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With SB 6 — Things Have Changed!
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SB6 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 enroliment.

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.

Changed Ordering Requirements...

10. Reporting surplus and enrollment will no
longer be required since eligibility-based

ordering and surplus will not be enabled in
EMAT. -

11. SBOE and Commissioner’s List inétructional
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 Instructionat Material Order Process

Legond

@ UiswictChaner School
@ Toxos Education Agancy
€D Depositoras/Pubkishers
) Fraight Vendor
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Additional Information - Commissioner's List and
SBOE Adopted

Which Requisitions e Allotment - Subscription Renewals -~
are available to order EMAT

the instructional
materials?

Allotment - New Adoptions - EMAT
Allotment - Continuing Adoptions -
EMAT

o Allotment - Supplemental - EMAT

How are these
instructional
materials ordered?

TEA submits the orders on behalf of the
district electronically through EDI with the
Depositories or directly to the publisher
through EMAT

How are these
instructional
materials shipped?

The Depositories or publisher ship the
materials directly to the district

How are these
instructional
materials paid?

TEA pays the depository or publisher
associated to each SBOE or
Commissioner’s List program item in
EMAT

12
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Changes to Ordering Prerequisites and
the District Start Page

Ordering prerequisites for 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

Ciounty Distect 003902 | HUDBQN 18D : Region 7
Buslness Unlt: 03002 District Type [ndepsndent 8choot Districd Statue Acthe

Schoel Year 2011-2012

Our districticharter schoal certifias the totiowing:

1. Thatthis distncts M Will Do Used ONly Fof eXpYNSes AOWRd by .
TEC §31.021¢, 82" Toxas Legislature.

2. Thatthis gistrict pu'cnnu instructional materiais that wili assist the qistrict in salistyin
periormance standuras under Texas Education Code (TEC) §34.0241, Salisfactory Petlarmance

Biangargs, on t unwer TEC §30.023(a) and (c), 52" Texas
3. Thatlhe sup, t: tructional mat in with any otherinstructional
o1 used by this gislrict. cover the essential

mowicagu and skills Idcmiﬂod under Seclion 28.002 by the Stale Board of Ecucauon forthe
subl;w Iami grads level for which this distritis the 1 insuctionat
maleria

4. Thot thig district will provide the tile and publication information for any instucional matenals
tequisitioned or purchased by the district with fha district's instruclional materials ailetment.

Poasn enter your Phono numbr

SabsckivStulRage dlptman

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

*Sokct s School Yesr 20112012 ¥ DssicuChaner 003802 HUDSON 18D

d on TIRR011.

Contiaton s ok Py Congnw.  COFES> Coenirasiunas

©=>WM Sonm asrias

Tirctraciun 3 Naaak ARGIAE URagh 1l SThod YA s 201 1301
- s , .

A tenaimag

SN YO s VEG

15

Phase | Changes

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 Il 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




Requisition Ordering Sequence:

Allotment - Subscription Renewals - EMAT

Allotment - New Adoptions - EMAT or Allotment
- Continuing Adoptions - EMAT

Allotment - Supplemental - EMAT (available after
the Allotment - Continuing Adoption - EMAT

requisition is complete)

19

.»smvw A Rt 1 Reguion St Prges

Common Requisition Information

| Ailotment - Subscription Renewals - EMAT l

|
Reglon 1
ounty Distit 03002 HUOSONISO Disriet Type  ndependent SchoolDitit Business Unit mh

0 N AW

Requisition Type

District Region or ESC number

County district number and district name
District Type

Business Unit for EMAT internal data
School Year

Requisition ID or NEXT if new requisition
Requisition Status

20

12/2/2011

10



Next Section —
Allotment Activity and Balance

B | s eqision PR [ N —

ToulFomPendig Tansacions.~ $009  Gobackla St P A

T

This Requisition = the Allotment amount used on the current requisition

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

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

Save Work button saves requisition data
Go Back to Start Page link returns the browser to the Start page

21

i

1. Subscription Rénéi}i)dls
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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

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

Nmttnd.nl « BubeLription Rmnll .

selected.
— .
Comardy Ofoout  0IWWOA.  WWTATN HIT: Lwi I g ot Fpnd e Buvimess o 02HOR

Sboid Yo IBIIIUL Reguisibomn 8 Y e Ty -
Thin B eitton v et i O Yb0s. 504 B
Torai Pren Pueuting Yeun erctouny 00 FHRRAKIA LIS Fnia A L3

i Dlteiy Acwern | [903MIFIIT I
| BAAT Dwtivvny bt

Tored TUA Pt w0 Pustioneeial
Tohali TEA Foid s Cidwioe,
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Subscription Renewals...

4. Click on the Subscription Requisition tab and this is displayed:

Allcterent - SUbSErpUon Kenemais - EMA!

Capty Cidrial SO R20906 5L Corriat Ty cgamrsens Sohack Dt Bwiraor Ut B air
Iohoot tear 2N Roquition & KO Hpgeeitan W Fagase
Tty tovsnan L.\, % EE E S Ot

San ®H

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 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 Enroliment — The grade level enroliment 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
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7.

Subscription Renewals...

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.

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.

Baaueition Seibwery (9
Al PR R e
iption EMAT ®
Couaty DiRtCt 003302  HUDSON 190 Dhaerict Type  independant Sehoot Distc Business Vol 3
Schoot Year 20012032 Roquisition 10 ooo:;wsm Statuy I Progresy
Romaiping Balance 263135641

Toie Reguingion .10
Totm From Renting Traxsactions .

If vocas TEA Do i6 pudkeier(s FIA800

3000

| Touat FEA Paid 10 Dintrict

28
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Subscription Renewals...

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

XAS L0

Requisition Sunmary
ABstmoret - Subarripdan Remewals . EMAT
Duarice. £ naseer 81005 HCDH 15D
Erqastars O MR Lo (ke by DEAGRN 110430030 $1.005)
Saem: Lbained Lapuend hip Dt 04201

Totad TR paih 13 Fudttdor Pruows Rdnatics Unprdbiey pIFTI R Y
“Toaa Dt ran Onirict be Publaibar. INaris Eiostm Paguciry £
Dupeivany Pablbber:
Ay KMLLL Degoibory

Torsl TTA pid 10 A Pudiidear

U 18 ottt ety mue e Totil TRA past © Dowwice’, e i izt dy opess~atgstames Cusises oo, 3 Jophesivie S
Atectiy 0 e Wit publinbens enbit: Boymmeat s art b
e tor

oy dt stous
et 16 TEA, Qiutics will s 4 gayieas B THA, bt w b i

dnwly.

e Y et

Subscription Renewals...

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

Satect s Dolivory Addess Reorasibon ntormation

Detivety Address [0
EMAT Dalivery Peint
16417 HIY M4

LasyUpdated By Lamy Sims. 672252041 101944

HEEDVILLE

Shipptng DA gg.04:001

Total TEA Paid (0 Publisher(s)
Total TEA Pald to District

uisition, You must anter your orgers on the Grade jevel tabs above, select @ Defivery Addrass and a Shipment date. and click
raguisition wili e procsssed afler TES approval,

0N wilhout subienitting. Cick “Save Work'. You can tnan come back tatar 10 compiete anc gubmi( the requisition.

Quisiion, dick "Cance! ion”, € will not be p Ateq cannot be cancelied of chanyed
alter it has beon submied 12 TEA

SUEMATOTES" Cancet Requiskion - |

Requisiian Summary B OdaaNen | Kngaran | S5 Gua t 2ad Grave 30 Grace ) am st Sl Grade | Bn S| 10 Gradh | BIh Grage) High Sifieet ELA
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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.

“Jainer 8 Short Tar VIR v et SOFIL HUDSON 13D

s Sepkrts s, b ot 590 o DAL o § S KgAK,

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.

*“fabest b fenoot Yeur 2110012 W DiwnsetCharter 003902 HUDSOH 130
p———

665 remreowTts, ol reshats bRivw wsest lx M Prras 1 2

L0 Baand 04 Toiatuh Careliatin o0 w8 Momves wn THRIEL

ot Bonisons ' Boatow ranted
T Mo s S Unogn S ook Ve BV
TS i

oo
fone, IRRRW

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.

N e

Hagsaon Sernars

A - Naw Adop «BEMAY
Conandy District T0ICT  HUDBON 130 Oistrict Typs  indapandent Bohos Distast Businuss Unit 03002

Schoot Yeer 26112013 Hequistidits wExt Requisition Statusin Prageans
oo A A ... Baxson | Reormining Beince  §20¢,132 1%
Yol S5k in AL Raae Abuignt

732 TED TROUT DRIVE

LUFK

SAST ARSI SR ewPrind Qraning

Toka! VEA Mebt 40 PUlHisnentKl 0%
Toti TEA Paid to Diviriat. w®ou

New Adoptions Requisition...

4. Click on the Pre-Kindergarten tab:

] pre stinderguttin

1) Atlotmant - New Adoptions - EMAT a ;

|| County Distieh 053307 KUOSON KO Distied Typs. incamandens Szhocs Distint Businens U357
(! Bokoo vaar 23110012 Requiviion 10 NEXT Requisilon Satisie Progrias

This Raquirition wie LIV g R

| Tedat Erom Rendiing Trsusaetions FEL R E SRR S

13 613 WLCH WID Abwiy 108500 WBOONS

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...

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.

R ’»inw:'\mmT W lotion T e

| Anotment - New Adoptions - EMAT

Rrgioa H

1! Counly Distriet 63K HUDICN 190 Osariet Type  intpunsant Sebos: Distret Business Unitapiaz
| [ scnoatvaar  zer1a002 Raquisivion 1D NEQT Raquisltion Strmess: $1ogesy
| e Raguisidon B BN ] femileeg Bilecs LI

|| wtoior cous a0y
: PENE Encoficant.

4 607 s Mtk pwey AW ERTAG

12/2/2011
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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 pays to dlstrncts

TS frre T R

T

Rorsgists it Juvs

Allotment - Naw Adoplions - EMAT Fgion 5
County Dibtriet 0362 HUDBGR 130 Déptried ypa  inegendant Scnool Dighwct Busbina Unit 235
Schew! Yeur 20353047 Requisition I 3600073155 Requisition Ststutis Proguess.

Thiv Rvquisisin [T ... i N WA
Totsd Brom Pending Traesstions w0 o e S bt
Lokt Upitannd By DYLOERT FHIUIS DAIFY
ENAT Dayery e 51
#128 YEC TROUT CRivE i
i
LN ™ 84,
St 2 Shap e
Tota) TEA P2id 1o Publisheris) PeLIN
Baivw.at opdw Svgmen Davg . H SRS Qb 8 Toial TEA Pujd 10 Dlsiriet b
assanmanm
39

New Adoptions Requisition...

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

w T XA HERCOCNTION ANy - k5
Rerjaisicipn Samunary
Aboinrne - Naw Adugoens - EMAT Yol TLA i 0 AD Poblcbonry
foi S g Tsiava o0k TUA ik B ]
o
e AT Wt
ol e e O o JMWW
RS e e it e
. Ao "ia. TRA P ke wa orhed it mmuww—a—
&.u.mywm rir ;uﬂ&ﬁ-w--u;' fooo by sy ydr iy
Lt on 583 250 e 730320 L0 T3

40
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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.

Seloxt & fpivory Ao0ross

Regayition bdormation
o )

Delivery Address (079806002 Q4 LastUpdatad By : Larry Sims 07522011 101195
EHAT Deitvery Point

13417 WY 38

HEEDVILLE TX 77481

Setort B Smp Date Fimancinl Bdonnaion

Shipping Date 99940011 i
1
|
|

YigwPno! ReQysrien.Sunmar
Hawebnot Qraer Lt

Totad TEA Paid © Pulblisher(s)
Total TEA Paid fo Distriet $0.0¢

<, vyiignie 3
uisition, you must enler your orders on the Srade te.el b akove, select 3 Dellvery Address and a Shipment date, and dlick
RQUISHIGH will be pracessed after TEA approval.
01t without Submitling, CECK “S3ve WOk, Yau ¢aa then come ack fater ty coimpiata and submit the cequisition.
isition™ Canceilnd #ill not be pracessed A requisition cannot be cancelied or changed

aftas thas been submitied 10 TEA
submitToTex | Cancai Roquistion |

Requisiton Sunmar: | Ple KInaQraanin | Kigeraatao (19155098 | 200 5rads i&h’.ﬁmﬂﬁi 4MGads | Em.Qoatta | Gh Srade | T Grace F8ih s

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 1D is dispfayed.

it # et oge 13343083 o SivriChmter 003907

A0 Wt o Friamas COhnrncs S was adtivan on 10K L

Sanimianes fulimdatane
Ao 1 Uikl W T Yerw Y g0 3

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

Oivaiciznenies 0032 HUDION 13D

type. ~Ratct s Schonk vpus PN -

R vt

£ pe—

12/2/2011

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.

Ragion 7
Basineus Uit 03902

Regs it Subiony

Allotment - Continuing Adoptions - EMAT
Mt Type Independant Uchaot Disthd
Ruguisilion Stalus In Progrens
39504319

County District  G0§902  HUDION 180
Sehoot Year 20340042 Requisition 0 HEXT
3000 Datance

Tiis Requisiisod
Tetal From Panding Trnasacioas

Sokrt 2 Detpeasy AddTas s
Ouiivery Address

EMAT Downary Fomnt.
E735 TED TROUT DRVE

LUFKH
1| Totas TEA Paid 10 Publisharts) o
000

1] Totsd TEA Pwid 10 Dhairics

Sadeed K S
Shipgimg Dol ugamott WSOt B on BEmAaLy

AR A0l SHIRUASL DR,

M oo L)
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Continuing Adoptions...

4. Click on the 1% 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 defauit 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.

et > Coinsing Adupdenas « TRAY
bt BNl MO ot Vs nnptiodos s it

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

[ e

§ Allgiment - Continving Adoptions - EMAT
| Comey Dt Mashsz HIDMMAD

g

7, 8 asntvesions Endon Bioke s
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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 enroliment 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.

ARDEDEN + CORKNUING AGORUONS < EMAY
| oyttt S oA JROS—— o 4 £

| Sohoweam | Miviee

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.

 HESUCATIONN ATING Y

Requishion Summary oo fiaf ettt ot o SO

Mliotmmrnd . € omiiammg Asdoptiven - ENLST

Lok Uil trc SNKTES G267 20 99
o g Y. 4033

Doay ey W DAY 20
Empininie BT
frempe e

oo Lt bt P it S
T Bt v B 10 YN hrmg M v ety

FS TLA pd e A P "o
e 64 b v Buse- .

A A P

PO 715 Bt 4 POMIT s 384 Lo bt s
i T o Tt s Pt vty M1 1F A .

. ¢ oA bt
o (N

Corsmnn TR0 12 11200 Perort
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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.

Setect a Dohvery Adkio!

Dufivery Address

EHAT Qulivery Paint
15417 H#Y 38

LestUpdated By, Lany Simsg 0725/2811 10.18AM

NEEDVILLE

Selext s Ship Date

Shipping Date - pa42011 Totat TEA Paid 1o Publistier(s]
caighie Shinmant Cate VignPrind Qrdor Lial {1 Total TEA Paid to District

Epantiat infos mpbon

isttian, you Imust entar youe orders on tha Grade feval 1abs above, select a Daiivaey AJdrass and 9 ShipMent date, and wick
Tenuisilion will bs processed alter TEL approvat
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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.

i i
- RN AR i o
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4. Supplemental Requisition
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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.

“Sutvctu St vau AL >
<t TR e o e KT e Rt 7 B
G iears o Yncsibat Seciakon e 5 recaiepd te 1914601

gt Lisdnds N
PR GRS Vb e RTRAY
: i : i 1

[mr.w ety oecd, Qosany
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Supplemental Requisition...

for high school.

2. The Requisition Summary tab is displayed. The requisitio'nlsc‘reen has a tab
for each grade level through eighth grade and a tab for each subject area

Mt

Allotment « Supplamentai - EMAT

el Fype  Sependen) Goout Diaut

Rgica.

Dowcres Vsl Q1000

Total §rom Pomding Traesactions.

Coty it 00MGE MUGOOHTE0
JomsiYour  WILIME owOR N tERY Bewsteiion S8 I Brogresy
e Reguisitons et Remaineeg Baoacs €42, 1888¢

Totaf YEA Paid (e Pakadetin)
Totak TEA pas ta Diatrict

004!
om0

i
|
'
§

requisition data when selected.

3. The Save Work button is on this tab. The Save Work button saves all the

12/2/2011
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Supplemental Requisition...

4. Click on the Kindergarten tab.

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 parcentage 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.

Atiotment « Bupplementsl « EMAT Wopit r

Tam TS PN MBS

el tywe Dt Bsou T
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e
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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.

SCATION AGENCY

Requisition Summary
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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.

Sedoct 3 Dolivery AR esS

Requisition BRDEmation

LevtUpdated By Lawy Sims 077252041 10.10AK
EHAT Dairviry Polnt
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Totat TEA Paid Ly Distict
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on without sulimitting. cick “Save Work', You can then come back tatarto ang subimit the caq!
q . Cancelied 5206 will not be processed. 4 requisiion tannit be cancelied or changed

#Nerithas bean submitted W TES,

Submit ToTER i Cancel Requisiion |
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Supplemental Requisition...

During submit the system checks to see if the transaction exceeds the
allotment warning % Set 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.

61

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.

hetect &S00 vear 01T - DistrciCmone 903002 HUDSON 1SD
» "

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
school year 2011- 2012

12/2/2011
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Key Points Reqgarding
Allotment Disbursements

e 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.

65

Key Points Reqgarding
Allotment Disbursements...

* Allotment Disbursements are controlled by
TEA administrators and they o
activate/deactivate the allowable
Disbursement Types and Categories.

e TEA Administrators approve the Allotment
Disbursement transactions prepared by the
districts. After approval, payments are made
directly to the districts. o

66
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Allotment Disbursements

To access the Allotment Disbursement Summary:
1. From the District Start Page, click the Allotment Disbursement link.

T |

67

Allotment Disbursements...

2. The Allotment Disbursement Summary Page is displayed. .

County Deotrict 245900 -~ RCUND ROCK 80 Rogion 1}
; Susimess Vit FS500 1 Deatrict Type: aupencen SO Distner Suis Ao

$120000  Remaining Beleace 34 581 200.00

P
eI A oA E‘i’ ﬁs Yotk 5

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.

68
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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.

Coanty Districl 246909 ROUND ROCKISD Region {3
Business Unit Fa309 District Type Indepandent Schoot District Siatus Atbve

' Compisted Disbursements  $258.58 Pending Disbursements  $150000  Remaining Balance  $4.591,000.00

—._.........mzn__...;u.a“
871822011
 gmenn
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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

70
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Disbursement Page

Allotment Disbursements...

ASpsy Ddarsamend . WawurBonsl luterion

E R PN R RO A
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6. To cancel the transaction, click Cancel Disbursement button on Allotment

6. Allotment Disbursements

Transactions

36
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Allotment Disbursements Transactions

There are three different Allotment Disbursement type transactions in EMAT:

1. Instructional Materials

2. Technological Equipment

3. Technology Services

73

1. Instructional Matérials
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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.

o 244009 o Forgion 13

3. Click Next link under the Transaction ID field.

76
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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.

[Faverions M Mata- > ERATIEV) i Disgice Start Page

Pleass seiect the allotment disbursemant type and then click OK

Alfotment Disbursament type:

77

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. Useris required to enter the
following fields:

- Publisher

- Title

- ISBN

- Author

- Subject

- Grade

- Course

—  Student Served

- Copyright

- Edition

—  Mediaformat
- Material Type
—  Language

- TEKS%

—  Quantity

- Unit Price

79

Instructional Materials Disbursement...

9. User can add additional Instructional Materials by clicking on the plus “+”

sign to add another line,

It o 4l i s
ity e v

AR AR
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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.

Allctment Distursement - Inkiructinnal Mt Senov( Yo LHTigd

County el YTH004  HEEDVELE WD D 540 Onsisias G 108
FWWACHU N0, T:0oK% PR

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

81

Instructional Materials Disbursement...

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

[ormecme sines
& Lo

RS

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

82
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2. Technological Equipment
Disbursement

Technological Equipment Disbursement

The Technological Equipment Allotment Disbursement type transaction 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

34
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Technological Equipment Disbursement...

2. The Allotment Disbursement Summary page is displayed
3. Click Next link under the Transaction ID field

e

[ CommtyDismct 44009 ROUNDROCKISO Region 13
Busitess Unit Fes09 - Distiict Type. independent Schodl Diswrict Status Athve

Pending Disbursements -~ 3150000 - Remsining Balsace $4,581.00000

4 2011:2012 .
S wrai

8S

Technological Equipment Disbursement...

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

Pieass select the aliotmant disbursement type and then click OK ¢

Allotment Disbursemant typw:
Disturveiment Trensactios Type:

ok | owmen |
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Technological Equipment Disbursement ...

5. Allotment Disbursement page for Technological Equipment is displayed

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

e — 6 Disbursement Categories are as
| ] —“—e follows:

[ PRNT o e g Desktop
eBook
Learning Lab
Laptop
Tablet
Whiteboard
Workstation

[T Y CES Bia X My Gartn; $4.525 5%

Gty & Cunaic

SR SATENRK K
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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

28
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Technological Equipment Disbursement ...

+” sign to add another line.

button. New transaction 1D is generated, when the work is saved.
s
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9. User can add additional Technological Equipments by clicking on the plus

10. Once the User enters all the required fields, user selects Save Work

Technological Equipment Disbursement ...

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

Aflotmunt Disbursement - Technological Equipmant

Coundy DiStict: 072904  HEEDWULE SG
TranpocHon £k DOIIO1REEY

Schodd Year SH162012
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H©1ew Li".‘.’..?f;‘.:‘..“..] Rurrsiniog Batange:
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ToAnk Hom Pendng transaciiony:

Affodenrd Disbiaserment Bfonnaton

Lant Usir 10 Update | Larty s 072811 Jh 2P
Cortified By. E
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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.

91

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:

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

Technological Services Disbursement...

2. The Allotment Disbursement Summary page is displayed
3. Click Next link under the Transaction D field.

County Bisinct 245909  ROUMD ROCK 1ST . Ragion 13

Buasiness Unit F3809 District Type indepentont Schon! Diskict Stats Ay
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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.

Please salect the sliotment disbursumant type and then ciick OK

Alfermant Disbursement ppe:

5. Allotment Disbursement page for Technology Services is displayed.

95

|
Technological Services Disbursement...

6. Select the appropriate Disbursement category by clicking the magnifying

glass icon.

| aawementOishursement « Taxhmology Secvives
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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...

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.

Alloovent Disbursement - Technology Services

Year 2011-2012
County District: 079908 NEEDWILARISD Oiattet Type: School Distrct Business Unt {FS08

User can add additional Technology Services by clicking on the plus “+”

Transacton il QOI00 19668 Transaction Sustus: in

Tris Diabursemant: $10.052.00 [ sae o] Remaining Bofance:  $135.038.04
Tota! from pending transactions: $678.00 Ltbock by Aatment Suprias

Atistrount Distussement istoreation

Last Uner 10 Update: Lan Sime 072811 34332PM |
Carthied BY !
Carttier Phone {

Dimbyrsersont Linns

o
Oinouresment Category LEQ Qo v

Certity & Submit Cancei Disbursement i
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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.

CecidyRugitos

By ntangae & ¥ 204 3 e iR

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

99

7. Allotment Inquiry and Reports
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Allotment Inquiry and Reports...

In order for district's to obtain information regarding their aliotment 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.
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Allotment Inquiry and Reborts...

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.

e
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Completsd 50.00
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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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QUESTIONS????
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