-Suburban Transfer

[]Schedule E - Tuition Adjustment

“[]Schedule P - Additional Data for Calculations
“[]Schedule U1 - Charter School Enraliment and FTE

4. Unselect aform or form set by clicking on the check box next to the name of the form or form set.

The checkmark will be removed from the check box.

5. Click thePrint Selected Formslink. A pop-up message will appear stating that the number of forms

selected for printing may take some timeto print.

6. Click OK to continue with the printing operation. SAMS will display a printable version of al the
selected forms in a separate browser window. The forms are displayed and printed in the order they
appear on the Form Tree. Otherwise, click Cancel if you do not want to continue with the printing

operation.

7. Fromthe File menu of the new browser window, click Print. A new print options window will open.

M Edt ‘iew Favorites Toolks  Help

E
ﬂ'

T L4 2 A Q@

] | Search 5 7 Favorites 64} > |f) & B (O] 4
Open... colvo [ ¥ = J — '5 |

gov/sams-testipagesbody printvultpleFor ms. jspPsegmentiey =117034 29987 18 L E] Go |Lirks ™

|4C -~
Save s, i 2006-2007 Claim Year - Page 1
Official - as of 02/01/2007 10:16 AM
Page Setup...
Print Preview. ., im Aid 200405 School 200506 School 2006-07 School
Year from SED Year (Actual) EDP Year (Projected)
Send 4 File Form #10 EDP Form #38
Import and Export...
Properties oliment and Attendance
Wiork, Cffine
Close ] lent b a
h. Full Day K Enraoliment 195 193
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8. Set the printing options you want and click the Print button.

General |Optign5_

Select Printer

@ All

O Pages: 51

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

Bl | W g
Add Printer 1-Step HF Color HE4100 581 [FEEbEaite
RoboPCF  LaserJet 4500

Status: Fieady D Frintta file
Location:

Comment;
Fage Range

MNumber of copies: |1 e |

R

Frint M [ Cancel I Apphy

circumstances (e.g. print forms and display fi
browser windows, you must click on the ‘X’
browser window (or press CTRL+W).

Important Information: SAMS will open anew browser window under a few

eld comments). To close these additional
box in the upper right hand corner of the
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| mporting Form Datafrom aFile

SAMS adlows users to electronically import data that is collected on the State Aid forms using a
pre-defined text file format.

1. Seectthe Import Form Data submenu item from the For ms main menu located near the top of the
screen. The Electronic File Import screen will appear.

SAMS 1§

S NEW YORK STATE EDUCATION DEPARTMENT

Claim Year PUII=SAHEMER STATE AID MANAGEMENT SYSTEM

Welcome Oneida User {Role Id: 17} Home | Issue Reporting | Help | Logout

EntityInfo | Forms | ActivityLog |

Electronic File Import

X

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

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

3. Click the Import button.

The results of the import process will be displayed below.

After importing you will be able to review, revise and complete the edit process before Certifying and submitting your data.

[ oricial v | Data Area.
'

2. Select aData Areato import the datainto (e.g. Official).
3. Click the Browse button to browse your computer and select afile to import.

4. Click the Import button.

Important Information: The results of the file import process will be displayed at the
bottom of the screen. If anitem inthefileisnot valid, then that record in the file will not
be loaded into SAMS. The items that were not successfully loaded into SAMS must be
corrected in the import file (based on the direction provided by the import results) and
imported again.

The SAMSfileimport format is the same as the file import format used by DEA. If you
have successfully completed a DEA file import in the past, similarly formatted files should
import to SAMS. Please be aware that SAM S implements a strict enforcement of thefile
import specification, which requires both header and end-of-file markers. The file format
specification is available at:

http://edlink.nysed.gov/sams/SAMS file imp_specs 062005.htm
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Unit 3:
Getting and Using Help

Unit Overview

Help is an important feature of any application. The help filesfor SAMS can be accessed from
anywhere within the application. 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 SAMS will appear. Pressing the F2 function key is
akeyboard shortcut that will aso launch the SAMS help window. The F1 function key is
reserved for the help content of the browser being used to display the SAMS application.

g SAMS
FRCA o NEW YORK STATE EDUCATION DEPARTMENT

Claim Year [PENISREN IR STATE AID MANAGEMENT SYSTEM
T

Welcome Oneida User (Role Id: 17) Home | Issue Reporting | Help | Logout

EntityInfo | Forms | 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.

\k| Cortents Indexx B search [ Glossary
|- X . =
([ Getting Started Gettin d Started

How b Use SAMS
QHDW Aid is Calculated
@ District Information

Farms
@ activity Log
Carrespondence

gRewts Main Menu Options

Welcome to the Mew York State Education Department (MYSED) State Aid Management System (SAMS) SAMS is an Internet-
based system supporting data collection, aid calculation, reporting, and communication between NYSED and all NYS public
schoal districts and BOCES.

SAMS main menu options are displayed on a harizontal navigation bar as shown below in Figure 1:

. SAMS

NEW YORK STATE EDUCATION DEPARTMENT
Claim Year RIEAITIEHES SET STATE AID MANAGEMENT SYSTEM

Welcome SAMS User from ALBAHY CITY 5D Home | Help | Logout
Entity Info Forms Activity Log Correspondence Reports
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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 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 4:
Working with Forms- Part ||

Unit Overview

In Unit 2- Working with Forms- Part |, an overview of how to interact with SAM S forms was
provided. In this unit, additional information will be presented on working with SAMS forms.
Information on the form status indicator will be presented so that you gain an understanding of
how your forms move through the SAM S workflow process. The SAMS edit exception report
process will also be presented. Finally, information on how to certify your State Aid data
submittals will be outlined.
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Understanding the Status of Forms

The State Aid data collection forms are logically grouped into components know as ‘form sets’.
For example, Form A and al of itsrelated schedules are considered aform set. Forms and form
sets achieve various statuses as they are processed through SAMS. These statuses are used to
control system functions and workflow-type activities.

Statusis controlled at the form level, but can be rolled up to the form set level using pre-defined
businesslogic. In addition, there may be dependencies between statuses that dictate the
status(es) that must precede another status before it can be achieved. The status of each form and
form set is displayed next to its name on the Form Selection Tree. If the statusis Null, however,
nothing will be displayed next to the name of the form or form set. A summary of the statusesis
provided in the table below. The statusesin the table are listed in the approximate order in
which they are achieved as the forms are processed through SAMS.

Status Description

Null Represents the status of aform before a user
has begun entering and saving datato it.

Saved Represents the status of a form when a user
begins saving datato it.

Valid prior status- Null, Saved

Ready Represents the status of a form when a user
has completed entering and saving datato it.
The user must press the ‘Save & Ready’
button to change the status of the form to
Ready.

Valid prior status- Null, Saved, Ready
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Status Description

Certified

Represents the status when the form set of a
school entity has been certified by the
Superintendent. Certification simultaneously
acts as the official submission of the form set
datato NYSED. Form setsare certified
separately through the use of a certification
form that is specific to each form set. The
Edit Exception Report(s) associated with a
form set must be in the Ready state before the
form set can be certified. After certification
school entities have read-only access to their
formsin the Official Data Area, but they
could enter changes in the Revision Data
Area.

Valid prior status- Ready

Edit in Progress

Represents the status when NY SED begins
their edit process of a school entity’s form set.
School entities will not be able to submit
changes to their data while the associated
form set isin this status.

Valid prior status- Certified, Edit
Rejection, Corrections Submitted

Edit Rejection

Represents the status when NY SED rejects an
Edit Exception report of a school entity’s
form set during their edit process.

Valid prior status- Edit in Progress

Corrections Submitted

Represents the status when a school entity re-
submits aform set with corrected items
during the edit process.

Valid prior status- Edit Reection

Corrections|In Progress

Represents the state of the data when NY SED
has begun reviewing a district's corrections.

Valid prior status- Corrections Submitted

Corrections Accepted

Represents the status when NY SED accepts
the submitted corrections.

Valid prior status- Corrections|n Progress
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Status Description

Corrections Re ected Represents the status when NY SED rejects
the corrections submitted by a school entity.

Valid prior status- Corrections|n Progress

Clean Represents the status when all edit exceptions
have been adequately explained and the edit
process is complete. If there are no edit
exceptions when aform set is
certified/submitted, then the system will
automatically change the status to Clean and
the manual edit process will be avoided.

Valid prior status- Certified, Edit in
Progress, Corrections Accepted, Clean
with I'ssues, Revision Accepted

Clean with Issues Represents the status when there are till
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

Revision Submitted Represents the status after a school entity has
submitted their revised datato NY SED.

Revisions refer to change requests made after
the edit process has cleaned aform set.

Revisions will be reviewed for approval by
NY SED before being accepted as officid
data. Revisions not accepted by NY SED do
not become part of the official data.

Valid prior status- Clean, Clean with | ssues

Revision in Progress Represents the status after a school entity has
submitted their revised dataand NY SED has
begun reviewing it.

Valid prior status- Revision Submitted

Revision Rgjected Represents the status after a school entity has
submitted their revised dataand NY SED has
rejected it.

Valid prior status- Revision in Progress
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Status Description

Revision Accepted

Represents the status after a school entity has
submitted their revised data and NY SED has
accepted it.

Valid prior status- Revision in Progress

Revision Queued

Represents the status after a school entity has
submitted their revised data and NY SED has
queued it asaPrior Year Revision.

Valid prior status- Revision Submitted

Revision Queue Accepted

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

Valid prior status- Revision Queued
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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 data entry 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 sets 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.)

SAMS

SRR e NEW YORK STATE EDUCATION DEPARTMENT

Claim Year [PL1=BE NI AN STATE AID MANAGEMENT SYSTEM

Welcome Oneida User (Role Id: 17) Home | Issue Reporting | Help | Logout

EntityInfo | Forms | ActhatyLog |

You Have Selected the "Official' Data Area.
Print Form

District Mame:| CHEDL Oy S B Cnde;;-- S

Contact Persnn:{ DR E - Telephnne::- =y

Form A Edit EXxception Report

[ Run Mew .|| RunRepart

| (0843152006 02:15:07 PM
08282006 09:38:22 Ak State Aid Homepage | Cortact Us wer1.1.30
08/28/2008 0936 44 Ak
08/25/2008 04:11:51 PM
08/25/20068 04:03:05 PM
08/25/2008 12:11:16 PM
0824520068 09:08:54 Ak
080442008 01:19:41 PM

3. Theresults of the Edit Exception Report are displayed. All exceptions that are found are listed. You
can use the Edit Exception Report to help you compl ete the form entry process by identifying
problem areasin your data entry process, before you certify and submit to State Aid.
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Important Information: All form sets must be certified by the school Superintendent
before they are submitted to State Aid. Before you have access to the certification process
for a particular form set, you must ‘Ready’ the Edit Exception Report associated with that
form set.

4. 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.

5. CRITICAL **

Projected 172 K thru Grade 12 Enrallment can NOT be zeraol

Form &, ertry Ba, 2004-05 Projected 1/2 K Through Gracde 12 I45
Total Enraliment =

(Includes enr. of resident studerts sttending charter schoals)

Add New Comment:

-
e

Listed above are edit exceptions related to your district's Form & Please correct the data showwn in the edits listed where possible or provide an
explanation for each remaining exception. Al errors must be resolved before submitting dats to the State Education Department.

3

This area is for general comments for this edit report.

Save Comments Save & Ready

HMote: all buttons will save comments.

State Aid Homepage | Cortact Us
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Certifying Form Data

Each form set has its own Certification Form that allows a school entity to officialy certify and
submit their data for the forms and schedules associated with a form set. Only Superintendents
will have access to the certification function.

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. (In the example
below, the form is shown near the bottom and is called ‘Form A Certification’.

Welcome Oneida User Home | Help | Logout

EntityInfo | Forms | ActiityLog |

Expand All | Collapse All

Ié"I:@Fnrms

E"tﬂ]Fnrm Aand Schedules;

-] Eorm A (Aftendance)

D Schedule A-1 Feligious Holidays First Sernester

D Schedule A-2 Aftendance Report First Sermester

D Schedule A-2 Religious Holidays Second Semester

D Schedule A-4 Attendance Report Second Semester

D Schedule A-5 Days of Session hatrix

D Schedule A6 Decimal Days of Actual Session Worksheet
D Schedule A7 Enroliment - Central High Schoal Districts Only
[ Schedule B - Dual Enrollmert

D Schedule P - Additional Data for Calculations

D Schedule B1 - ERSS Fact Sheet

D Schedule L1 - Charter School Enrallment and FTE

D Schedule U2 - Charter School Enrallment and FTE Continued
D Schedule L4 - Charter Schoaol Enrallment by District of Attendance
~[E) Eorm © Cedification

~[E) Form A Edit Report

~[E) Form A Cedification

D Form A Chandge Submission
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2. Click on the Certify & Submit button. The status 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 | Reset |

State Aid Homepage | Contact Us

Important Information: The Certify & Submit button is only accessible to those users

who have been assigned the certification privilege. If you don’t have this privilege, you
will not see this button. In addition, aform set cannot be certified until its associated Edit

Exception Report isin the Ready data state.
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Unit 5;
The Revision Process

Unit Overview

SAMS supports a mechanism for Districts to submit revisions to their State Aid data sets after
they have been certified and submitted to NY SED. These revisions are reviewed by NY SED for
their acceptance. Thisunit provides an overview of how this process works.
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About Data Areas

Data Areas are used to logically separate datathat is stored in the centralized SAMS database.
The data displayed in, and used by, a Data Areais based on the datain the Officia Data Area,
overlaid with any changes made within a particular data area. The following data areas are
available to school entity usersin SAMS:

Official Data Area: Refersto al form data entered and saved through the Official Data
submenu item located within the For ms main menu and to all change submissions
accepted by NYSED. Aid calculations and official reports are based on the datain the
Official Data Area.

Revision Data Area: Refersto al form data entered and saved through the Revision
Data submenu item located within the Forms main menu. The Revision Data areawill
be used to submit change requests for form sets that have been certified. Change requests
will address both change submissions (for changes made during the Claim Review
Process) and revision requests (for changes made during the Revision Process). Once
accepted by NY SED, revised datais incorporated into the Official Data Area.

Sandbox Data Area: Refersto all form data entered and saved through the Sandbox
Data submenu item located within the For ms main menu. The Sandbox Data Area can
be used to “play” with a district’s data to see the effects that various changes to that data
would have. The Sandbox Data Area works the same way the Revision Data Area does,
expect that updates made to a district’s data cannot be submitted for inclusion in the
Official Data Areafrom the Sandbox Data Area. The Change Submission formsin the
Sandbox Data Area provide a summary of the changes made to the datain that Data Area
and are also used to clear the data area of any changes that were madein it.
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Revising Form Data

SAMS alows school entity users to revise data that they have certified and officialy submitted
to NYSED. All revisions must be entered and submitted to NY SED from the Revision Data
Area. Once accepted by NY SED, revision datais incorporated into the Official Data Area.

1. Select the Revision Data area menu item from the Forms menu located near the top of the
screen. The Form Selection Treeis displayed for the Revision Data Area.

SAMS

BEDS Cod
5 NEW YORK STATE EDUCATION DEPARTMENT
(RS J005-2007 v STATE AID MANAGEMENT SYSTEM
= - S —
Welcome Oneida User (Role Id: 17) Home | Issue Reporting | Help | Logout
Entity Info | Actiity Log |
| Official Data
Revision Data SAMS Homepage
Import Form Data
Print Multiple Forms

2. Open the form that you want to revise.
3. Enter your revisions and Save the form.

4. From the Revision Data Areaform selection tree, open the Change Submission form for the
form set that you arerevising. Each form set hasits own Change Submission form that allows
you to review the pending revisions related to al of the forms within that form set and submit
them to NY SED as a single request.

E‘"Fnrm Aand Bchedules: Clean

“Farm A (Attendance) Ready

~Behedule A-1 Religious Holidays First Semester

Gehedule A-2 Attendance Report First Semester Ready

Schedule A-3 Religious Holidays Second Semester

Gchedule A-4 Attendance Report Second Semester Ready

Schedule A-5 Days of Session Matrix Ready

~Schedule A-6 Decimal Days of Actual Session Worksheet
Schedule A7 Enrollment - Central High School Districts Only

“Bchedule B - Dual Enroliment

“Behedule - Urban-Suburban Transfer

~Schedule E - Tuition Adjustment

“Schedule P - Additional Data for Calculations
“Schedule U1 - Charter School Enrollment and FTE
“Form & Edit Report Clean

“Form A Change Submission

FFarm FB : Building And Misc.:@lean

FFarm FT : Transporation: Clean
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5. To submit the pending revisions that are summarized on the Change Submission form to
NY SED, press the Submit Changes button on the form.

EntityInfo | Forms | ActvitylLog |

You Have Selected the 'Revision' Data Area.
Erint Farrm

District Name | District Cole:[ 251400 |
Cortact F‘ersnn:| | Telephone:l:l

Change Submission Summary

Form tem # Official Value{a) Revised Valuelh) Difference (b-a) Calc. Field? School Year
Form A (Attendance) 1b 183 200 7 2006-2007
Form A (Attendance) 5 2583 25490 7 YES 2008-2007

[ Submit Changes £€ [ Clear Revisions

Hote: If available, the "Clear Revisions' button will erase all revision edit report runs for the form set, comments, as well as the
revision data.

6. To clear the pending revisions that are summarized on the Change Submission form from all of
the associated forms in the Revision Data area, press the Clear Revisions button.

7. NYSED will review the requested revision for acceptance into the Official Data Area. Revisions

submitted by school districts do not become part of adistrict’s official data until they are accepted
by NY SED.
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Unit 6: The Entity Information Screen

Unit 6:
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 district. Information will
also be presented on how to modify information associated with your district contacts.

The SAMS Entity Information Screen is linked 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 institution, take these steps:
1. Select and click Entity Info from the SAMS main menu.

2. SAMSloads the Entity Information screen and you can review al the current demographic
information associated with your district. Information presented includes your district’s basic
identifying attributes, such as District Code, BOCES Code, current Superintendent, and other
attributes.

Welcome Oneida User {Role Id: 17} Home | Issue Reporting | Help | Logout

Forms | ActiitylLog |

Entity Information

Print Form
District Code District Mame District Type
251400 [oNEDA, CITY =D MaJoR
BOCES Code BOCES Comp RIC Code Superintendent
2590 o 4 [ROMNALD SPADAFORA

Superintendent's Email Address
|RSPADAFORA@ONEIDA-ADMIN.MORIC.ORG

Superintendent's Phone Ext
|¢315) 363-2550 |

Address Line 1
|555 SAYLES STREET

Address Line 2
0. B 327

City State Zip Code

|ONEIDA W 13421 _ |oEzT

State Aid Designee

Salutation First Mame Ml Last Mame Generation
hF. GREGORY o |race

Title

|SST. SUPERINTENDENT FOR FINANCE

Phone Ext Fax Email Address

i315) 363-3504 | |i215) 363-6728 |GRACE@ONEIDA-ADMIN MORIZ. ORG

Important Information: Most of the basic demographic information presented on the
Entity Information screen is read-only. Y ou do have the ability to Modify State Aid related
contacts within SAMS. Information on 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 institution, take these steps:
1. Select and click Entity Info from the SAMS 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. SAMS returnsto the
Entity Information screen. The contact updates are now reflected on the screen.
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Unit 7:
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 district work and how to create your own user-defined activities.

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 adistrict).
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Reviewing the Activity Log

To access the Activity Log follow these steps:
1. Seect and click Activity Log from the SAMS main menu.

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

SAMS provides the ability to filter the information presented to you in the activity log. 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, 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.

Activity Log
Form Set: | All W Activity Type: | Ay w
X Date Range
Category: | Ay » P
Log ID BEDS Code Claim Year Form Name Activity Type Description Date User
100362 250108 2006-2007 Form Set 5T-3  Coarrespondence Motification 0172372007 LBRANDT
12:24 PM
100360 250109 2006-2007 S5T-3 Edit Data State Clean 0142372007 LBRANDT
Report 12:23FPM
100358 250108 2006-2007 S5T-3 Edit Data State Revision 0142312007 LBRANDT
Report Accepted 12:23FPM
100361 250109 2006-2007 Form Set 5T-3  Data State Clean 0142372007 LBRANDT
12:23PM
100359 250109 2006-2007 Form Set 5T-3  Data State Revision 0142312007 LBRANDT
Accepted 12:23FPM
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Adding a User-Defined Correspondence Activity

To add a user-defined correspondence activity follow these steps:
1. Toadd acorrespondence activity, click the Add Corresp. Button on the Activity Log page which
causes SAMSto load the Add Correspondence page..

NOTE: A user must have the appropriate security role privilege in order to have accessto this
button. The button will not appear if the user does not have the appropriate privilege assigned to
their user role.

2. Onthe Add Correspondence page select the Correspondence Type from the drop-down box list,
the Form ID from the drop-down box, and fill in all the applicable text boxes. When you are
ready to save the correspondence, click the Add Corresp. Button.

Add Correspondence

5

Correspondence Type Form Set

Phone |+ All v
To: First Hame To: Last name
To: Email To: Phone Humber To: Fax Humber
From: User Id From: First Hame From: Last name
From: Email From: Phone Humber From: Fax Humber

Correspondance Content

Add Corresp.
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Unit 8;
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 their progress towards verifying the accuracy of
specified data that has been certified and submitted by school districts. Districts will receive an
email notification when NY SED initiates the Claim Verification process for agiven year. This
notification will identify which districts have been selected to participate in the Clam
Verification process for that year, as well as, provide additional information about the process to

the districts.

Page 57



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 district has been selected to
participate in the Claim Verification process for each of these 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 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 “District
Action Required?’ columns are displayed for the list. The “District Action Required?”
column displaysa“Yes” or “No” to indicate if the selected district isrequired to
participate in the Claim Verification process for this project in the selected year.

Acknowledge Receipt of the Claim Verification Intent Notice

Districts who have been selected to participate the Claim Verification process are required to
acknowledge their receipt of the intent notice that they will receive via email when SED initiates
the Claim Verification process for a particular year. This acknowledgement must be performed
for each Claim Verification project that a district has been selected to participate in.

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

If the district 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 districts (refer to the next step). If the district has already
acknowledged receipt of the intent notification, the user will see the date they performed
this action.
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If the district 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.

Enter a Comment on a Claim Verification Project Form

Claim Verification project forms are defined each year for use in tracking the process of
verifying the accuracy of specified datathat has been certified and submitted by school districts.
District 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 district is required to participate in the project, the user will see the full
Claim Verification form. For participating districts, the top of the form contains the date
the district was notified by SED of their intent to review, the date that any materials are
due, and the date the district acknowledged receipt of the notification of intent to review.
If the user isa District user and has not yet acknowledged receipt of the notification of
intent to review, they will get a hyperlink saying “Districts, Click here to acknowledge
receipt of notification of intent.” Clicking thislink will save the acknowledgement date
for the districts. If the district has acknowledged, the user will see the date they
performed this action.

If the district 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. Comments cannot be entered on Claim Verification
forms for a project that a district has not been selected to participate in.

4. To add anew comment, the user will type the comment details into the text area labeled

“New Comment” and press the “Save Form” button. Comments show on the formin
descending order of created date.
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Review the Claim Verification Activity Log
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 district 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 is
a correspondence, the activity type will show as a hyperlink. Clicking thislink will show the
details of the correspondence that istied to this activity.
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Unit 9:
Output Reports

Unit Overview

In this unit you will learn about viewing and printing Output Reports. These reports are used to
display the amount of State Aid to be paid to adistrict.

View or Print Output Reports from SAMS

To view or print an Output Report within SAMS, follow these steps:

1.

2.

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

In the SAM S application navigate to Reports > Output Reports 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.

Select 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.

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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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. Navigateto the public URL.

2. Select aSchool Y ear.
3. Enter aDistrict Name or BEDS Code.

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

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

Notes:
0 A partial District Name or BEDS Code can be entered and alist of matching districts will
be displayed after clicking on the submit button. Leave both the District Name and
BEDS Code blank to retrieve the full list of districts.
o Thelist of publicly viewable Output Reports will only be displayed for Major and Big 5
School Districts whose primary form sets (A, FB, FT, and ST-3) arein the CLEAN or
greater data state.
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