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586 Has Changed Some of the 
Ordering Requirements 

for EMAT Materials 

Here is the high-level list of these changes: 
1. The district technology allotment will be added to the overall 

allotment balance and controlled through EMAT. Districts will 
receive disbursements for technology equipment, technology 
services, and non-adopted instructional materials through the 
new Allotment Disbursement transaction in EMAT. 

2. Districts' remaining credit balances from prior school years will be 
added to the 2011-2012 school year allotment. Credits will no 
longer be generated for materials ordered through EMAT. 

3. Requisitions will be validated against the district's remaining 
allotment balance throughout the school year instead of using the 
eligibility calculation based upon enrollment. 

Changed Ordering Requirements ... 

4. The price of instructional materials is calculated by 
multiplying the publisher's standard unit price times the 
quantity ordered. There is no longer the concept of state 
max cost and price reduction based upon TEKS %. 

5. There is no longer a classroom set requirement for 
Commissioner's List instructional materials .. 

6. All requisition transactions have been modified for 
allotment based functionality with the exception of Credit 
and Commissioner's List Requisitions. These requisitions 
are obsolete. Commissioner's List and mid-cycle 
instructional materials will be available on the Annual 
Subscription Renewal, Annual New Adoption, Annual 
Continuing Adoption, and Supplemental requisitions. 
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Changed Ordering Requirements ... 

7. Sourcing district requisitions to another district's 
surplus will be disabled. 

8. Fast grow will be included in the district's 
allotment calculation and will be referred to as 
"High Enrollment." 

9. Lost, damaged, and worn-out textbooks will no 
longer be reported and reimbursed through 
EMAT except for EVI materials. Destroyed 
instructional materials (TEX-012) will still be 
available to districts. 

I 

Changed Ordering Requirements ... 

10. Reporting surplus and enrollment will no 
longer be required since eligibility-based 
ordering and surplus will not be enabled in 

I 

EMAT. 1 

11. SBOE and Commissioner's List instructional 
materials can either be sourced to a 
depository or to the publisher directly. · 
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State Board of Education 
Adopted Materials 

• Using the new allotment system, EMAT calculates 
the price of instructional materials by multiplying 
the publisher's standard unit price times the 
quantity ordered. There is no longer the concept 
of state max cost and price reduction based upon 
TEKS %. Once the district requisition is approved, 
all the instructional materials ordered will be 
sourced to the depository or to the publisher 
directly through EMAT online. TEA pays the 
depository or publisher associated to each SBOE 
program item in EMAT. 

Commissioner•s List Materials 

• Using the new allotment system, EMAT calculates the price 
of instructional materials by multiplying the publisher's 
standard unit price times the quantity ordered. There is no 
longer the concept of state max cost and price reduction 
based upon TEKS %. Once the district requisition is 
approved, all instructional materials ordered will be 
sourced to the depository or to the publisher directly 
through EMAT online. TEA pays the depository or publisher 
associated to each Commissioner's List program item in 
EMAT. 

• Commissioner's list instructional materials will no longer 
require a classroom set. Additionally, there will no longer 
be a Commissioner's List requisition. Commissioner's List 
materials will be available on all regular EMAT requisitions. 
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Commissioner's List and SBOE Adopted 
Process 

Commissioner's List and SBOE Adopted Instructional Material Order Process 

11 

()OiollldiChOrul,_ 

$ T .,. .. Edu<ul;oo Agoncy 

O Oepo~tonesJPublitn.rs 

Q Ftil\lht Vendor 

Additional Information - Commissioner's List and 
SBOE Adopted 

Which Requisitions • Allotment- Subscription Renewals -
are available to order EMAT 
the instructional • Allotment - New Adoptions - EMAT 
materials? • Allotment - Continuing Adoptions -

EMAT 
• Allotment- Supplemental - EMAT 

How are these TEA submits the orders on behalf of the 
instructional district electronically through EDI with the 
materials ordered? Depositories or directly to the publisher 

through EMAT 
How are these The Depositories or publisher ship the 
instructional materials directly to the district 
materials shipped? 
How are these TEA pays the depository or publisher 
instructional associated to each SBOE or 
materials paid? Commissioner's List program Item in 

EMAT 
12 
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Changes to Ordering Prerequisites and 
the District Start Page 

Ordering prerequisites tor school year 2011-2012: 

• Completion of the Local Board of Trustees 
Certification form 

• Confirming district contacts and address if these 
have not been reviewed/updated in the last 90 days 

• NEW- Certify Allotment Funds 

13 

Certify Allotment Funds Page 
c~ tMtrtct 003902 HUDSON tso R..,ron 1 I 

Bu•in""• Unrt 03902 rn.tru:n- ln<lapondent Scbool Dlalntt Sllltu• ~ 1 

Sehool Year 2011-2012 

Our diatrlctldtatter sc:ttoot eertffiu the fo41owing. 

1. That this dis-tria's instrudkmaJ mattl1als aUotmtnt wm b• uaed onlY fOf t'XI>enaea auowecS by 
TEC §31.<1211, 82"" T•••• Legislature. 

2. ==~.::::;::;.~~.=~~=~~~~!'!~~§~.~:4~:~::~~~SW~N~rmance 
F-&J:&\31• .on aues.sment mstn.unenta adopted uOO.r TEC §39 023(a} and (c}. 8~ Texas 

3. That lhe suppl•m•ntal Instructional materials. tn eomblnatton "Nith any other Instructional 
material& or supplemental insttueuonal materials use-d b-y this district. cover the essential 
knowledge and •kills lcklntitled under Sedlon 26.002 by the State Board of EdUc~tkm for the 
subf&d and gta!M level for whtdlthis district is ntquivlboning U1e suppleme-ntal ln5b"udlonat 
mal9rials. 

4. Tllat lhis dl&trict will pr<M:d-e the tHie and publication informaUon ror any instructional ma1.enals 
requisitioned or purc:h08&d bt the <l&:trtd wrth the distod'& lnstruellonal ma1erials allotment 

***Districts should print this certification from their web browser to keep for their records *** 
Before districts can order instructional materia/~4the school year prerequisites must be met. 
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District Start Page 

C:'-~-

15 

Phase I Changes 

......... __ ... ...... ,...._ 
Rtt.tWtSWI*nM-Mfll* 
lMaU EftRIImtM 

.. -t. c....,.....-...c.,.. 
9- tbl:look(redlb 
"' lliOMf'lbMtlt~t 

1. Show announcements as a pop-up page per 
session login when a district first enters the 
District Start Page and the announcement is 
not expired 

2. Add existing district credit balances to their 
allotment totals 

16 
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Phase II Changes 

1. Add Report Destroyed or Sold Materials 
transaction 

2. Add an Allotment-based Inventory Transfer 
transaction 

17 

The New Requisitions Are: 

1. Allotment- Subscription Renewals- EMAT 

2. Allotment- New Adoptions - EMAT 

3. Allotment -Continuing Adoptions - EMAT 

4. Allotment- Supplemental - EMAT .. 

18 
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Requisition Ordering Sequence: 

1. Allotment- Subscription Renewals- EMAT 

2. Allotment- New Adoptions- EMAT or Allotment 

-Continuing Adoptions- EMAT 

3. Allotment- Supplemental- EMAT (available after 

the Allotment- Continuing Adoption- EMAT 

requisition is complete) 

19 

Common Requisition Information 

~ Alllllmint. Subscr~tion Renewals· EMA T lfltin 1 ~ 
~ountyllislrict 003902 ti.IOSONISD Dis1rictType ~ScOOoloat BusinenUnk om2 ••• 

Year 2U11·2012 RequisitloniD NEXT Requisition S1a1lA il. 
1. Requisition Type 

2. District Region or ESC number 

3. County district number and district name 

4. District Type 

5. Business Unit for EMAT internal data 

6. School Year 

7. Requisition ID or NEXT if new requisition 

8. Requisition Status 

20 
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Next Section -
Allotment Activity and Balance 

--~ Requisition 

-·~ Transattiolls 

$000 

$000 

1. This Requisition =the Allotment amount used on the current requisition 

2. Total from Pending Transactions =the Allotment amount used on the 
other incomplete transactions such as requisitions or disbursements 

3. Remaining Balance =the remaining Allotment amount available to be 
used on the requisition 

4. Save Work button saves requisition data 

5. Go Back to Start Page link returns the browser to the Start page 

21 
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Allotment- Subscription Renewals 
EMAT Subscription Renewals Requisition will be available after the school 

year prerequisites have been completed. 

To access and use the Allotment- Subscription Renewals- EMAT Requisition: 

1. From the District Start Page, click on the Create New Requisition link, 
shown next to the Allotment- Subscription Renewals- EMAT requisition 
type. 

Subscription Renewals ... 
2. The Requisition Summary tab is displayed. The Shipping Date defaults to 

the first available or preferred shipping date. If you want to select 
another shipping date, click on the Select an Available Shipment Date 
link. 

3. The screen has a tab for Subscription Requisition. The Save Work button 
is on this tab. The Save Work button saves all the requisition data when 
selected . 

• I\4 ... 1'C.U~.,_ 

_,,._,,HOV'IIeOVt~ 

~~.,..(,Ho;Mtt ~~ 

i ft*d , .. "W'!fNt~ P.ft 1 $'':JofbttJtQtt«<l II! 
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Subscription Renewals ... 
4. Click on the Subscription Requisition tab and this is displayed: 

5. Enter the Student Requisition Quantity and/or the Teacher Requisition 
Quantity for each Subscription item you would like to renew. 

25 

Subscription Renewals ... 

For your reference, several informational columns are shown to the right of the 
quantity columns: 

EMAT Type- SBOE Adopted, Commissioner's List, or Open soLrce. 

TEKS%- Texas Essential Knowledge Skills percentage covered by the listed item 

Mid Cycle Checkbox- When checked, indicates the item was adopted as part of 

a mid-cycle adoption and not during a standard adoption 

Standard Price- represents the unit price for the item. The price will be 

multiplied by the quantity ordered to calculate the Extended Amount 

Extended Amount- Calculated amount will be deducted from the district 

allotment balance 

PEIMS Enrollment- The grade level enrollment loaded from TEA PEIMS system. 

Inventory Quantity on Hand-The district's current Inventory for the item 

Previous Inventory- Past inventory quantities by school year 

26 

12/2/2011 

13 



Subscription Renewals ... 
6. After entering a quantity, the Extended Amount will be calculated as 

Standard Price * the quantity entered. In the top portion of the page, the 
amounts next to This Requisition and Remaining Balance should change to 
reflect entries. 

7. After entering the requisition information, ALWAYS click the Save Work 
button. If you exit the requisition page or the EMAT system without saving, 
your data will be lost. 

27 

Subscription Renewals ... 

The Requisition Summary also displays the Total TEA pays to Publishers 
and the Total TEA pays to Districts. 

ll¥1@18!111@@. !!PMMp!<~iiULS.~~· .. __ _ _ __ _ . 

( 

Allotment • Subscription R~newals • EMAT - .·J··· 
Cwwaty Dtlltnc1 OO:Jf02 Ht.10$0H fSO I'*IPC.t fWe lnMp~ li!MoOI n.,INJ fllrMtn.u UUII 

~~-·~-~--~~}-L---~10 «l00013m -~~-~-~~wtu~~~~----

28 
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Subscription Renewals ... 

8. To review the requisition before submitting, click on the View/Print 
Requisition Summary. 

Rtqlll$ltloll SIUDmary 
. .USUW.I·~It.,_alJ. ElL\t 

t.Mot'pUII4Jr l>fA(;JW'f.aa,f1I1»1HU~ 
btlitiK~~Ol~~li 

ltWIU ..... tl-......,..,._....,._........, 
<-J...aht .... hwwik....,,__......,......, 

o.--,-hMt>M· 
....... JQCU.C......., 

.......... .... 

t: C:.. c:;Os..;;;;;;;;;. I :.:I':J?ileJ*'fSI'·:r;; m;s 

J.t,rTU,..UAahtolt>t.KJ l.tJlW 
•fta._..,...._,_."ftelllftA.,...DDM'.l<t" ... ...WW.liW'o:t.Wft18••to~.tkioi-I\WUl"~--~"-l--
~-..,~~'\' ...... ho._.~~,.- .. fJA(but.l<llli-Y*M_.._li.&,.-..WJ!llii~Jw 
.....,_ .. ..,.._a_.~m~q\Ow ..... ~~GII(tb' 

Subscription Renewals ... 

9. When all requisition information is entered and saved, click on the Submit 
to TEA button to submit the requisition for processing. 

! lleliveryAddr... :oiii~ooi ·· .. o. 
EM~T Delf;efl P<il1t 

16<117H#Ylil 

HEE0\1LLE 17461 

Ybt«tpt!n1BgauN~ 

~~ 

Total TeA Paid 10 Pul>llther{&) 

Total TeA Poidll> DISUict 

07!2~011 10 laNd 

$().00 

$0.00 

ab<We. stltd: a DtiWIIY .Mdtt'e and a St\tpmentdB!te. and dldt 

Wort'. cen tt.tn eomt btlld< tattrto complete tna $Ubmlt th~ reQuisition. 
T <> . Canee-Ued teqwsm•>ns 'hill Mt be f.J(ilC&Sstd. A requi'Srtioo cat~not be cancelled llf Ch3t'\gtd 
a:tt•r tt tiat btto tubmittt<J to TE.._ 

sutmn To re.o, j Caooll Rtaulsllon I 
''""'"'"'' Sumtoat; !f.!i:li!.Mi!lw.lil.! I ~in I.UJ..GJAail M\l!i!Jli 119a.\lm:Jt I,11!Ll<tii~.!! I~ l.§l!l.l!JMi lll'l .. l<!:i!Jlil ~.!llilli!Jlil ':!.hl!l.~;n~QJ..:.li!dl 
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Subscription Renewals ... 

10. After saving and submitting the requisition, click on the Go back to Start 
Page link. Notice that the status of the requisition is changed to 
Submitted. The date submitted and the new requisition ID is displayed. 

2. New Adoptions 

12/2/2011 
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New Adoptions Requisition 

• The Annual New Adoptions Requisition is 
subject to EMAT prerequisites. 

• The purpose of this requisition is to order 
newly adopted Commissioner's List and SBOE 
materials, which will be available for order 
during the new school year. 

33 

New Adoptions Requisition ... 

1. To access and use the Allotment- New Adoptions- EMAT Requisition -
from the District Start Page, click on the Create New Requisition link, 
shown next to the Allotment- New Adoptions- EMAT requisition type. 

12/2/2011 
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New Adoptions Requisition ... 

2. The Requisition Summary tab is displayed. The requisition screen has a 
tab for each grade level through eighth grade and a tab for each subject 
area for high school when there is newly adopted material adopted for 
the respective grade. 

3. The Save Work button is on this tab. The Save Work button saves all the 
requisition data when selected. 

Allotment • New Adopttona .. EMAT 

: 

~0.. oa.«~:o-!J ~--·········:·--=1 -..r. .. --.-.Jleii -.._.Q< ... W T-T<Af' ..... Diw"' ..... 

New Adoptions Requisition ... 

4. Click on the Pre-Kindergarten tab: 

·-Adopllonl • EM.l T 

36 
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New Adoptions Requisition ... 

5. Enter the Student Requisition Quantity and/or the Teacher Requisition 
Quantity for each New Adoption item you would like to order. For your 
reference, several informational columns are shown to the right of the 
quantity columns: 

• EMAT Type- SBOE Adopted, Commissioner's List, or Open Source. 

• TEKS %-Texas Essential Knowledge Skills percentage covered by 
the listed item. 

• Mid Cycle Checkbox- When checked, indicates the item was 
adopted as part of a mid-cycle adoption and not during a standard 
adoption. 

• Standard Price- represents the unit price for the item. The price 
will be multiplied by the quantity ordered to calculate the 
Extended Amount. 

• Extended Amount- Calculated amount will be deducted from the 
district allotment balance. 

37 

New Adoptions Requisition ... 

6. After entering a quantity, the Extended Amount will be calculated 
as Standard Price* the quantity entered. In the top portion of the 
page, the amounts next to This Requisition and Remaining Balance 
should change to reflect your entries. 

I 
\ Allo~nt .. New Adopti~a .. &MAT Rfvio. 

,Caullirllhtriet~ ~IW Dh<ViUfJfot' tt.:M~~thtnct 

I 

·-........... 
38 
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New Adoptions Requisition ... 

7. After entering the requisition information, ALWAYS click the Save Work 
button. If you exit the requisition page or the EMAT system without saving, 
your data will be lost. The Requisition Summary also displays the total TEA 
pays to publishers and the total TEA to districts. 

·~~,~·····(-l. 

IW~Io.lf~wy~ 

!Jn!TEC~1'C,UVI 

"''' 
~o.~, v-~~~ 

s.~~·,~~QR ~ 

39 

Tllltli1'UP.~to~') 

f.WTIAI'Iht»Diflrttt 

New Adoptions Requisition ... 

8. To review the requisition before submitting, click on the View/Print 
Requisition Summary. 

:o-:.a-~ .. ~~~ 
=-t~T-"f 

~J,~-

Rtq_.tUrilil'• s.....,.r,­
....._.,...~-'*"-''t 

~~rl't"<~fl.~'~ 

Fj:...-·f;~,.-.~~·· ····1~3!\Fifi~ 
-!::l:lr.:ll::r.'-=-::.:.':-;.'::t."'- ""'' 
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New Adoptions Requisition ... 

9. When all requisition information is entered and saved, click on the Submit 
to TEA button to submit the requisition for processing. 

; Ooih9tY Addr••• (ri?9!io6oo2 Q, 

EMATO-ryPoln1 

1~17HVIY36 

t1EE0'>1LLE 

S1111>1Jin0 Date OS.iU/2011 

aft&( tt !las been suDmltted to TEA 

77461 

YJ.Qfu'f!.llO!.Sl:ll\»~ll.S.~ 

'Mvtftln! owm I t:rt 

SUbmit To TEA I C•ncot RequiSiton j 

ToW T<A P.w Co Pul>li$,...1($) 

lotllllEA Paid IO OIS1!1CI 

07!2512011 10:19),1.1 

so.oo 
so.oo 

~0<1Ui$:bon SummaN 1 el:i.:Ki!l~et~Mifi I K!ll~§f.~t1tol1tl.IO!:~Jii!l l1!11 .. !lf.Mi i'!!l"Jt.Gf.\l1j I ;,l!l .. >i!,.~.t I.GI:I.ll.r.a!lllllil!l..llf.Mi I J.Jil.gJlC.e I ~lllJ).f.~~~ i i.!.\9!i..O.;h,,Q9.!.:.of.b 

New Adoptions Requisition ... 

10. After saving and submitting the requisition, click on the Go back to Start 
Page link. Notice that the status of the requisition is changed to 
Submitted. The date submitted and the new requisition ID is displayed. 

12/2/2011 
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3. Continuing Adoptions 

Continuing Adoptions 

• The Annual Continuing Adoptions Requisition is 
subject to EMAT prerequisites. 

• The purpose of this requisition is to order previously 
adopted Commissioner's List and SBOE materials, 
which will be available for order during the new 
school year. The Continuing Adoption Requisition is 
important for ordering consumable materials and 
materials for new students if the district is 
experiencing growth. 

44 
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Continuing Adoptions ... 

To access and use the Allotment- Continuing Adoptions- EMAT Requisition: 

1. From the District Start Page, click on the Create New Requisition link, 
shown next to the Allotment- Continuing Adoptions- EMAT requisition 
type. 

Continuing Adoptions ... 
2. The Requisition Summary tab is displayed. The requisition screen has a tab 

for each grade level through eighth grade and a tab for each subject area 
for high school. 

3. The Save Work button is on this tab. The Save Work button saves all the 
requisition data when selected. 

Allotment· Continuing Adoptions • EMAT 

OiJJlw4ofY~ ·ou:UMl~ '~ 

ltMAT O.W.{)'Pomt 

'3741~ n!O TROUT (')ftfVF. 

S~Dotlt ti!IIUW011 ~B.t.liNdM\.liWttmll'i 

At.!.~ ~JJAI 

46 
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Continuing Adoptions ... 

4. Click on the tst Grade tab and the following page is displayed. It is 
important to note that materials previously ordered for a specific Multilist 
Code [MLC]will automatically default in the Requisition Detail portion of 
the page. If there are no materials ordered by the district for a specific 
Multilist Code, then no materials will be shown. 

Continuing Adoptions ... 

5. To order different materials for a Multilist Code that has materials 
previously ordered, the icon must be selected. An additional row for the 
Multilist Code [MLC] will appear and the new material can be selected by 
clicking on the prompt icon 

48 
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Continuing Adoptions ... 

6. Enter the Student Requisition Quantity and the Teacher Requisition 
Quantity for each New Adoption item you would like to order. For your 
reference, several informational columns are shown to the right of the 
quantity columns. 

• EMAT Type- SBOE Adopted, Commissioner's List, or Open Source. 
• TEKS%- Texas Essential Knowledge Skills percentage covered by the listed 

item. 
• Mid Cycle Checkbox- When checked, indicates the item was adopted as 

part of a mid-cycle adoption and not during a standard adoption. 
• Standard Price- represents the unit price for the item. The price will be 

multiplied by the quantity ordered to calculate the Extended Amount. 
• Extended Amount- Calculated amount will be deducted from the district 

allotment balance. 
• PEIMS Enrollment- The grade level enrollment loaded from TEA PEIMS 

system. 
• Inventory Quantity on Hand- The district's current inventory for the item. 

49 

Continuing Adoptions ... 
7. After entering a quantity, the Extended Amount will be calculated 

as Standard Price* the quantity entered. In the top portion of the 
page, the amounts next to This Requisition and Remaining Balance 
should change to reflect your entries. 

8. After entering the requisition information, ALWAYS click the Save 
Work button. If you exit the requisition page or the EMAT system 
without saving, your data will be lost. The Requisition Summary also 
displays the total TEA pays to publishers and the total TEA pays to 
districts. 

50 
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Continuing Adoptions ... 

9. To review the requisition before submitting, click on the View/Print 

Requisition Summary. 

~~~h'**"N:ii'4H-. .. u~-...,._, ., ....... " ..... , .. ~-... N•--...... -, .......... ot~o~:.U..........,. 

twJns•"'~.....,_..:"'u.<~ ·t•ow••-•,...... ......__u,_ 
~te..­

"!.=-~~!!.?"~~~~1~~~=~:~~-_... ... -.. ... ~ ... ~,..,._ ...................... 
tol:<ifiOit,..?'o.~II:~N "*!fit 
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Continuing Adoptions ... 

10. When all requisition information is entered and saved, click on the Submit 
to TEA button to submit the requisition for processing. 

oeuv.rv Addm• joiiiooeoo2 · a, 

EMAT 0~1)' Point 

16417 HWY 3~ 

NEE0\1LLE 

Shll>t>lni Ollie Ol!i04120 11 

L10t Updall<l By Lanr Slm$ 

77461 

Vitniffin1BttSJ\lltjH~n S~U)tNu~ 

\'itw!Fdrd O!sltr Uat 

TO!IIITEA PoldiOPUbiiSI!etttl 

ToiJITEAPalcltoDillllet 

Q712i11201110 1QA11 

roumuSit~nttr>OU< ""'"" on tnt Graoe lwtl t&bt &tii)\o-'6. Mle~;t a Otlwar, Mdrlst &f\Cl • St\tpmentdate, and a1~ 
. appro-~at 

To WorK'. You a~n ttltl\ eomt baet..IJtetto cernplttt anc tubrnitUlt ltQulsibon. 
To ·canc1111 Requ""""'n·. Cant4Red re.qu1s1U0n:s Mil not be pfotuse;t .\requisition caMct be QnCGiitd or ehOOO&d 
•n.r ft ~as Dton submittod to TH 

S\Jt>miiTOTEA l C•oou RoQUlsl!loo j 
'it~Qui<J!'J~nSumm;,trtE.tt·KmdtrnallttQl~l~I~!~I~I~I~!~I~!HighS;;twoi·ElA 
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Continuing Adoptions ... 

11. After saving and submitting the requisition, click on the Go back to Start 
Page link. Notice that the status of the requisition is changed to 
Submitted. The date submitted and the new requisition ID is displayed. 

53 
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4. Supplemental Requisition 

12/2/2011 

27 



Supplemental Requisition ... 

To access and use the Allotment- Supplemental- EMAT Requisition: 

1. From the District Start Page, click on the Create New Requisition link, 
shown next to the Allotment- Supplemental- EMAT requisition type. 

55 

Supplemental Requisition ... 

2. The Requisition Summary tab is displayed. The requisition screen has a tab 
for each grade level through eighth grade and a tab for each subject area 

for high ~scihio~oil.ii~~ii~!ij~~~~iij~~~~---
AIIotment • Supplomenllll· eMAT 

IMIMt,... ~:·:;~:t 

tlhlf~P*" 

t1l!UDTROOTOIW'J& 

TX 

-

$llJipilllgOIIilt ~ll ::dll~~ i 1'.-UA!'MI4~ 

1i«WJMltfl!liWt#Mmt'11<p ~f~iW. : TtiUifU,_•tMVtct 

3. The Save Work button is on this tab. The Save Work button saves all the 
requisition data when selected. 

55 

12/2/2011 

28 



5. Enter the Student Requisition Quantity and the Teacher Requisition 
Quantity for each New Adoption item you would like to order. For your 
reference, several informational columns are shown to the right of the 
quantity columns: 

EMAT Type- SBOE Adopted, Commissioner's List, or Open Source. 

TEKS% -Texas Essential Knowledge Skills percentage covered by the listed item. 

Mid Cycle Checkbox- When checked, indicates the item was adopted as part of a mid-cycle adoption and not 
during a standard adoption. 

Standard Price- represents the unit price for the item. The price will be multiplied by the quantity ordered to 
calculate the Extended Amount. 

Extended Amount- Calculated amount will be deducted from the district allotment balance. 
57 

Supplemental Requisition ... 
6. After entering a quantity, the Extended Amount will be calculated as 

Standard Price *the quantity entered. In the top portion of the page, the 
amounts next to This Requisition and Remaining Balance should change 
to reflect your entries. 

- ....... ~~1· 
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7. After entering the requisition information, ALWAYS click the Save Work 
button. If you exit the requisition page or the EMAT system without saving, 
your data will be lost. The Requisition Summary also displays the total TEA 
pays to publishers and the total TEA pays to districts. 
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Supplemental Requisition ... 

8. To review the requisition before submitting, click on the View/Print 
Requisition Summary. 

R•qnt.ltlon Snmm .. ry 
A.~r~d-"£MAT 
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Supplemental Requisition ... 

9. When all requisition information is entered and saved, click on the Submit 
to TEA button to submit the requisition for processing. 

OO!Mtrv A<~~~reu ioi9oosoo2 a, 0712!51201110.19AU 
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Supplemental Requisition ... 

During submit the syst~m checks to see if the transaction exceeds the 
allotment warning% ~et by TEA for the school year. This is a warning 
message only and will not prevent the transaction from further 
processing. If the remaining allotment balance is exceeded, the 
transaction cannot be saved or submitted for processing. 
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Supplemental Requisition ... 

10. After saving and submitting the requisition, click on the Go back to Start 
Page link. Notice that the status of the requisition is changed to 
Submitted. The date submitted and the new requisition ID is displayed. 

:o-J1~t)• 
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5. Allotment Disbursements 

Allotment Disbursements 

• Allotment Disbursement functionality in EMAT 
enables the school districts to order non state­
adopted Instructional materials, Technology 
Equipment and Technology Services {including 
supporting products which are not on the TEA 
approved list) from the fixed dollar allotment 
which is available in EMAT for each district for 
schoolyear2011-2012 
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Key Points Regarding 
Allotment Disbursements 

• Allotment Disbursement transactions are 
validated against the districts' remaining 
allotment balance throughout the year. 

• Allotment Disbursement transactions can be 
used to order non state-adopted Instructional 
materials, Technology Equipment and 
Technology Services. 
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Key Points Regarding 
Allotment Disbursements ... 

• Allotment Disbursements are controlled by 
TEA administrators and they 
activate/deactivate the allowable·· , 
Disbursement Types and Categories. 

• TEA Administrators approve the Allotment 
Disbursement transactions prepared by the 
districts. After approval, payments are made 
directly to the districts. 
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Allotment Disbursements 
To access the Allotment Disbursement Summary: 

1. From the District Start Page, click the Allotment Disbursement link. 
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Allotment Disbursements ... 

2. The Allotment Disbursement Summary Page is displayed. i 

3. Allotment Disbursement Summary Page displays the list of Allotment 
Disbursement transactions with different Statuses such as In Progress, 
Submitted and Completed. To create a new Allotment Disbursement 
transaction, click on NEXT link. 
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Allotment Disbursements ... 

4. If a district wants to continue its In-Progress Allotment Disbursement 
transaction, the district clicks on the Transaction ID link, so that the 
Allotment Disbursement Page is displayed. 

ROUND ROCK ISO 

lhtrie:tlypt lndeFtndelll Sd!OOI Dlsil~ Statu$ AdM 
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Allotment Disbursements ... 

5. District can ONLY cancel the transaction which 
is in Submitted Status. If the transaction 
Status is completed, it means that TEA has 
already approved the transaction and check 
payment will be issued to the district 
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Allotment Disbursements ... 

6. To cancel the transaction, click Cancel Disbursement button on Allotment 
Disbursement Page 

71 

6. Allotment Disbursements 
Transactions 
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12/2/2011 

Allotment Disbursements Transactions 

There are three different Allotment Disbursement type transactions in EMAT: 

1. Instructional Materials 

2. Technological Equipment 

3. Technology Services 
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1. Instructional Materials 
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1. Instructional Materials 
Disbursement 

Used by districts to order instructional materials that are NOT State Board 

or Commissioner adopted. 

1. From the District Start Page, click the Allotment Disbursement link. 

Instructional Materials Disbursement. .. 

2. The Allotment Disbursement Summary page is displayed. 

3. Click Next link under the Transaction ID field. 
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Instructional Materials Disbursement. .. 

4. Allotment Disbursement type Page is displayed. Select Instructional 
Materials option from the dropdown list and click OK button. 
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Instructional Materials Disbursement. .. 

5. Allotment Disbursement page for Instructional Materials is displayed. 

6. Select the appropriate Disbursement category by clicking the magnifying 
glass icon. 

====--------------------. 
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Disbursement Categories are: 

•Bilingual Materials 
•Open Source 

•Supplemental Materials 
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Instructional Materials Disbursement. .. 

7. New Grid under Disbursement 
Lines box is displayed which allows 
the user to enter the data for the 
Instructional Materials items to be 
ordered. 

8. User is required to enter the 
following fields: 

Publisher 

Title 

ISBN 
Author 

Subject 

Grade 

Course 

Student Served 

79 

Copyright 

Edition 

Media format 

Material Type 

Language 

TEKS% 

Quantity 

Unit Price 

Instructional Materials Disbursement. .. 

9. User can add additional Instructional Materials by clicking on the plus "+" 
sign to add another line. 
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Instructional Materials Disbursement. .. 

10. Once the User enters all the required fields, user selects Save Work 
button. New transaction ID is generated, when the work is saved. 

11. Once the user entry is complete, certify the transaction by clicking Certify 
& Submit button. 
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Instructional Materials Disbursement. .. 

12. Certify Requisition page is displayed. Enter the phone number to certify 
the transaction and click OK button. 

13. After clicking OK button, the Allotment Disbursement page is displayed 
again, and user selects Go Back to Allotment Summary Page link. 
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2. Technological Equipment 
Disbursement 

Technological Equipment Disbursement 

The Technological Equipment Allotment Disbursement type ~ransaction can 

be used by districts to order Technological Equipments 

1. To access Allotment Disbursement-Technological Equipment transaction, 
go to the District Start Page, click the Allotment Disbursement link 
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Technological Equipment Disbursement. .. 

2. The Allotment Disbursement Summary page is displayed 

3. Click Next link under the Transaction ID field 
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Technological Equipment Disbursement. .. 

4. Allotment Disbursement type Page is displayed. Select Technological 
Equipment option from the dropdown list and click OK button. 

Pt.aw wlot11ht lllotmonl dl•bu,.....tnl typO and Ill•• cli<k OK 
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Technological Eguipment Disbursement ... 

5. Allotment Disbursement page for Technological Equipment is displayed 

6. Select the appropriate Disbursement category by clicking the magnifying 
glass icon. 

......... 
........ ~~~ ....... 

Disbursement Categories are as 
follows: 
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Desktop 
eBook 
Learning Lab 
Laptop 
Tablet 
Whiteboard 
Workstation 

Technological Equipment Disbursement ... 

7. New Grid under Disbursement Lines box is displayed which allows the user 
to enter the data for the Technological Equipment items to be ordered. 

8. User is required to enter the following fields: 

Student Served 

Administrators Served 

Manufacturer 

Primary Use 

Grade, Quantity 

Unit Price. 
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Technological Equipment Disbursement ... 

9. User can add additional Technological Equipments by clicking on the plus 
"+" sign to add another line. 

10. Once the User enters all the required fields, user selects Save Work 
button. New transaction ID is generated, when the work is saved. 
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Technological Equipment Disbursement ... 

11. Once the user entry is complete, certify the transaction by clicking 
Certify & Submit button. 
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Technological Equipment Disbursement ... 

12. Certify Requisition page is displayed. Enter the phone number to certify 
the transaction and click OK button. 

13. After clicking OK button, the Allotment Disbursement page is displayed 
again, and user selects Go Back to Allotment Summary Page link. 
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3. Technological Services Disbursement 
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Technological Services Disbursement 
This type transaction can be used by districts to create the transaction and 

get paid for Technology Services rendered by the district. 

To access Allotment Disbursement-Technology Services transaction: 

Technological Services Disbursement. .. 

2. The Allotment Disbursement Summary page is displayed 

3. Click Next link under the Transaction ID field. 

-1) --
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Technological Services Disbursement. .. 

4. Allotment Disbursement type Page is displayed. Select Technology 
Services option from the dropdown list and click OK button. 

5. Allotment Disbursement page for Technology Services is displayed. 
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I 

Technological Services Disbursement. .. 
6. Select the appropriate Disbursement category by clicking the magnifying 

glass icon. 
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Disbursement Categories: 
Professional 
Development 
Contracted Services 
Lease Equipment 
Capital Outlay 
Supplies & Materials 
Salary 
Other Operating 
Expenditures 
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Technological Services Disbursement. .. 

7. New Grid under Disbursement Lines box is displayed which allows the 
user to enter the data for the Technology Services to be ordered. 

8. User is required to enter Description of the Service, Quantity and Unit 
Price. 
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Technological Services Disbursement. .. 
9. User can add additional Technology Services by clicking on the plus"+" 

sign to add another line. 

10. Once the User enters all the required fields, user selects Save Work 
button. New transaction ID is generated, when the work is saved. 
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Technological Services Disbursement. .. 

11. Once the user entry is complete, certify the transaction by clicking Certify 
& Submit button. 

12. Certify Requisition page is displayed. Enter the phone number to certify 
the transaction and click OK button. 

13. After clicking OK button, the Allotment Disbursement page is displayed 
again, and user selects Go Back to Allotment Summary Page link. 
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7. Allotment Inquiry and Reports 
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Allotment Inquiry and Reports ... 
In order for district's to obtain information regarding their allotment balance 

and transactions, the EMAT/EVI system provides both Allotment online 

inquiry and reports. 

To review district allotment balance and transaction information online: 

1. From the District Start Page, double-click the Allotment graph bar in the 
left center of the page. 

IIM.r~~i.>M(~> I' l1if ""' 

~""'''""-"" , .... .,_,) *"*"'""'"" "''"" 

I 

Allotment Inquiry and Reports ... 

2. The Allotment Summary Page displays. This page shows a summary of all 
transactions both pending and complete that affected a district's 
allotment balance. 
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Allotment Inquiry and Reports ... 

3. For additional transaction detail, click on the "Allotment Report" link on 
the Allotment Summary Page. After the "Allotment Report" link is 
selected, the Allotment Report displays . 
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