American Recovery and Reinvestment Act (ARRA)
State Fiscal Stabilization Fund (SFSF) Annual Report
System User Manual
January 2011
U.S. Department of Education 

Office of Elementary and Secondary Education
[image: image1.wmf]

[image: image2.png]Y




OMB Control No. 1810-0705 (expiration date: 12/31/2013)
Paperwork Burden Statement

According to the Paperwork Reduction Act of 1995, no persons are required to respond to a collection of information unless such collection displays a valid OMB control number. Public reporting burden for this collection of information is estimated to average 74 hours per response, including time for reviewing instructions, searching existing data sources, gathering and maintaining the data needed, and completing and reviewing the collection of information. The obligation to respond to this collection is required to obtain or retain benefit (Section 14008 of ARRA) Send comments regarding the burden estimate or any other aspect of this collection of information, including suggestions for reducing this burden, to the U.S. Department of Education, 400 Maryland Ave., SW, Washington, DC 20202-4537 or email ICDocketMgr@ed.gov and reference the OMB Control Number 1810-0705.
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Part I: Introduction to ARRA SFSF Reporting

A. Introduction

Under Section 14008 of Division A of the American Recovery and Reinvestment Act of 2009 (ARRA), each State must submit to the U.S. Department of Education (the Department) a report that describes the uses of the funds provided under the State Fiscal Stabilization Fund (SFSF) program and the impact of those funds on education and other areas.  The statute requires States to submit these reports for each year of the program and at such time and in such manner as the Department may require.  The purpose of this manual is to provide instructions on the process for reporting.

All 50 States, as well as the Commonwealth of Puerto Rico and the District of Columbia are required to use this submit their SFSF annual report.  This manual uses the term “State” to refer to all the entities listed above that have the responsibility to complete and submit a report to the Department.

Each State must submit its initial SFSF annual report by February 18, 2011.  The report will cover the period from the date of the initial grant award through September 30, 2010.  Each State must submit its final SFSF report by February 17, 2012.  The final report will provide data for the period extending through September 30, 2011, the deadline for obligation of SFSF funds. 

SFSF reporting is a paperless process.    States report through a web-based reporting system.  The system is an online tool, developed and maintained by Westat, used by States to meet the reporting requirements on SFSF.  States must use this system to report their data to the Department.  While the Department has attempted to minimize the burden on States by requesting data States may already collect, States may need to develop their own internal systems or processes to collect the necessary information to report to the Department.
The SFSF data are intended to inform Congress and the public about the uses of program funds and the impact of those funds on education and other areas.  States must ensure that their SFSF report is complete and accurate and conforms to the definitions and reporting methods described in this manual.
This manual provides an overview of SFSF reporting for States, including reporting requirements and guidance on using the online reporting system.  States can receive technical assistance with their reporting through Westat.  Contact Westat with questions at SFSF@Westat.com or 888-540-0796.
For purposes of this manual, all screenshots with State-specific data are informational and for display purposes only.  Data shown in screenshots are examples only and do not necessarily represent correct data.
B. Reporting Requirements
By statute, each State report submitted under the SFSF program must include information on:

· The State’s distribution of SFSF funds
· The uses of SFSF funds, including specific information on each modernization, renovation, and repair project supported with SFSF funds
· Tuition and fees for, and enrollment of, in-State students at public institutions of higher education (IHEs)

· The Governor’s estimate of tax increases averted because of the availability of SFSF funds
· The number of jobs estimated to have been saved or created with the funds received
· The State’s progress in:
· Reducing inequities in the distribution of highly qualified teachers
· Implementing a Statewide longitudinal data system
· Developing and implementing valid and reliable assessments for limited English proficient students and children with disabilities
The State SFSF data are collected in both narrative and numeric forms.  Table 1 highlights each section of the report and whether a narrative or numeric response is required.  A narrative response to a question requires typing a response in a text box.  A numeric response asks for you to type a number in a box or upload a data file.  Sections may require only narrative responses, only numeric responses or both types of responses.
Table 1. Types of responses by report section
	Report Section
	Narrative
	Numeric

	I.A. Distribution: ESF-LEA
	
	· 

	I.B. Distribution: ESF-IHE
	
	· 

	I.C. Distribution: GSF-all
	
	· 

	II.A. Uses: ESF-LEA
	· 
	· 

	II.B. Uses: ESF-IHE
	· 
	· 

	II.C. Uses: GSF-all
	· 
	· 

	III.A. Tuition and Fees
	· 
	· 

	III.C. Enrollment
	
	· 

	IV. Tax Increases Averted
	· 
	

	V. Jobs Saved or Created
	
	

	VI. Progress
	· 
	


Note that you will not need to complete Section V (Jobs Saved or Created).  This section will be prefilled with information from the 1512 reports.  This information cannot be changed in the online system.
C. Reporting Cycles
The data elements required refer to different points in time.  For example, some report sections ask for information for specific years while other sections refer to the most recent information available.  Table 2 shows each report section and the corresponding data collection year/cycle for each reporting year.
Table 2. Data collection year/cycle by report section
	Report section
	Reporting year

	
	2011
	2012

	I.A. Distribution: ESF-LEA
	as of September 30, 2010
	as of September 30, 2011

	I.B. Distribution: ESF-IHE
	as of September 30, 2010
	as of September 30, 2011

	I.C. Distribution: GSF-all
	as of September 30, 2010
	as of September 30, 2011

	II.A. Uses: ESF-LEA
	as of September 30, 2010
	as of September 30, 2011

	II.B. Uses: ESF-IHE
	as of September 30, 2010
	as of September 30, 2011

	II.C. Uses: GSF-all
	as of September 30, 2010
	as of September 30, 2011

	III.A. Tuition and Fees
	School years 2008-09, 2009-10, 2010-11
	School year 2011-12

	III.C. Enrollment
	School years 2008-09, 2009-10, 2010-11
	School years 2009-10, 2010-11, 2011-12

	IV. Tax Increases Averted
	Most recent information
	Most recent information

	V. Jobs Saved or Created
	Most recent quarterly report
	Most recent quarterly report

	VI. Progress
	as of September 30, 2010
	as of September 30, 2011


D. Benefits to Using the Online System
The online system has been designed to help States with their reporting process. Benefits to using this system include:

· All States will be reporting in a uniform manner.
· The system allows users to complete the report at their own pace by saving data electronically as they work. 
· Narrative information entered in the first year will be pre-populated in the second year’s report.
· The system contains automated internal edit check functions to help users identify data errors.

Part II: Using the Online System for SFSF Reporting
A. Logging In and Logging Out

To log in to the online reporting system, follow these steps:

1. 
Go to this Website: https://www.sfsf-apr.us.  You may want to bookmark this website or set it as a favorite for future reference.
2. 
Type the username and password emailed to you by Westat in the username and password fields.  Alternatively, you may want to copy and paste the username and password emailed to you by Westat to ensure that they are entered correctly.
3. 
Click the Log In button.  You can also tab to the Log In button and press Enter (see Figure 1).
Figure 1. Login screen
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The first time you log in, you will be prompted to change your password (see Figure 2).  Enter your original password in the Password box.  Create a new password and enter it in the New Password box.  Enter your new password again in the Confirm New Password box to confirm your new password.  Click Change Password to continue.
Your new password must meet the following requirements:
· Must be at least 8 characters in length
· Must contain at least one special character
· Must contain at least one upper case letter
· Must contain at least one lower case letter
· Must contain at least one number
Some examples of a password that meets the requirements are:
· 12!MainSt
· October3#
· edd@2796aF
Use care when creating a new password.  The system will not warn you that your new password may not meet the requirements.  Entering a new password that does not meet the requirements will allow you to continue into the system, but the new password will not work the next time you log in and may cause your account to be locked.
Usernames and passwords are case sensitive.  Be sure that your Caps Lock is not on when you are logging in.
Figure 2. Initial password change
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You can change your password at any time by clicking Change Password at the bottom of the menu on the left side of the screen.

During subsequent logins, if you enter an incorrect username and/or password, you will see a message stating, “Your log in attempt was not successful. Please try again.”  You may then re-enter the correct username and password to log in. 
If you do not remember your username and/or password, click on the “Forgot your password?” link (see Figure 3), and your login information will be sent to you via email.  You must enter your username and click Send Password.  A password confirmation email will be sent to the email address on file for the username you enter.
If you enter an incorrect username and/or password three times, you will be locked out of your account.  The incorrect logins do not necessarily happen consecutively.  For example, if you logged in incorrectly twice two months ago and log in incorrectly once today, you have logged in incorrectly three times and your account will be locked.  This feature is for security purposes; however, it means that you will not be able to access your account.  You must contact Westat, by sending an email to SFSF@Westat.com, to unlock your account.
Figure 3. Forgot your username or password? Link
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In the top right-hand corner of each page, you will see a link called Logout (see Figure 4).  Click on this link when you want to log out of the system.  This will return you to the login page.

Figure 4. Logout
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B. System Security

For security purposes, only one username and password is distributed to each State.  Data are stored on a secure database running on a secure operating system and are accessible only by use of a username and password; thus, you are prevented from viewing others’ data during the reporting period.

The system automatically logs you off the system after 20 minutes of inactivity (activity includes moving to another page, saving the page, etc.).  A time-out warning will notify you that your session is about to expire (see Figure 5).  If data are not saved or if inactivity continues, the session will time out, and you will need to log back into the system.  Data should be saved at least every 15 minutes to avoid losing them.

Save your data at least every 15 minutes! 
Figure 5. Time-out warning
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C. System Features

The following features can be found in the online system:

· Text boxes
· Buttons to
· Save
· Exit Without Save
· Cancel
· Reset 
· View
· Edit
· Delete
· Check Spelling
· Contact SFSF
· Upload files
Text boxes. Single-line text boxes are limited to the size of the displayed box.  Multi-line text boxes do not have a character limit; however, we encourage you to be brief, concise and to the point when entering text.  When referencing a web address, include the entire address (including “http://”). (See Figure 6 for an example of a text box.)

Figure 6. Text box
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Buttons. One or more buttons are in each section.  A description of each is below.

Save: 
Selecting this button saves data in the section and keeps you in that section.  If you will be working on the same section for a long time, we recommend that you save your data at least every 15 minutes (see Security).  Use this button to save your data periodically as you work through a section.
Exit Without Save:
This button will allow you to exit from a particular section without saving the data that were entered.  This section will return to how it appeared the last time you saved it.
Cancel:
Selecting this button will cancel out any work that you entered.  The section that you are working on will return to how it appeared the last time you saved it.
Reset: 
This button will reset all fields in the section to their last saved value.  For example, if you make changes to a saved section but do not want to save the changes, use the Reset button.  The section will return to how it appeared the last time you saved it.
View:
This button will allow you to view information that you have entered.  You cannot make changes to the information from the View page.

Edit:
This button will allow you to edit information you have entered.

Delete:
Selecting this button will delete the entire entry or record.  A pop-up box will ask “Are you sure you want to delete this entry?”  Click OK to delete the entry.  Click Cancel to keep the entry.  Use care when deleting records.  Information that is deleted cannot be recovered.
Check Spelling: 
If you want to check the spelling in a section, click on the button at the bottom of the page marked, "Check Spelling."  A new window will open that lists spelling errors and suggests replacements.  This feature is similar to those used in word processing programs.  In order for the spell-check feature to work properly, your browser must allow pop-up windows.  Please disable any pop-up blockers to use this feature.

Contact SFSF. If you need technical assistance with this system, click the Contact SFSF link on the left side of the page.  Contact Westat with questions at SFSF@Westat.com or 888-540-0796.  You can also send a message to SFSF staff at Westat by completing the form and clicking Send (see Figure 7).
Figure 7. Contact SFSF
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Upload files. Some sections allow you to upload files.  You will first need to attach the file that you want to upload by clicking Browse, navigating to your desired file, selecting the file, clicking Open and then click the upload button (see Figure 8).  Note that if you upload a revised file to the same report section, the existing data in that report section will be overwritten and replaced with the revised data.
Figure 8. Upload files
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D. Report Navigation
Once you log into the system, you will be able to access all sections of the report.  You can access any section of the report by clicking the links on the left side of the page.  You can complete the report in any order and do not need to complete the first section of the report to move on to the next.  Be sure to save your work regularly.  Questions included in the report come from the reporting requirements in ARRA.  Data verification features have been implemented throughout the system to assist you in ensuring the quality and accuracy of the information being reported.

Section III:  Completing the SFSF Report
Introduction
From the left side of the page, click on the link for Introduction.  This page provides basic information about the purpose of reporting and the data collection methodology (see Figure 9).  
Figure 9. Introduction
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State Information
The information entered on this page should identify the individual who is responsible for completing the SFSF report through this website (see Figure 10).  Be sure that the State shown is correct.  Enter your name, phone number and email address.  Once you have entered information in this section, click Save at the bottom of the page.

Figure 10. State Information

[image: image12.jpg]()

dy

User: MDTest  State: MD

Introduction
State Information

istributi
ESF - LEA
ESF - HE
GSF —all

Tuition and Fees
Envoliment
Tax Increases Averted
Jobs Saved or Created |

Progress

Pre-certification

Contact SFSF

Change Password

State Information

Logout

The information entered on this page should identify the individual who is responsible for completing the SFSF report through this web site.

Report Year: 2010
State: MD

satatons ]

Frstteme ]

T
L

If there are any problems please contact: SFSF@Westat.com or call 888-540-0796

I R e CoEEE B






Section I.A. Distribution: ESF-LEA
Click on the link on the left side menu for Section I.A. Distribution: ESF-LEA. 
Under the SFSF program, a Governor had discretion as to when the Education Stabilization Fund would be made available to Local Education Agencies (LEAs) and how much funding would be available in any fiscal year.  
At the top of the page, enter the total amount of Education Stabilization Funds that the State made available to each LEA for obligation as of September 30, 2010.  This amount is the amount of Education Stabilization Fund that the LEA could have used to meet allowable expenses during the period.  It is not necessarily the same amount an LEA obligated during the period.  Save your data using the Save button.  Click Cancel to cancel out any data that you entered.  The information will return to how it appeared the last time you saved it.
Provide a list of the LEAs in the State, the National Center for Educational Statistics (NCES) District ID for each LEA, and the total amount of Education Stabilization funds that the State made available to each LEA for obligation, as of September 30, 2010 (see Figure 11).  Do not include Government Services funds dollars in this list.  A unique NCES ID code is required for each LEA listed.  If an LEA does not have an NCES ID code, use the code 9999999.

This system includes two methods of providing data: data entry and template upload.
Data entry: To add an LEA to the list, click the Add New LEA Manually button at the top or bottom of the table.  In the middle of the screen, enter the LEA Name, NCES ID number and the amount of funds made available.  Click Save to save your work.  Click Exit Without Save to exit from this entry without saving the data that were entered.  Click Reset to reset all fields in this entry to their last saved value.  The LEA you added will be included in the table in alphabetical order.

Template upload: An Excel (.xls) template is available for you to upload a large set of data at one time.  Be sure that the template is filled out completely before it is uploaded.  Data can be copied and pasted from an existing file into the template.  Alternatively, an existing Excel file can be formatted to match the template (e.g., tab must be labeled DATA, same column headings must be used, file must be saved as .xls).  Each time a file upload is performed, the system replaces the existing data in this table with the newly uploaded data.  Data previously uploaded will be deleted.  Data uploaded can be edited manually at any time until the report is certified and submitted.  If a large amount of data in the table must be revised, it is suggested that the data be corrected in the Excel template and reuploaded.
Click on the “Template” link to download the Excel (.xls) template for the LEAs.  Save the template to your computer.  On the DATA tab, enter into the template all of the data you will include for all of the LEAs (see table below for template variables and values).  When your template for the LEAs is complete, click the “Upload All LEAs” button in this section.  Browse to the template file and click “Upload” (see Figure 12).  The data from your template will populate the data table.
LEATemplate.xls—Template variables and values

	Variable name
	Value

	REPORTYEAR
	2010

	LEANAME
	Name of LEA

	NCESID
	7-digit NCES code (use 9999999 if the LEA does not have an NCES code)

	FUNDSMADEAVAILABLE
	Amount of funds that the State made available to the LEA for obligation as of September 30, 2010 (do not include $)


To search the list of LEAs, use the Search Field feature above the table.  From the drop-down menu, select either LEA Name or NCES ID.  In the Contains box, enter the LEA you are looking for.  For example, if you select LEA Name from the drop-down box, you would enter the name of the LEA you are searching for (e.g., Baltimore City Public Schools).  If you select NCES ID, you would enter the NCES ID of the LEA you are searching for (e.g., 2400120).  Click Filter.  Any records matching your search criteria will be shown in the table.  If no records match your criteria, you will receive the message “No data is available for editing!”  To clear the filter, change the Search Field to the blank entry.  Click Filer.
You can change the data about an LEA by clicking the Edit button in the row you want to edit.  Boxes will appear in the LEA Name, NCES ID and Funds Made Available columns.  Enter the revised data, click Save.  Click Cancel if you do not want to save your change.

You can delete an LEA by clicking Delete in the row you want to delete.  A pop-up box will ask “Are you sure you want to delete this entry?”  Click OK to delete the entry.  Click Cancel to keep the entry.  Use care when deleting records.  Information that is deleted cannot be recovered.

Allow ample time for this page to load.  States with a large amount of data on this page may experience a delay while this page loads or while data are being saved.
You can enter data on a rolling basis, so you do not necessarily need to complete Section I.A before moving on to the next section.  You can respond to one or two questions in this section, save your data and then navigate to another section of the report.
Figure 11. Section I.A. Distribution: ESF-LEA
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Figure 12. Section I.A. Distribution: ESF-LEA Upload
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Section I.B. Distribution: ESF-IHE
Click on the link on the left side menu for Section I.B. Distribution: ESF-IHE. 
Under the SFSF program, a Governor had discretion as to when the Education Stabilization Fund would be made available to public Institutions of Higher Education (IHEs) and how much funding would be available in any fiscal year.

At the top of the page, enter the total amount of Education Stabilization Funds that the State made available to each public IHE for obligation as of September 30, 2010.  This amount is the amount of Education Stabilization Fund that the IHE could have used to meet allowable expenses during the period.  It is not necessarily the same amount an IHE obligated during the period.  Save your data using the Save button.  Click Cancel to cancel out any data that you entered.  The information will return to how it appeared the last time you saved it.
Identify the public IHEs in the State, the Integrated Postsecondary Education Data System (IPEDS) UNITID for each IHE, and the total amount of Education Stabilization funds that the State made available to each public IHE for obligation, as of September 30, 2010 (see Figure 13).  Do not include Government Services funds dollars in this list.  A unique IPEDS ID code is required for each IHE listed.  If an IHE does not have an IPEDS ID code, use the code 999999.

This system includes two methods of providing data: data entry and template upload.
Data entry: To add an IHE to the list, click the Add New IHE Manually button at the top or bottom of the table.  In the middle of the screen, enter the IHE Name, IPEDS ID number, the type of IHE (select 2-year or 4-year) and the amount of funds made available.  Click Save to save your work.  Click Exit Without Save to exit from this entry without saving the data that were entered.  Click Reset to reset all fields in this entry to their last saved value.  The IHE you added will be included in the table in alphabetical order.

Template upload: An Excel (.xls) template is available for you to upload a large set of data at one time.  Be sure that the template is filled out completely before it is uploaded.  Data can be copied and pasted from an existing file into the template.  Alternatively, an existing Excel file can be formatted to match the template (e.g., tab must be labeled DATA, same column headings must be used, file must be saved as .xls).  Each time a file upload is performed, the system replaces the existing data in this table with the newly uploaded data.  Data previously uploaded will be deleted.  Data uploaded can be edited manually at any time until the report is certified and submitted.  If a large amount of data in the table must be revised, it is suggested that the data be corrected in the Excel template and reuploaded.

Note that the template available in this section also includes the data for the Tuition and Fees and Enrollment sections of the report.  
Click on the “Template” link to download the Excel (.xls) template for the IHEs.  Save the template to your computer.  On the DATA tab, enter into the template all of the data you will include for all of the IHEs (see table below for template variables and values).  When your template for the IHEs is complete, click the “Upload All IHEs” button in this section.  Browse to the template file and click “Upload.”  The data from your template will populate the data tables.
IHETemplate.xls—Template variables and values

	Variable name
	Value

	REPORTYEAR
	2010

	IHENAME
	Name of IHE

	IPEDS
	6-digit IPEDS code (use 999999 if the IHE does not have an IPEDS code)

	TUITIONYEAR
	2 or 4

	FUNDSMADEAVAILABLE
	Amount of funds that the State made available to the LEA for obligation as of September 30, 2010 (do not include $)

	Tuition0809
	The average annual undergraduate tuition for full-time in-State students at the beginning of the 2008-2009 school year (do not include $)

	Fees0809
	The average annual undergraduate mandatory fees for full-time in-State students at the beginning of the 2008-2009 school year (do not include $)

	Tuition0910
	The average annual undergraduate tuition for full-time in-State students at the beginning of the 2009-2010 school year (do not include $)

	Fees0910
	The average annual undergraduate mandatory fees for full-time in-State students at the beginning of the 2009-2010 school year (do not include $)

	Tuition1011
	The average annual undergraduate tuition for full-time in-State students at the beginning of the 2010-2011 school year (do not include $)

	Fees1011
	The average annual undergraduate mandatory fees for full-time in-State students at the beginning of the 2010-2011 school year (do not include $)

	EnrollFull0809
	The number of full-time undergraduate in-State students enrolled in the institution at the beginning of the 2008-2009 school year

	EnrollPart0809
	The number of part-time undergraduate in-State students enrolled in the institution at the beginning of the 2008-2009 school year

	EnrollFull0910
	The number of full-time undergraduate in-State students enrolled in the institution at the beginning of the 2009-2010 school year

	EnrollPart0910
	The number of part-time undergraduate in-State students enrolled in the institution at the beginning of the 2009-2010 school year

	EnrollFull1011
	The number of full-time undergraduate in-State students enrolled in the institution at the beginning of the 2010-2011 school year

	EnrollPart1011
	The number of part-time undergraduate in-State students enrolled in the institution at the beginning of the 2010-2011 school year

	NeedsFull0809
	Of the number of full-time undergraduate in-State students enrolled in the institution at the beginning of the 2008-2009 school year, the number of such students eligible for any need-based financial assistance (including Pell grants)

	NeedsPart0809
	Of the number of part-time undergraduate in-State students enrolled in the institution at the beginning of the 2008-2009 school year, the number of such students eligible for any need-based financial assistance (including Pell grants)

	NeedsFull0910
	Of the number of full-time undergraduate in-State students enrolled in the institution at the beginning of the 2009-2010 school year, the number of such students eligible for any need-based financial assistance (including Pell grants)

	NeedsPart0910
	Of the number of part-time undergraduate in-State students enrolled in the institution at the beginning of the 2009-2010 school year, the number of such students eligible for any need-based financial assistance (including Pell grants)

	NeedsFull1011
	Of the number of full-time undergraduate in-State students enrolled in the institution at the beginning of the 2010-2011 school year, the number of such students eligible for any need-based financial assistance (including Pell grants)

	NeedsPart1011
	Of the number of part-time undergraduate in-State students enrolled in the institution at the beginning of the 2010-2011 school year, the number of such students eligible for any need-based financial assistance (including Pell grants)

	PellFull0809
	Of the number of full-time undergraduate in-State students enrolled in the institution at the beginning of the 2008-2009 school year, the number of such students eligible for Pell grants

	PellPart0809
	Of the number of part-time undergraduate in-State students enrolled in the institution at the beginning of the 2008-2009 school year, the number of such students eligible for Pell grants

	PellFull0910
	Of the number of full-time undergraduate in-State students enrolled in the institution at the beginning of the 2009-2010 school year, the number of such students eligible for Pell grants

	PellPart0910
	Of the number of part-time undergraduate in-State students enrolled in the institution at the beginning of the 2009-2010 school year, the number of such students eligible for Pell grants

	PellFull1011
	Of the number of full-time undergraduate in-State students enrolled in the institution at the beginning of the 2010-2011 school year, the number of such students eligible for Pell grants

	PellPart1011
	Of the number of part-time undergraduate in-State students enrolled in the institution at the beginning of the 2010-2011 school year, the number of such students eligible for Pell grants


To search the list of IHEs, use the Search Field feature above the table.  From the drop-down menu, select either IHE Name or IPEDS ID.  In the Contains box, enter the IHE you are looking for.  For example, if you select IHE Name from the drop-down box, you would enter the name of the IHE you are searching for (e.g., University of Baltimore).  If you select IPEDS ID, you would enter the IPEDS ID of the IHE you are searching for (e.g., 161873).  Click Filter.  Any records matching your search criteria will be shown in the table.  If no records match your criteria, you will receive the message “No data is available for editing!”  To clear the filter, change the Search Field to the blank entry.  Click Filer.
You can change the data about an IHE by clicking the Edit button in the row you want to edit.  Boxes will appear in the IHE Name, IPEDS ID, 2-year or 4 year and Funds Made Available columns.  Enter the revised data, click Save.  Click Cancel if you do not want to save your change.

You can delete an IHE by clicking Delete in the row you want to delete.  A pop-up box will ask “Are you sure you want to delete this entry?”  Click OK to delete the entry.  Click Cancel to keep the entry.  Use care when deleting records.  Information that is deleted cannot be recovered.

Allow ample time for this page to load.  States with a large amount of data on this page may experience a delay while this page loads or while data are being saved.

You can enter data on a rolling basis, so you do not necessarily need to complete Section I.B before moving on to the next section.  You can respond to one or two questions in this section, save your data and then navigate to another section of the report.
Figure 13. Section I.B. Distribution: ESF-IHE
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Section I.C. Distribution: GSF-all
Click on the link on the left side menu for Section I.C. Distribution: GSF-all. 
Under the SFSF program, a Governor had discretion as to when the Government Services funds would be made available to LEAs, IHEs and other entities and how much funding would be available in any fiscal year.

At the top of the page, enter the total amount of Government Services funds that the State made available to all entities for obligation as of September 30, 2010.  This amount is the amount of Government Services funds that the entity could have used to meet allowable expenses during the period.  It is not necessarily the same amount an entity obligated during the period.  Save your data using the Save button.  Click Cancel to cancel out any data that you entered.  The information will return to how it appeared the last time you saved it.
Identify the entities (including State agencies) to which the State has awarded Government Services funds, and the total amount of Government Services funds that the State made available to each entity for obligation, as of September 30, 2010 (see Figure 14).
It is recommended that data be reported at the subrecipient level (similar to 1512 reporting).  For example, provide data for the Department of Corrections, not the Washington County Correctional Facility.  If the State chooses to report at a more detailed level, be sure to disaggregate the data and not report the same data at the subrecipient level (e.g., Department of Corrections) and the detailed level (e.g., Washington County Correctional Facility).

A unique Entity ID code is required for each entity listed.  If the entity is an LEA or IHE, use the NCES ID or IPEDS ID, as appropriate.  If the entity is neither an LEA nor an IHE, use the code the state uses to identify the entity.  If the state has not assigned an identification code to the entity, use following codes to identify the type of entity:

	Entity type
	Entity ID Code

	Public safety
	000001

	Public assistance
	000002

	Transportation
	000003

	Public health
	000004

	State administration
	000005

	Other
	000006


If an entity does not have an ID code, use the code 9999999.

This system includes two methods of providing data: data entry and template upload.
Data entry: To add an entity to the list, click the Add New Entity Manually button at the top or bottom of the table.  In the middle of the screen, enter the Entity Name, Entity ID number and the amount of funds made available.  Click Save to save your work.  Click Exit Without Save to exit from this entry without saving the data that were entered.  Click Reset to reset all fields in this entry to their last saved value.  The entity you added will be included in the table in alphabetical order.

Template upload: Template upload: An Excel (.xls) template is available for you to upload a large set of data at one time.  Be sure that the template is filled out completely before it is uploaded.  Data can be copied and pasted from an existing file into the template.  Alternatively, an existing Excel file can be formatted to match the template (e.g., tab must be labeled DATA, same column headings must be used, file must be saved as .xls).  Each time a file upload is performed, the system replaces the existing data in this table with the newly uploaded data.  Data previously uploaded will be deleted.  Data uploaded can be edited manually at any time until the report is certified and submitted.  If a large amount of data in the table must be revised, it is suggested that the data be corrected in the Excel template and reuploaded.

Click on the “Template” link to download the Excel (.xls) template for the entities.  Save the template to your computer.  On the DATA tab, enter into the template all of the data you will include for all of the entities (see table below for template variables and values).  When your template for the entities is complete, click the “Upload All GSFs” button in this section.  Browse to the template file and click “Upload”.  The data from your template will populate the data table.
GSFTemplate.xls—Template variables and values

	Variable name
	Value

	REPORTYEAR
	2010

	ENTITYNAME
	Name of entity

	ENTITYID
	ID code (see above, use 9999999 if the entity does not have an ID code)

	FUNDSMADEAVAILABLE
	Amount of funds that the State made available to the entity for obligation as of September 30, 2010 (do not include $)


To search the list of entities, use the Search Field feature above the table.  From the drop-down menu, select either Entity Name or Entity ID.  In the Contains box, enter the entity you are looking for.  For example, if you select Entity Name from the drop-down box, you would enter the name of the entity you are searching for (e.g., Corrections Department).  If you select Entity ID, you would enter the Entity ID of the entity you are searching for (e.g., NMCD001).  Click Filter.  Any records matching your search criteria will be shown in the table.  If no records match your criteria, you will receive the message “No data is available for editing!”  To clear the filter, change the Search Field to the blank entry.  Click Filer.
You can change the data about an entity by clicking the Edit button in the row you want to edit.  Boxes will appear in the Entity Name, Entity ID and Funds Made Available columns.  Enter the revised data, click Save.  Click Cancel if you do not want to save your change.

You can delete an entity by clicking Delete in the row you want to delete.  A pop-up box will ask “Are you sure you want to delete this entry?”  Click OK to delete the entry.  Click Cancel to keep the entry.  Use care when deleting records.  Information that is deleted cannot be recovered.

Allow ample time for this page to load.  States with a large amount of data on this page may experience a delay while this page loads or while data are being saved.

You can enter data on a rolling basis, so you do not necessarily need to complete Section I.C before moving on to the next section.  You can respond to one or two questions in this section, save your data and then navigate to another section of the report.
Figure 14. Section I.C. Distribution: GSF-all
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Section II.A. Uses: ESF-LEA
On the left side of the page, click on the link for Section II.A. Uses: ESF-LEA (see Figure 15). 
In the text box, provide a concise narrative of how LEAs in your State have generally used Education Stabilization funds (ESF), and the impact that the funds had on elementary and secondary education in your State.  Use the Check Spelling button to check your spelling.
Estimate the amount of Education Stabilization funds that the State has drawn down, as of September 30, 2010, on behalf of LEAs under each of the following categories:

· Salaries and benefits;
· Contracts for construction, modernization, renovation, or repair projects; and
· Other (i.e., costs other than those for salaries and benefits or contracts for construction, modernization, renovation, or repair projects).  

These are estimates of the amount spent statewide in each category, not estimates for each individual LEA.   Do not leave any categories blank.  If no funds were spent in a category, enter 0 for that category.  The total amount of ESF dollars entered on the Distribution: ESF-LEA page will be displayed on the “Total amount of Education Stabilization funds drawn down on behalf of LEAs” line on this page.  The total amount for the three categories cannot be larger than the total amount of Education Stabilization funds that the State drew down on behalf of LEAs through September 30, 2010.
Once you have entered information in this section, save your data using the Save button on this page.  A total amount of funds will be automatically calculated.  Click Reset to undo the changes you made and return the entry to the previously saved information.  
Finally, provide a concise description of each construction, modernization, renovation, or repair project that an LEA carried out under contracts supported in whole or in part with Education Stabilization funds.  (See note below on using infrastructure certifications to meet this requirement.)  Include in this description the identification of the applicable LEA, the amount of Education Stabilization funds supporting the project, and the total project costs.  For purposes of the SFSF annual reports, projects are comprehensive, coordinated tasks that generally involve multiple planning and implementation stages (e.g., renovation of a science laboratory) as opposed to routine, isolated events (e.g., replacement of a broken window).

Be sure that the amount of Education Stabilization funds supporting the project is less than or equal to the total project cost.  If the amount of Education Stabilization funds supporting the project is more than the total project cost, you will not be able to submit your report.

A State may meet this reporting requirement by providing a link in the text box at the top of this page to the website containing the infrastructure certifications required under Section 1511 of the ARRA.  Add the link after the text entered in the text box.  If your State provides a link to meet this reporting requirement, do not complete the table of activities.
An NCES ID code is required for each LEA listed.  If an LEA does not have an NCES ID code, use the code 9999999.

Figure 15. Section II.A. Uses: ESF-LEA
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This system includes two methods of providing data: data entry and template upload.
Data entry: To add a construction, modernization, renovation or repair project to an LEA listed, click the Add/View Activities button in the row for the LEA.  On the next page, click Add New Activity (see Figure 16).  Enter the amount of ESF dollars used for the project, the total cost of the project and a description of the activities involved in the project.  Click Save to save your work.  Click Exit Without Save to exit from this entry without saving the data that were entered.  Click Reset to reset all fields in this entry to their last saved value.  Click Check Spelling to check your spelling.  To return to the main Uses of Education Stabilization funds by LEAs page, click the Back to Uses LEA page link.  The project you added will be included in the count of total Activity Entries column for that LEA.  The total amount of ESF dollars used for project activities by the LEA will be calculated by adding the ESF dollars used for each project; the total will be shown in the SFSF $ column.
Template upload: Template upload: An Excel (.xls) template is available for you to upload a large set of data at one time.  Be sure that the template is filled out completely before it is uploaded.  Data can be copied and pasted from an existing file into the template.  Alternatively, an existing Excel file can be formatted to match the template (e.g., tab must be labeled DATA, same column headings must be used, file must be saved as .xls).  Each time a file upload is performed, the system replaces the existing data in this table with the newly uploaded data.  Data previously uploaded will be deleted.  Data uploaded can be edited manually at any time until the report is certified and submitted.  If a large amount of data in the table must be revised, it is suggested that the data be corrected in the Excel template and reuploaded.

Click on the “Template” link to download the Excel (.xls) template for the LEAs.  Save the template to your computer.  On the DATA tab, enter into the template all of the data you will include for all of the LEAs (see table below for template variables and values).  When your template for the LEAs is complete, click the “Upload LEA Activities” button in this section.  Browse to the template file and click “Upload.”  The data from your template will populate the data table.
LEAActivitiesTemplate.xls—Template variables and values

	Variable name
	Value

	REPORTYEAR
	2010

	LEANAME
	Name of LEA

	NCESID
	7-digit NCES code (use 9999999 if the LEA does not have an NCES code)

	SFSF$
	Amount of ESF dollars used for the project (do not use $)

	TOTAL$
	Total cost of the project (do not use $)

	ACTIVITIES
	Description of the activities involved in the project


Figure 16. Section II.A. Add New Activity
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To filter the list of LEAs, use the Search Field feature above the table.  From the drop-down menu, select either LEA Name or NCES ID.  In the Contains box, enter the LEA you are looking for.  For example, if you select LEA Name from the drop-down box, you would enter the name of the LEA you are searching for (e.g., Baltimore City Public Schools).  If you select NCES ID, you would enter the NCES ID of the LEA you are searching for (e.g., 2400120).  Click Filter.  Any records matching your search criteria will be shown in the table.  If no records match your criteria, you will receive the message “No data is available for editing!”  To clear the filter, change the Search Field to the blank entry.  Click Filer.
The LEAs listed in the table are the same as the LEAs listed in Section I.A. Distribution: ESF-LEA.  To add an LEA to the list, see Section I.A. Distribution: ESF-LEA of this manual.
To add a construction, modernization, renovation or repair project to an LEA listed or view or change a project, click the Add/View Activities button in the row for the LEA (see Figure 17).  You can view an activity by clicking View in the row you want to view (see Figure 18).  On the next page, you can view the activity details, but not make any changes.  Click Close to return to the previous page. 
Figure 17. Section II.A. Add/View Activities
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Figure 18. Section II.A. View Activity 
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You can edit an activity by clicking Edit in the row you want to change (see Figure 19).  On the next page, you will be able to edit the amount of ESF funds used for the project, the total cost of the project and the description of the project.  Be sure that you are entering information for the correct LEA by checking the name and NCES ID code of the LEA listed at the top of the page.  Click the Save button to save your changes and return to the previous page.  Click Edit Without Save to exit the page and not save your changes.  Click Reset to undo the changes you made and return the entry to the previously saved information.  Click Check Spelling to check your spelling on this page.

Figure 19. Section II.A. Edit Activity
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You can delete an activity by clicking Delete in the row you want to delete.  A pop-up box will ask “Are you sure you want to delete this entry?”  Click OK to delete the entry.  Click Cancel to keep the entry.  Use care when deleting records.  Information that is deleted cannot be recovered.
To return to the main Uses of Education Stabilization funds by LEAs page, click the Back to Uses LEA page link.  Allow ample time for this page to load.  States with a large amount of data on this page may experience a delay while this page loads or while data are being saved.
You can enter data on a rolling basis, so you do not necessarily need to complete Section II.A before moving on to the next section.  You can respond to one or two questions in this section, save your data and then navigate to another section of the report.
Section II.B. Uses: ESF-IHE
On the left side of the page, click on the link for Section II.B. Uses: ESF-IHE (see Figure 20).

In the text box, provide a concise narrative of how public IHEs in your State have generally used Education Stabilization funds (ESF), and the impact that the funds have had on postsecondary education in your State.  Use the Check Spelling button to check your spelling.

Estimate the amount of Education Stabilization funds that the State has drawn down, as of September 30, 2010, on behalf of IHEs under each of the following categories:

· Salaries and benefits;

· Student financial assistance;

· Contracts for modernization, renovation, or repair projects; and
· Other (i.e., costs other than those for salaries, student financial assistance, or contracts for modernization, renovation, or repair projects).  

These are estimates of the amount spent statewide in each category, not estimates for each individual IHE.   Do not leave any categories blank.  If no funds were spent in a category, enter 0 for that category.  The total amount of ESF dollars entered on the Distribution: ESF-IHE page will be displayed on the “Total amount of Education Stabilization funds drawn down on behalf of IHEs” line on this page.  The total amount for the three categories cannot be larger than the total amount of Education Stabilization funds that the State drew down on behalf of IHEs through September 30, 2010.  
Once you have entered information in this section, save your data using the Save button on this page.  A total amount of funds will be automatically calculated.  Click Reset to undo the changes you made and return the entry to the previously saved information.  
Finally, provide a concise description of each modernization, renovation, or repair project that a public IHE carried out under contracts supported in whole or in part with Education Stabilization funds.  (See note below on using infrastructure certifications to meet this requirement.)  Include in this description the identification of the applicable IHE, the amount of Education Stabilization funds supporting the project, and the total project costs.  For purposes of the SFSF annual reports, projects are comprehensive, coordinated tasks that generally involve multiple planning and implementation stages (e.g., renovation of a science laboratory) as opposed to routine, isolated events (e.g., replacement of a broken window).

Be sure that the amount of Education Stabilization funds supporting the project is less than or equal to the total project cost.  If the amount of Education Stabilization funds supporting the project is more than the total project cost, you will not be able to submit your report.

A State may meet this reporting requirement by providing a link in the text box at the top of this page to the website containing the infrastructure certifications required under Section 1511 of the ARRA.  Add the link after the text entered in the text box.  If your State provides a link to meet this reporting requirement, do not complete the table of activities.
An IPEDS ID code is required for each IHE listed.  If an IHE does not have an IPEDS ID code, use the code 999999.

This system includes two methods of providing data: data entry and template upload.
Data entry: To add a construction, modernization, renovation or repair project to an IHE listed, click the Add/View Activities button in the row for the IHE.  On the next page, click Add New Activity.  Enter the amount of ESF dollars used for the project, the total cost of the project and a description of the activities involved in the project.  Click Save to save your work.  Click Exit Without Save to exit from this entry without saving the data that were entered.  Click Reset to reset all fields in this entry to their last saved value.  Click Check Spelling to check your spelling.  To return to the main Uses of Education Stabilization funds by public IHEs page, click the Back to Uses IHE page link.  The project you added will be included in the count of total Activity Entries column for that IHE.  The total amount of ESF dollars used for project activities by the IHE will be calculated by adding the ESF dollars used for each project; the total will be shown in the SFSF $ column.

Template upload: Template upload: An Excel (.xls) template is available for you to upload a large set of data at one time.  Be sure that the template is filled out completely before it is uploaded.  Data can be copied and pasted from an existing file into the template.  Alternatively, an existing Excel file can be formatted to match the template (e.g., tab must be labeled DATA, same column headings must be used, file must be saved as .xls).  Each time a file upload is performed, the system replaces the existing data in this table with the newly uploaded data.  Data previously uploaded will be deleted.  Data uploaded can be edited manually at any time until the report is certified and submitted.  If a large amount of data in the table must be revised, it is suggested that the data be corrected in the Excel template and reuploaded.

Click on the “Template” link to download the Excel (.xls) template for the IHEs.  Save the template to your computer.  On the DATA tab, enter into the template all of the data you will include for all of the IHEs (see table below for template variables and values).  When your template for the IHEs is complete, click the “Upload IHE Activities” button in this section.  Browse to the template file and click “Upload.”  The data from your template will populate the data table.
IHEActivitiesTemplate.xls​—Template variables and values

	Variable name
	Value

	REPORTYEAR
	2010

	IHENAME
	Name of IHE

	IPEDS
	6-digit IPEDS code (use 9999999 if the IHE does not have an IPEDS code)

	SFSF$
	Amount of ESF dollars used for the project (do not use $)

	TOTAL$
	Total cost of the project (do not use $)

	ACTIVITIES
	Description of the activities involved in the project


To search the list of IHEs, use the Search Field feature above the table.  From the drop-down menu, select either IHE Name or IPEDS.  In the Contains box, enter the IHE you are looking for.  For example, if you select IHE Name from the drop-down box, you would enter the name of the IHE you are searching for (e.g., University of Baltimore).  If you select IPEDS, you would enter the IPEDS ID of the IHE you are searching for (e.g., 161873).  Click Filter.  Any records matching your search criteria will be shown in the table.  If no records match your criteria, you will receive the message “No data is available for editing!”  To clear the filter, change the Search Field to the blank entry.  Click Filer.
The IHEs listed in the table are the same as the IHEs listed in Section I.B. Distribution: ESF-IHE.  To add an IHE to the list, see Section I.B. Distribution: ESF IHE of this manual.

Figure 20. Section II.B. Uses: ESF-IHE
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You can add a new IHE construction, modernization, renovation, or repair project or view or change the description of the projects by clicking the Add/View Activities button in the IHE row (see Figure 21).  You can view an activity by clicking View in the row you want to view.  On the next page, you can view the activity details, but not make any changes.  Click Close to return to the previous page. 

Figure 21. Section II.B. Add/View Activities
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You can edit an activity by clicking Edit in the row you want to change.  On the next page, you will be able to edit the amount of ESF funds used for the project, the total cost of the project and the description of the project.  Be sure that you are entering information for the correct IHE by checking the name and IPEDS ID code of the IHE listed at the top of the page.  Click the Save button to save your changes and return to the previous page.  Click Edit Without Save to exit the page and not save your changes.  Click Reset to undo the changes you made and return the entry to the previously saved information.  Click Check Spelling to check your spelling on this page.

You can delete an activity by clicking Delete in the row you want to delete.  A pop-up box will ask “Are you sure you want to delete this entry?”  Click OK to delete the entry.  Click Cancel to keep the entry.  Use care when deleting records.  Information that is deleted cannot be recovered.

To return to the main Uses of Education Stabilization funds by public IHEs page, click the Back to Uses IHE page link.  Allow ample time for this page to load.  States with a large amount of data on this page may experience a delay while this page loads or while data are being saved.
You can enter data on a rolling basis, so you do not necessarily need to complete Section II.B before moving on to the next section.  You can respond to one or two questions in this section, save your data and then navigate to another section of the report.
Section II.C. Uses: GSF-all
On the left side of the page, click on the link for Section II.C. Uses: GSF-all (see Figure 22).

In the text box, provide a concise narrative of how entities in your State (including State agencies) have generally used Government Services funds (GSF), and how the funds have affected the State’s provision of services.  Use the Check Spelling button to check your spelling.

Next, for each entity (including LEAs, public IHEs, and State agencies) that received Government Services funds, estimate the amount of Government Services funds that the State has drawn down, as of September 30, 2010, on behalf of its subrecipients under the following categories: 

· Elementary and secondary education (excluding construction, modernization, renovation, or repair of public school facilities);
· Construction, modernization, renovation, or repair of public school facilities;

· Public IHEs (excluding modernization, renovation, or repair of public IHE facilities);

· Modernization, renovation, or repair of public IHE facilities;

· Public safety;
· Public assistance;
· Transportation; and
· Other

These are estimates of the amount spent statewide in each category, not estimates for each individual entity.   Do not leave any categories blank.  If no funds were spent in a category, enter 0 for that category.  The total amount of GSF dollars entered on the Distribution: GSF-all page will be displayed on the “Total amount of Government Services funds drawn down on behalf of GSF entities” line on this page.  The total amount for all categories cannot be larger than the total amount of Government Services funds that the State drew down on behalf of entities through September 30, 2010.  
Once you have entered information in this section, save your data using the Save button on this page.  A total amount of funds will be automatically calculated.
Finally, provide a concise description of each modernization, renovation, or repair project that an entity carried out under contracts supported in whole or in part with Government Services funds.  (See note below on using infrastructure certifications to meet this requirement.)  Include in this description the identification of the applicable entity, the amount of Government Services funds supporting the project, and the total project costs.  For purposes of the SFSF annual reports, projects are comprehensive, coordinated tasks that generally involve multiple planning and implementation stages (e.g., renovation of a science laboratory) as opposed to routine, isolated events (e.g., replacement of a broken window).

Be sure that the amount of Government Services funds supporting the project is less than or equal to the total project cost.  If the amount of Government Services funds supporting the project is more than the total project cost, you will not be able to submit your report.

A State may meet this reporting requirement by providing a link in the text box at the top of this page to the website containing the infrastructure certifications required under Section 1511 of the ARRA.  Add the link after the text entered in the text box.  If your State provides a link to meet this reporting requirement, do not complete the table of activities.
It is recommended that data be reported at the subrecipient level (similar to 1512 reporting).  For example, provide data for the Department of Corrections, not the Washington County Correctional Facility.  If the State chooses to report at a more detailed level, be sure to disaggregate the data and not report the same data at the subrecipient level (e.g., Department of Corrections) and the detailed level (e.g., Washington County Correctional Facility).

An Entity ID code is required for each entity listed.  If the entity is an LEA or IHE, use the NCES ID or IPEDS ID, as appropriate.  If an entity does not have an ID code, use the code 999999.

This system includes two methods of providing data: data entry and template upload.
Data entry: To add a construction, modernization, renovation or repair project to an entity listed, click the Add/View Activities button in the row for the entity.  On the next page, click Add New Activity.  Enter the amount of GSF dollars used for the project, the total cost of the project and a description of the activities involved in the project.  Click Save to save your work.  Click Exit Without Save to exit from this entry without saving the data that were entered.  Click Reset to reset all fields in this entry to their last saved value.  Click Check Spelling to check your spelling.  To return to the main Uses of Government Services funds by entities page, click the Back to Uses GSF page link.  The project you added will be included in the count of total Activity Entries column for that entity.  The total amount of GSF dollars used for project activities by the entity will be calculated by adding the GSF dollars used for each project; the total will be shown in the SFSF $ column.

Template upload: Template upload: An Excel (.xls) template is available for you to upload a large set of data at one time.  Be sure that the template is filled out completely before it is uploaded.  Data can be copied and pasted from an existing file into the template.  Alternatively, an existing Excel file can be formatted to match the template (e.g., tab must be labeled DATA, same column headings must be used, file must be saved as .xls).  Each time a file upload is performed, the system replaces the existing data in this table with the newly uploaded data.  Data previously uploaded will be deleted.  Data uploaded can be edited manually at any time until the report is certified and submitted.  If a large amount of data in the table must be revised, it is suggested that the data be corrected in the Excel template and reuploaded.

Click on the “Template” link to download the Excel (.xls) template for the entities.  Save the template to your computer.  On the DATA tab, enter into the template all of the data you will include for all of the entities (see table below for template variables and values).  When your template for the entities is complete, click the “Upload GSF Activities” button in this section.  Browse to the template file and click “Upload.”  The data from your template will populate the data table.
GSFActivitiesTemplate.xls —Template variables and values  
	Variable name
	Value

	REPORTYEAR
	2010

	ENTITYNAME
	Name of IHE

	ENTITYID
	ID code (see Section I.C, use 9999999 if the entity does not have an ID code)

	SFSF$
	Amount of GSF dollars used for the project (do not use $)

	TOTAL$
	Total cost of the project (do not use $)

	ACTIVITIES
	Description of the activities involved in the project


To search the list of entities, use the Search Field feature above the table.  From the drop-down menu, select either Entity Name or Entity ID.  In the Contains box, enter the entity you are looking for.  For example, if you select Entity Name from the drop-down box, you would enter the name of the entity you are searching for (e.g., Corrections Department).  If you select Entity ID, you would enter the Entity ID of the entity you are searching for (e.g., NMCD001).  Click Filter.  Any records matching your search criteria will be shown in the table.  If no records match your criteria, you will receive the message “No data is available for editing!”  To clear the filter, change the Search Field to the blank entry.  Click Filer.
The entities listed in the table are the same as the entities listed in Section I.C. Distribution: GSF-all.  To add an entity to the list, see Section I.C. Distribution: GSF-all of this manual.

Figure 22. Section II.C. Uses: GSF-all
[image: image24.jpg]()

dy

User: MDTest  State: MD

n | Uses of Government Services funds by entities

Introduction
State Information
istributi

Logout

Brovide 3 brief narrative of how enities in your State (including State agencies) have generally used Government Services funds, and how the
funds have affected the State’s provision of services!

ESF - LEA
ESF - HE
GSF —all

- BP=E | rotal amount of Government Services funds drawn down on behalf of GSF entities: §

Tuition and Fees
Envoliment
Tax Increases Averted
Jobs Saved or Created |
Progress
Pre-cetifcation

Personal Inf
Contact SFSF

Change Password

Estimate the total amount of Government Services funds that the State has drann down on behalf of its subrecipients, as of September 30,
2010, under the following categories:

Elementary and secondary education (excluding construction, modermization, [ |
renovation, or repair of public school facilties) L

Public IHES (excluding modernization, renovation, o repair of public THE —
faciliies) K
Constructon, medernizaton renovation o repai of public shoel asites: [ |
Modernization, renovation, or repair of public THE facilties: Y
Public safety
é L 1
Public assistance
L1
Transportation:
" L1
Other;
L ]

. —
ST
@

o, T YT





You can add a new construction, modernization, renovation, or repair project or view or change the description of the projects by clicking the Add/View Activities button in the entity row (see Figure 23).  You can view an activity by clicking View in the row you want to view.  On the next page, you can view the activity details, but not make any changes.  Click Close to return to the previous page. 

Figure 23. Section II.C. Add/View Activities
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You can edit an activity by clicking Edit in the row you want to change.  On the next page, you will be able to edit the amount of GSF dollars used for the project, the total cost of the project and a description of the activities involved in the project.  Be sure that you are entering information for the correct entity by checking the name and entity ID code of the entity listed at the top of the page.  Click the Save button to save your changes and return to the previous page.  Click Edit Without Save to exit the page and not save your changes.  Click Reset to undo the changes you made and return the entry to the previously saved information.  Click Check Spelling to check your spelling on this page.

You can delete an activity by clicking Delete in the row you want to delete.  A pop-up box will ask “Are you sure you want to delete this entry?”  Click OK to delete the entry.  Click Cancel to keep the entry.  Use care when deleting records.  Information that is deleted cannot be recovered.

To return to the main Uses of Government Services funds by Entities page, click the Back to Uses GSF page link.  Allow ample time for this page to load.  States with a large amount of data on this page may experience a delay while this page loads or while data are being saved.
You can enter data on a rolling basis, so you do not necessarily need to complete Section II.C before moving on to the next section.  You can respond to one or two questions in this section, save your data and then navigate to another section of the report.
Section III.A. Tuition and Fees
On the left side of the page, click on the link for Section III.A. Tuition and Fees (see Figure 24).

In the text box, describe any actions taken by the State to limit increases in tuition and fees imposed by public IHEs for in-State students.  Use the Check Spelling button to check your spelling.  Once you have entered information in this section, save your data using the Save button on this page.  Click Reset to undo the changes you made and return the entry to the previously saved information.
For each four-year and two-year public IHE for which Education Stabilization funds or Government Services funds were made available as of September 30, 2010, provide the following information:

· The average annual undergraduate tuition and mandatory fees for full-time in-State students at the beginning of the 2008-2009 school year

· The average annual undergraduate tuition and mandatory fees for full-time in-State students at the beginning of the 2009-2010 school year

· The average annual undergraduate tuition and mandatory fees for full-time in-State students at the beginning of the 2010-2011 school year

The IHEs listed on this page are the same as the IHEs’ listed in the table in Section I.B Distribution: ESF-IHE.  To add an IHE to the list, see Section I.B Distribution: ESF-IHE of this manual.
This system includes two methods of providing data: data entry and template upload.
Data entry: To add tuition and fee information to an IHE listed, click the Edit button in the row for the IHE.  A box will appear in the Avg Annual Undergrad Tuition$ and Mandatory Fees$ columns.  Enter dollar amounts in each column (do not include $).  Click Save to save your work.  Click Cancel to exit from this entry without saving the data that were entered.

Template upload: See Section I.B Distribution: ESF-IHE of this manual for information on uploading the tuition and fee data.
To search the list of IHEs, use the Search Field feature above the table.  From the drop-down menu, select either IHE Name or IPEDS ID.  In the Contains box, enter the IHE you are looking for.  For example, if you select IHE Name from the drop-down box, you would enter the name of the IHE you are searching for (e.g., University of Baltimore).  If you select IPEDS ID, you would enter the IPEDS ID of the IHE you are searching for (e.g., 161873).  Click Filter.  Any records matching your search criteria will be shown in the table.  If no records match your criteria, you will receive the message “No data is available for editing!”  To clear the filter, change the Search Field to the blank entry.  Click Filer.
You can enter data on a rolling basis, so you do not necessarily need to complete Section III.A before moving on to the next section.  You can respond to one or two questions in this section, save your data and then navigate to another section of the report.
Figure 24. Section III.A. Tuition and Fees
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Section III.C. Enrollment
On the left side of the page, click on the link for Section III.C. Enrollment (see Figure 25).

For each four-year and two-year public IHE for which Education Stabilization funds or Government Services funds were made available as of September 30, 2010, provide the following information:

· The number of full-time undergraduate in-State students enrolled in the institution at the beginning of the 2008-2009 school year, the number of such students eligible for Pell grants, and the number of such students eligible for any need-based financial assistance (including Pell grants); 

· The number of part-time undergraduate in-State students enrolled in the institution at the beginning of the 2008-2009 school year, the number of such students eligible for Pell grants, and the number of such students eligible for any need-based financial assistance (including Pell grants); 

· The number of full-time undergraduate in-State students enrolled in the institution at the beginning of the 2009-2010 school year, the number of such students eligible for Pell grants, and the number of such students eligible for any need-based financial assistance (including Pell grants); 

· The number of part-time undergraduate in-State students enrolled in the institution at the beginning of the 2009-2010 school year, the number of such students eligible for Pell grants, and the number of such students eligible for any need-based financial assistance (including Pell grants);

· The number of full-time undergraduate in-State students enrolled in the institution at the beginning of the 2010-2011 school year, the number of such students eligible for Pell grants, and the number of such students eligible for any need-based financial assistance (including Pell grants); and

· The number of part-time undergraduate in-State students enrolled in the institution at the beginning of the 2010-2011 school year, the number of such students eligible for Pell grants, and the number of such students eligible for any need-based financial assistance (including Pell grants).

The IHEs listed on this page are the same as the IHEs’ listed in the table in Section I.B Distribution: ESF-IHE.  To add an IHE to the list, see Section I.B Distribution: ESF-IHE of this manual.

This system includes two methods of providing data: data entry and template upload.
Data entry: To add enrollment information to an IHE listed, click the Edit button in the row for the IHE.  A box will appear in the Enrollment, Students Eligible for Any Need-Based Financial Assistance and Students Eligible for Pell Grants columns.  Enter the number of students in each column.  Click Save to save your work.  Click Cancel to exit from this entry without saving the data that were entered.  Use care when entering data to ensure that the information is being entered into the correct academic year and full-time or part-time students row.
Template upload: See Section I.B Distribution: ESF-IHE of this manual for information on uploading the enrollment data.

To search the list of IHEs, use the Search Field feature above the table.  From the drop-down menu, select either IHE Name or IPEDS.  In the Contains box, enter the IHE you are looking for.  For example, if you select IHE Name from the drop-down box, you would enter the name of the IHE you are searching for (e.g., University of Baltimore).  If you select IPEDS, you would enter the IPEDS ID of the IHE you are searching for (e.g., 161873).  Click Filter.  Any records matching your search criteria will be shown in the table.  If no records match your criteria, you will receive the message “No data is available for editing!”  To clear the filter, change the Search Field to the blank entry.  Click Filer.
You can enter data on a rolling basis, so you do not necessarily need to complete Section III.C before moving on to the next section.  You can respond to one or two questions in this section, save your data and then navigate to another section of the report.
Figure 25. Section III.C. Enrollment
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Section IV. Tax Increases Averted
On the left side of the page, click on the link for Section IV. Tax Increases Averted (see Figure 26).

In the text box, estimate the degree to which State tax increases were averted because of the availability of SFSF funds.  Provide the basis used for making the estimate.  If the Governor believes that the State would not have raised taxes in the absence of SFSF funds, describe generally whether and how the State would have supported with State funds the level of services or activities that were supported with SFSF funds.  Use the Check Spelling button to check your spelling.

Once you have entered information in this section, save your data using the Save button on this page.  Click Reset to undo the changes you made and return the entry to the previously saved information.

You can enter data on a rolling basis, so you do not necessarily need to complete Section IV before moving on to the next section
Figure 26. Section IV. Tax Increases Averted
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Section V. Jobs Saved or Created
On the left side of the page, click on the link for Section V. Jobs Saved or Created (see Figure 27).

In its quarterly reports submitted under section 1512 of ARRA, each State provided data on, among other things, the number of jobs estimated to have been saved or created as a result of SFSF support.  The Department will use the information that has been reported to determine the number of jobs that have been saved or created.  For the purposes of the initial Annual Report, the State is not required to provide any additional information on the number of jobs estimated to have been saved or created.  
Figure 27. Section V. Jobs Saved or Created
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Section VI. Progress
On the left side of the page, click on the link for Section VI. Progress (see Figure 28).

This section contains three parts.  Be sure to scroll down to the bottom of the page to complete all three parts.

In the first part, Reducing inequities in the distribution of highly qualified teachers, describe the steps that the State has taken, from the approval of its phase 1 SFSF application through September 30, 2010, to reduce inequities in the distribution of highly qualified teachers.  Type your response into the text box.  Alternatively, you can copy and paste text from another source.
In the second part, Implementing a Statewide longitudinal data system, describe the progress the State has made, from the approval of the phase 1 SFSF application through September 30, 2010, in implementing a statewide longitudinal data system that includes the twelve elements of the America COMPETES Act.  Type your response into the text box.  Alternatively, you can copy and paste text from another source.  Indicate which of these elements the State has implemented as of September 30, 2010 by checking the box next to each element the State has implemented.  To uncheck a box, click on the box again.  Do not check the box for elements implemented after September 30, 2010.
In the third part, Developing and implementing valid and reliable assessments, indicate whether, subsequent to the Department’s approval of the State’s phase 2 SFSF application, the State completed an analysis of the appropriateness and effectiveness of the accommodations it provides to limited English proficient students and to students with disabilities to ensure their meaningful participation in State assessments.  Click the button next to Yes or No to indicate your response.  Only one button may be selected.  To change your response, click the button for the other response.
If the State responds Yes, a text box will appear for you to provide description of analysis of the appropriateness and effectiveness of the accommodations it provides to limited English proficient students and to students with disabilities to ensure their meaningful participation in State assessments.  You can copy and paste the text of the analysis or describe the analysis in the text box.  Alternatively, you can upload a Word (.doc), Excel (.xls), or PDF file, if available.  You will first need to attach the file that you want to upload by clicking Browse, navigating to your desired file, selecting the file, clicking Open and then click the upload button (see Figure 29).  A link to your uploaded file will appear below the upload button.
Use the Check Spelling button to check your spelling on this page.

Once you have entered information in this section, save your data using the Save button on this page.  Click Reset to undo the changes you made and return the entry to the previously saved information.

Figure 28. Section VI. Progress
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Figure 29. Section VI. Upload
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Pre-Certification
On the left side of the page, click on the link for Pre-certification (see Figure 30).  Data verification features have been implemented to assist you in ensuring the quality and accuracy of the information being reported.

The pre-certification page can be used as a tool to help you complete your report.  This page will list the errors in your report that must be corrected before the report can be certified as complete.  Errors can include missing information or data that exceed expected ranges.  The errors are generated in real time.  As you correct these errors, they will be removed from this page.  When all of the errors have been corrected, the Enable Certification Page button will be available (see Figure 31).  Click the Enable Certification Page button to enable the certification page.  Your report will become read-only.  If you need to make changes to your report before certifying it, click the Reopen Report for Edit button.
Figure 30. Pre-certification
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Figure 31. Certification Enabled
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Certification
From the left side of the page, click on the link for Certification (see Figure 32).  This page will not be available until the pre-certification process has been completed (see the Pre-certification section of this manual).
When all sections of the report have been completed and there are no errors listed on the pre-certification page, the report is ready to be certified.  This report should be certified by the Governor or an authorized representative of the Governor.  Select the check box under Certification of review of submission.  Checking this box indicates that the report is complete and that the information in the report is accurate.  Enter the full name and title of the individual certifying the report.  Click Save to certify the report.

After clicking Save, the system will automatically an email to the email address entered in the State Information section indicating that the certification process is complete.  In order for the e-mail verification of data certification to work properly, your browser must allow pop-up windows.  Please disable any pop-up blockers to use this feature. 

You will no longer have access to your report in order to edit it, so be sure that the report is complete before it is certified.  Be sure to allow ample time before the reporting deadline of February 18, 2011 to review and certify your report.  If you need your certified report to be reopened, email SFSF@westat.com. 
Figure 32. Certification
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