MANDATED SERVICES AID ONLINE SYSTEM 
USER GUIDE
GENERAL INFORMATION
· The Mandated Services Aid Online System links to information that has been submitted to the Office of Information Reporting Services.  BEDS data, elementary and secondary examination data, and Regents examination data will be displayed for the applicable mandate.  

· The mandated services aid user has the option of entering the same numbers or something different.  If the tolerance level that the Office of Grants Management established is exceeded, a warning message will appear at the top of the screen.  The claim will be set to a “hold” status.
· Click on the <Save> button to save your data when you finish entering information for a mandate.

· Once you have saved your data, you can log off and come back at a later time to enter more data.

· You can review the claim and correct any errors until you submit the claim.

· When you complete entering data for a mandate, the Section I – Summary of Expenditure data will automatically be populated.
· We recommend that you print each mandate individually because the entire document is 32 pages.
· Caution (warning) signs appear next to the problem field for the mandate and on the Section I – Summary expenditure screen.

· The buttons for Mandate 7, High School Registration, and Mandate 8, SSIP, will be disabled for some schools and you will not be able to enter claim data for that mandate.  

If a school has been previously reimbursed for Mandate 7, it cannot receive reimbursement again.  For SSIP, a school must be located in New York City, Rochester or Buffalo.

· The school administrator will receive an e-mail message when the claim is “auto approved”, set to “hold” “approved “and “closed”.

· Claims can be amended after the payment is made and the status is “closed”.

STATUSES
· Auto Approved – the claim didn’t have any edit or variance problems and is being sent electronically to the Office of Fiscal Management for vouchering and electronic forwarding to the Office of the State Comptroller for payment.
· Hold – a SED Program Reviewer may “Reject”, “Approve” or set the claim to “Post Review”; the school may “Withdraw” the claim after rejection by the Program Reviewer.
· Post Review – a SED Program Reviewer will review the claim after payment.
· Approve – a SED Program Reviewer approved the claim after the review process.
· Rejected – a SED Program Review may reject the claim based on the program review if too many mistakes were made.

· Withdrawn – the claim had too many mistakes and was withdrawn by the school administrator.  The school administrator may amend the claim.  The amended claim will be populated with the original claim data.

· Amendment – an amended claim can be submitted after the claim status has been either “Rejected” “Withdrawn” or “Closed”.  The amended claim will be populated with the original claim data.

· Overpayment – as a result of a desk review or monitoring visit, a SED Program Reviewer determined that the school was overpaid and the school must issue a refund.
· Closed - the Office of the State Comptroller has issued either an electronic payment or check.
LOGGING ONTO THE ONLINE SYSTEM
· Enter http://portal.nysed.gov/portal
The following sign-on page will be displayed.

· Click the <Log On> button.  
You will be returned back to the NYSED Portal page.
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Under “My Applications”

· Click on the link for Mandated Services Aid
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· Enter your User Name and Password.
· Click the <OK> button.
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A security alert message will appear.   

· Click on the <Yes> button indicating that you want to continue.
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The Payee Information from SEDREF (the department’s authoritative source for institution information) is displayed for you to review and certify that it is correct.

· Click on the <All the information is correct> button if the information is correct.
Note: Your screen will not display the “Change Inst ID” information line.
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If the Payee Information is not correct, you must complete a Payee Information Form.  The form is available at http://www.oms.nysed.gov/cafe/forms.html
Mail the completed form to Ms. Cheryl Mitchell, NYS Education Department, 89 Washington Avenue, Office of Information Reporting Services, Room 863, Albany, NY 12234, attention 

· Select the year that you want to submit a claim for.  In this case it is 2007.

Note: Your screen will not display the “Change Inst ID” information line.
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· Click on the <Edit> button.

The system will bring you to the BEDS Enrollment screen.
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The system displays the BEDS Enrollment data that was submitted on the BEDS Report. The system has also populated the data entry fields, lines 1-5, with the same information to save you from having to enter the information.  

· You may enter different enrollment data.

· Select opening, closing or Beds on File from the drop down box in line 7.
· Click on the <Save> button at the top or bottom of the screen, right-hand side.
Note: If the BEDS enrollment figure you entered exceeds what was submitted on the BEDS Report by a certain percentage, an explanation will be required.  A box will appear on the screen for entry of the explanation.  The claim cannot be submitted until the explanation is completed.
If you haven’t exceeded the tolerance, the system will bring you to Mandate 1 – PAR after you click on the <Save> button.

Mandate 1 – Pupil Attendance Reporting (PAR)
· Click on the button for “Standard Work Day” or “Actual hours of employees are varied”

You must select one of these two options.

· Enter the # of days in the school year and # of hours in the work day for teachers, administrators and support staff.  
If standard work day was selected, you must enter the # of days in the school year and # of hours in the work day.
Calculation of Hourly Rate
· Enter data for line #1.  Use the <Tab> key to move to the next data entry field. 

· Continue entering data for lines 2-4.  Do not use commas.  When you get to the end of line 4, tab again.  

If you entered a comma, you will receive a warning message after you click on the <Save> button.

Calculation of Expenditures

· Enter the total # of teachers taking daily attendance.

· Click on the <Save> button. 

The system calculates the information for lines 5-6 for the calculation of hourly rates and columns 3, 4, 5 & 6 for the calculation of expenditures and brings you to the Section 1 Summary of Expenditures screen.

  If the calculations don’t appear, you forgot to click on the button for “standard work day” or “actual hours of employees are varied”.  A warning message will appear at the top of the screen. 

Note: If the PAR total exceeds last year’s PAR by a certain percentage, a warning message will appear and an explanation will be required.

A box will appear on the screen for entry of the explanation. The claim cannot be submitted until you provide an explanation.

180 x 7 hr. work day = 1260 x 5 teachers = 6300.  6300 is the total hours of work for all assigned tasks – line 2 [image: image11.png]A https:/eservicest.nysed. gov/msafindex. jsp - Microsoft Internet Explorer

Fle Edt View Favorites Tooks Help

Qo ~ © - [¥] [B] @) PO search eravories € (v L

Address | €] https:/feservicest.nysed.gov/msajindex jsp v Bco Liks ”
T

Required™
Select the option below that applies:
** Standard Work Day: © Actual hours of emgloyees are varied: O

** 4 of Days in the School Year: | 180

** 4 of Hours in the Work Day for teachers administrators support staff

Mandate 1
Pupil Attendance Reparting (PAR)
(Calculation of Homly Rate

TEACHERS |ADMINISTRATORS [SUPPORT STAFF

1. Total number of staff employed by school who 5 1 1
articipated in Pupil Attendance Reporting (PAR).

2. Total hours of work for all assigned tasks
erformed by employees reported in item |

3. Total salaries paid for all services performed by
emplogees initem 1 205678

6300

ot eralogee benefis paid on salaries reported | [y
item 3.
5. Total salaries and benefits paid for emplayees

eported in item 1. (do not enter; system 230678.0 67890.0 [34522.0
calculates)

6. Average hourly rate. (do not enter; system
calculates) [36.62 47.15 23.97

|
S @ Internet





[image: image12.png]A https:/eservicest.nysed. gov/msafindex. jsp - Microsoft Internet Explorer

Fle Edt View Favorites Tooks Help

Qo ~ © - [¥] [B] @) PO search eravories € (v L

Address | €] https:/feservicest.nysed.gov/msajindex jsp Links
. Average howly rafe
calculates)

Calculation of Expenditures

@ @ @ @ ©

Total # Enter Combined Houwly Rate for | Expenditures
TEACHERS | Appropriate Hours Salaries and  (system generated)
Taking Daily | Parameter (system generated)  Benefits (system
Attendance (system generated)
generated)

Employee Group

Classroom Teacher 5

Administrative (eave blank) 9
Support Staff (eave blank) B

Supplies and Materials
(810 per Teacher)
(system generated)
Total Expendinures PAR
(system generated)

|
S @ Internet





Mandate 2 – Elementary and Intermediate Assessment in English Language Arts and Math (EIA)

· Click on Mandate 2 
Calculation of Hourly Rate

· Enter data for line #1.  Use the “tab” key to move to the next data entry field. 

· Continue entering data for lines 2-4.  Do not use commas.  When you get to the end of line 4, tab again.  

If you enter a comma or if you enter a character instead of a number in any of the fields, you will receive an error message saying “must be a number” after you click on the <Save> button. 

Calculation of Combined Hours

The system displays the number of exams that were reported to the Office of Information Reporting Services.  

The system has also populated the data entry fields with the same information to save you from having to enter the information.  
· You may enter different exam data.

· Use the “Tab” key to move to the next field

· Click the <Save> button.  
The system generates the Total General Expenditures
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If you are claiming 8 hrs for G-4 and G-8 you must use the drop down box to change the number for administrative and support staff.
Note: If you enter a different number of exams and it exceeds the tolerance level, you will receive a warning message stating that the value entered is greater than the allowable tolerance and the claim will be set to Post-Review
If the value entered is greater than 100% for any exam, the claim will be set to Hold.  The data that caused the problem will be marked with a caution sign.

A caution sign will also appear on the Section 1 – Summary of Expenditure screen.

The school administrator will receive an e-mail message stating that the claim was set to Hold.
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Teacher Workshop Expenditures

· Enter the total hours of allowable workshop training

· Enter the dollar amount of the workshop fee

Scoring Center Costs

· Enter the dollar amount of the scoring center costs

· Click on the <Save> button. The system will generate the expenditures, populates the Section 1 – Summary of Expenditures screen and brings you to that screen.

· Check to be sure there aren’t any caution signs denoting errors.  

Error messages will appear at the top of the screen.
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Mandate 3: Basic Educational Data System Reporting (BEDS)

Calculation of Hourly Rate

· Click on the Mandate 3 button.

· Enter data for line #1.  Use the “Tab” key to move to the next data entry field. 

· Continue entering data for lines 2-4.  Do not use commas. 
· Use the “Tab” key to move to the next data entry field. 

Calculation of Expenditures
· Enter the total # of teachers taking daily attendance.

· Click on the <Save> button.

The system generates the information for lines 5 and 6 for the Calculation of Hourly Rate and populates the fields for the Calculation of Expenditures and generates the Total Expenditures for BEDS.

[image: image17]
Mandate 4: Regents Examinations (RE)
Calculation of Hourly Rate
· Click on the Mandate 4 button.

· Enter data for line #1.  Use the “Tab” key to move to the next data entry field. 

· Continue entering data for lines 2-4.  Do not use commas
· Click the <Save> button.  The system generates the calculations in lines 5-6. 
· Use the “Tab” key to move to the next data entry field.
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Time and Effort Standards: Calculation of Combined Hours
The system displays the number of Regents exams that were reported to the Office of Information Reporting Services.  
The system has also populated the data entry fields with the same information to save you from having to enter the information.  

· You may enter different exam data.

· Use the “tab” key to move to the next field.

· Click the <Save> button.  The system generates the Total General Expenditures.[image: image19.png]A https:/eservicest.nysed. gov/msafindex. jsp - Microsoft Internet Explorer

Fle Edt View Favorites Tools Help [

Qo ~ © - [¥] [B] @) PO search eravories € (v L

acdress |l https: feservicest.nysed.gov/msajindexsp v|Beo ks >
Regents Comp. English 3 -~

2.22 5 # of exams 69 = 153.18

Comp. English Component
Retest --buliple Choice/Short

0.17 2 # of modules 0= 0.0
Response

Corp. English Component

Retest — Extended Response 03 %% of exams 0= 0.0

Math & &B
181 5 # of exams 88 = 159.25

Math A Component Retest
041 x# of modules 0= 0.0

Global History & Geo/US

History & Got. 0.99 2 # of exams 147= 145.53

Chemistry
0.6 # of exams 0= 0.0

|
S @ Internet





Mandate 6: Calculator Expenses (CE)

· Enter the number of scientific calculators purchased in line 1

· Enter the number of graphing calculators purchased in line 4

· Click on the <Save> button

The system generates the Total Expenditures for Calculators, populates the Section 1 – Summary of Expenditures screen and brings you to that screen.
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Mandate 8: New York State School Immunization Program (SSIP)
For schools in the cities of New York, Buffalo and Rochester only.

If not one of these cities, the Mandate 8 button will be disabled.

· Enter the number of nonpublic school pupils for whom immunization documentation has been maintained.
· Click on the <Save> button and the system generates the Total Expenditures for SSIP, populates the Section 1 – Summary of Expenditures screen and brings you to that screen.
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Mandate 9: Documentation of Expenditures for Documentation of Integration of Required Instruction in 7th and 8th Grades (DIRI)
Calculation of Hourly Rate

· Click on the Mandate 9 button.
· Enter data for line #1.  Use the “Tab” key to move to the next data entry field. 

· Continue entering data for lines 2-4.  Do not use commas.  

Calculation of Expenditures

· Use the “Tab” key to move to the combined hours field.

· Enter Total #of 7th & 8th grade teachers that participated in the mandate.

· Click on the <Save> button.

The system generates the, Average Hourly Rate, Total General Expenditures for DIRI, populates the Section I – Summary of Expenditures screen and brings you to that screen.
[image: image22.png]e ov/msa/index. jsp - Microsoft Internet Explorer

Fle Edt View Favorites Tooks Hep

Qe ~ © - [%] B @) PO search Yeravories € (v L L ARS8

acdcress | https: feservicest.nysed.gov/msajindexsp v|Bco ks >
1. Total number of staff exaployed by school who ~
articipated in Documentation of Integration of 2 1 1
Reguired Instruction in 7th & 8th grade (DIRI).
2 Total hours of work for all assigned tacks
erformed by employees reported in item | 2520 1440 1440
3. Total salaries paid for all services performed by
erployees o1 73456 65322 42892
Totl cployeebenes padon sl epoed | [gonp 2500 2500
5. Total salaries and benefits paid for emplogees
eported initem 1. (do not enters system 78456.0 67822.0 45392.0
calculates)
6. Average hourly rate. (do not enter; system
ey 31.13 47.10 3152
(Calculation of Expenditures
Enter Total # of 7th & 8th grade teachers
i) (2) Combined | (3) Hourly Rate for (@) Expenditures
Hours Salaries and Benefits | (system generated)
(system generated)
Employee Group
Classroom Teacher |2 13 b
63|
drministrative 1 47.10 48
Support Staff T 3152 i
Total Expenditures DIRI| 143 &
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Mandate 10. 
Calculation of Hourly Rate High School Graduation Report (HSGR)
Calculation of Hourly Rate

· Click on the Mandate 4 button.
· Enter data for line #1.  Use the “Tab” key to move to the next data entry field. 

· Continue entering data for lines 2-4.  Do not use commas.  

Calculation of Expenditures

· Use the “Tab” key to move to the next field.
· Enter the number of graduation candidates.
· Click on the “save” button.

The system generates the Total Expenditures for HSGR.
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(Calculation of Expenditures
Enter the mumber of graduation candidates.
f85=1.00
@ @ @ @
Employee Group Combined Hours Howly Rate for Expenditures
(Preset) Salaries and Benefits | (system generated)
(system generated)
dministrative 60
1 59.42
S rt Staff 69)
Hpport St 6 1136
Supplies and Materials $10
Total Expenditures HSGR|
(system generated) 139
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Mandate 14: Grade Eight Science Test (GEST)

Calculation of Hourly Rate

· Click on the Mandate 14 button.
· Enter data for line #1.  Use the “Tab” key to move to the next data entry field. 
· Continue entering data for lines 2-4.  Do not use commas.  
· Click on the <Save> button.

The system generates the Average Hourly Rate.

Calculation of Combined Hours
The system shows the number of Grade Eight Science Tests that were reported to the Office of Information Reporting Services.  

· Enter the number of exams that were administered if it differs from what is displayed.  Use the “Tab” key to move to the next field.
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Mandate 14
Grade Eight Science Test (GEST)

TEACHERS | ADMINISTRATORS SUPPORT STAFF
1. Total number of staff employed by school who | N |
articipated in Grade Four Science Test (GEST).
2. Total hours of work for all assigned tasks

erformed by employees TOTAL in item | o0 a1 um
3. Total salaries paid for all services performed by 4 L4520 .
employees initem 1

“Total employee benefits paid on salaries TOTAL 15100 0
item 3.

5. Total salaries and benefits paid for employees b |
TOTAL in em 1. (do not enter; system 34314 160306 45071
calculates)
6. AVG hourly rate. (do not enter; system

et 34.66 M 3852

TIME AND EFFORT STANDARDS
Calculation of Combined Hours

4 tr. minitmum
(Grade Eight Science Test (GEST) [21

0.4 5 # of exams 21 =
2

. General Expenditures

=
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Teacher Workshop Expenditures

· Enter the total hours of allowable workshop training. Use the “Tab” key to move to the next field.
· Enter the dollar amount of workshop fees. Use the “Tab” key to move to the next field.
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b. Teacher Workshop Expenditures (see the Guidelines for this definition)

@

Employee Group
Classroom teachers

‘Worlshop Training

Total Hours of Allowable

@

Houly Rate for Salaries and
Benefits
(system generated)

@

Expenditures
(system generated)

orkshap Fees

Total Workshop Expenditures

Boco

Links

S @ Internet

a





Test Kits

· Enter number of students taking Grade Eight Science Test

· Enter number of test kits purchased  (Note: each kit serves 30 pupils)
· Click on the <Save> button.

The system generates the Total General Expenditures, Total Workshop Expenditures, Total Expenditures for Test Kits, populates the Section I – Summary of Expenditures screen and returns you to that screen.
	  1. Enter number of students taking Grade Eight Science Test 
	1.
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  2.  Enter number of test kits purchased 
     (Note:  each kit serves 30 pupils)
	2.
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	  3.  Multiply entry #2 by $250
	3.
	x 250

	  4.  Total expenditures on Test Kits
	4.
	500 


Bottom of Form

SUBMITTING THE CLAIM
When all errors have been corrected that prevent a claim from being submitted, an <I agree> button will appear at the top of the Section I - Summary of Expenditures page.

Read the certification statement—
· Click on the <I agree> button to submit the claim.
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· A “Submit claim” link is returned.

· Click on the “Submit claim” link.

[image: image29.png]A https:/eservicest.nysed. gov/msafindex. jsp - Microsoft Internet Explorer

Fle Edt View Favorites Tooks Help

Qo ~ © - [¥] [B] @) PO search eravories € (v L

#cfess | €] https: feservicest.nysed.gov/msafndex.Jsp

[ MsA1 | Mandate 1| Mandate 2 || Mandate 3

Mandate 4

Mandate 5 || Mandate 6 || Mandate 7 || Mandate 8

BEDS Enroliment|| Mandate 10| Mandate 11| Mandate 12

Mandate 13

Mandate 14 Mandate 15/ Mandate 16| Mandate 17

SECTION I SUMMARY OF EXPENDITURES

Submit Claim

1 certfy that the expendinures reported have been incurred and caleulated in accordance with all applicable stafutes, regulations and guidelines, that the
claim s just and correct, and that the balance is due and owing

| agree

Mandates

hole Dollars
Only

a General Expenditures

b, Teacher Workshop

¢ Scoring Center Costs

S @ Internet





The system returns you to the “home” screen and displays the status of the claim.  
Refer to the following section for information about the statuses.
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BEDS Enrollment| Mandate 10| Mandate 11| Mandate 12|| Mandate 13| Mandate 14| Mandate 15| Mandate 16| Mandate 17| Mandate 18] SAVE |

SECTION II ENROLLMENT
Enrollmentis used to determine average class size in calculafing PAR reimbursement. Enfer the highest of opening, closing or BEDS enrollment below and check enrollment used.
Opening enrollment is the mumber of pupils who were in attendance on the first day of schaol phus those who were registered but were absent on opening day.
Closing enrollment is the mumber of pupils still enrolled when school closed at the end of the year
BEDS enrollment is the mumber submitted to the State Education Department based on  count taken during the first week of October 2007
Pupils in ungraded classes should be counted as ungraded clementary if under 13 years of age and ungraded secondary if 13 years old or older.

Do not include enroliment of mursery school or pre-kindergarten pupils, postgraduate shudents or pupils with disabilfies who are enrolled pursuant to a coniract with a public schocl
district or the State Education Department,

Enter the same numbers that are displayed or enter a different enrollment number.
Grade Level 2006-2007 Enrallment

1. Grades K-6 L 62

2. Grades 7-8 2

3. Grades 9-12 3

5. Ungraded Secondary 5

6. Total Enollment (system generated) 6

14
T
4. Ungraded Elementary w0 o
T
R

=

opmmG
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Basic Educational Data System Reporting (BEDS)

(Calculation of Homly Rate

Boco Lnks

TEACHERS ADMINISTRATORS SUPPORT STAFF
1. Total number of staff employed by school who
articipated in Basic Educational Data Syster 3 [ h | [1 |
Reporting (BEDS).
2. Total hours of work for all assigned tasks
erformed by employees reported in item | l4s20 | [1440 | [1a0 |
3. Total salaries paid for all services performed by
canployees in tem 1 loso00 | lse000 | [26000 |
4 Total employee benefits paid on salaries reported
initemn 3 [14700 | [s400 | [so00 |
5. Total salaries and benefits paid for employees
eported in tem 1. (do not enter; system [1127000 | 644000 | [299000 |
calculates)
6. Average hourly rate. (do not enter; system
i [2600 ] [a472 ] [o076 ]
(Calculation of Expenditures
@ @ & @ ®
Employee Group | Total # Teachers Combined Howly Rate for Expenditures
Taking Daily Hours (L hour per | Salaries and Benefits | (system generated
Attendance teacher) (system generated)
Classroom Teacher |3 3 26.09 7
dministrative 4 4472 179)
Support Staff 4 2076 34| ||
Total Expenditures BEDS
(system generated) 342

=

&]Done @ Internet




_1307281434.unknown

_1307281435.unknown

_1307281433.unknown

_1307281432.unknown

