Empowerment Scholarship Account (ESA) Expense Report Portal Guide 2018

Dear Parents,

Before starting your expense report, it might be helpful to have your bank statement handy for referencing any
transactions that show in the electronic bank data as charges from your VISA prepaid card. In addition, if you are
submitting your expense report through the portal, please ensure you have all receipts and credentials needed to
support those charges available and saved electronically before beginning.

Step 1. Login to the ESA portal using your registered email address and password.
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Sign in with your arganizational accourt

]

Your organizational account used for sign in is your
email address.

I you have fargatten your ADEConnect password, you
an reset it using the Fargot Passwornd? link.

I you are 3 Student Infarmation System [S15) user,
please use that system for access to all of your ADE
applications! SIS users should only maintain their
password in the SIS,

Reset of ADEConnect passwaord does not update your
SIS ar Comimon Logan passwards.

For questions regarding your entity and application
sccess via ADECannect. the Entity
Adminissratar find an £ ministrate
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Step 2. Select the Student in which you would like to complete an expense report for, only Q3 2017-2018 and forward
will be available in the new format of electronic bank data. Select the quarter to submit under “Expense Report Links”.
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Empowerment Scholarship Account (ESA) Expense Report Portal Guide 2018

Step 3. After clicking on the quarter that you need to submit, you will see all the charges made on you VISA prepaid card
up to the date of logging in for that time period. Example: Q3 timeframe: January 1st to March 20", Anything charged
after you completely submit your expense report will move to the next reporting period.

Expense Reporting

UEE School Year: 2017 - 2015 Reporting Period: Qusntar: 3 January 01, 2013 - March 31, 2018
student

Application #: |G REMINDER: A portion of the empowerment schelarship account monies allocated
Report Status: Unsubmitted annually to provide an education for the gualified student must be used annually.

Attention: ESA expense reports require a receipt for all line items/charges to
wour wisa card. Please ensure you have uploaded all receipts. If a receipt is
missing you will not be able to submit the expense report. For question, contact
ESA Hetline: 602-384-1958.

& Export To POF
Transaction Transaction Expense/Refund Type Transaction Method Merchant Mame Vendor | Facility Status
Date Totzal Type
01/02/2018 220,00 Tutoring Services Phone, Mail, Intermet saveal [ ncomplete
01/06/2018 254238 = Categorize Expensa FPhone, Mail, Internet PAYFPAL ncomplete
I
D1/0672018 30.70 = Categorize Expensa Phone, Mail, Intemnet BARNESENOBLE.COM- ncomplee
BM
D1/0772013 25694 = Categorize Expense Phone, Mail, Internet Scholastic Education ncomplete
Di/aT2018 .30 = Categorize Expensa Phone, Mazil, Intermet BARNESENOBLE.COM- ncomplete

BN

D1/0772018 6.80 = Categorize Expense Phone, Mail, Internet BARNESENOBLE COM- ncomplete
BN

0108720138 4381 = Categorize Expense Fhone, Mail, Internet BARNESENOBLE COM- ncomplete
— BN

Di/Da2018 45.83 = Categorize Expensa Phone, Mazil, Intermet BARNESENOBLE.COM- ncomplete
BN

017092012 10.00 (PN Fhone, Mail Intemet ] ncomplete

D1/02018 10.00 e Phone, Mazil, Intermet _ ncomplets

01/02018 45,00 I Phong, Mail, Internet I ncomplets

010972018 320,60 = Categorize Expense [ ravraL N ncomplete

01/082018 164.20 e — Phone, Mail, Intemet rayraL NG ncomplete

01/06/2018 32.00 = Categarize Exense Phone, Mail, Intermnet ] ncomplete

01/09/2013 oo.oe = Categorize Expense Phone, Mail, Internet BARNES&NOBLE.COM- ncomplete
— _ _ BN

01082013 4970 = Categorize Expense Phone, Mail, Internet BARNESENOBLE COM- ncomplete
- _ _ BN

oDiMa2013 4925 = Categorize Expense Fhone, Mail, Internet BARNESENOBLE COM- ncomplete
- _ _ BN

011272013 1026 = Categorize Expense Phone, Mail, Internet AMAZON.COM ncomplete
— _ _ AMZN.COMEBILL

01/1372018 628.60 = Categorize Expense Fhone, Mail, Internet _ ncomplete

011772018 1421 = Categorize Expense Phone, Mail, Internet BARNESENOBLE COM- ncomplete

BM
017022013 40000 Tuioring Services Phone, Mail, Intermet =aveaL Complete
01/04/2013 20.00 Tutoring Senvices Fhaone, Mail, Internet ARIZONA DREAMS ARIZONA DREAMS Comglete
GYMNAST GYMMAST

Total Expenses reported for this period: §5,049.08
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Step 4. Click on the Blue “Categorize Expense” button next to the expense you want to categorize. Next, the “Select
Expense Type” window pops up. Select by clicking on the correct expense type.

Select Expense Type
530 Coverdell Plan
Assistive Technology Rental
Braille Translation Services
Curricula and Supplemental Materials
Educational and/or Psychological Evaluations
Educational Therapies and Services
ESA Bank Fees
Online Private Program Expenses
Paraprofessional Services
Postsecondary Institution (College) Expenses
Private School Expenses
Public School Tuition Expenses
Testing Fees
Tutoring Services
Vocational / Life Skills Education
Other Goods and Services

Back

Step 5. If Selecting “Tutoring Service” You will need to provide the receipt and credential as you previously were
required in the ESA portal expense reports.

Tutoring Service Expense Entry

Welcome—h“' Year: 2017 - 2018 Quarter: 3 Monday, January 1, 2018 - Saturday, March 31, 2018

Warning: No Receipt has been uploaded for this Expense Entry.

* indicates a required field

Transaction Date 01/06/2018

Transaction Method Phone. Mail. Internet

Vendor | Facility *

Transaction Total 954738

Receipt File * | BRSSP “Applicants can now upload multiple documentsireceipts

Tutor Name *

Applicant Has Verified O
The Credentials *

Tutor Credential Type *

Select one
Credential Field of

Study *

Tutoring Subject *

Xl |k
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Step 5. Complete the required fields of: Vendor Facility, Tutor Name, Applicant has Verified the Credentials (check the
box), Tutor Credential Type, Credential Field of Study and Tutoring Subject. Attach the Receipt with the “Select File”
blue button. Then click “Save” button.

Tutoring Service Expense Entry

Quarter: 3 Monday, January 1, 2018 - Saturday, March 31, 2018

School Year: 2017 - 2018
Weicome I
studen:

Warning: Mo Receipt has been uploaded for this Expense Entry.

“indicates a required field

Transaction Date
Transaction Method
Vendor / Facility *
Merchant Name
Transaction Total

Receipt File *

Tutor Name *

01/06/2018

Phone, Malil, Internet

ESA Tutoring Test

pavraL I
254238

B Select File

ESA Receiptdocx remove

*Applicants can now upload multiple documents/receipts

ESA Professional Tutor

Applicant Has Verified O
The Credentials *

Tutor Credential Type

Bachelors degree [~
(SI:'sg:r:tial ksldiof Mathematics
Tutoring Subject * Algebra

4= Back

* Cancel

Step 6. Select a previous credential from the drop-down list, or upload the Credential for the Tutor by selecting a file
from your computer with the “Browse” button. Then click the “Save” button.

Tutor Credential for ESA Professional Tutor
* indicatos & requred fiold

et Upload Mew Cradantial ~

Costortet £ FIESA DOCE Crodontal _Browst.. |

= o

Step 7. Your expense is now entered. You can repeat the steps for all expenses, attach all receipts and credentials as
required.

Step 8. If an expense already has a pre-populated category, please click on the “Expense/Refund Type” to attach receipt
and supporting documents as needed. You will not be able to submit the entire expense report if there are receipts
missing.
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Step 9. When you have finished, they should all say “complete” under the “status” column. The “Submit Expense
Report” green button then becomes available to submit all documentation. Submit your expense report.

Report Statua: Unsubmitizd

School Year: 2017 - 2018

Reperting Parlod: Quariar 3 January 04,

2045 - March 34, 2018

REMINDER: A portian of the empowarment scholarship aceount monies allocated
annually fo provide an education for the qualified student must be wsed annualy.

attention: ESA expenss reports requira 3 recelpt far il ing R2me/chargss 1o

your viea carl Pia3se SNsUre you Nave uploacad 3l racaipts. IF 3 i

tis

rrisEIng yiau Wil not be able to Submit the axpense repor. For question, comact

# Submil Expense Report I YSS RS

Traneacion Treneaction ExpeneedRefund Type Traneaction Method Merchant Hame wendor { Facliity Status

Date Total Typs

aa2z0E 22000 Phone, Mal, Intame rereo [ Complete

n2EmE 400.00 Phonz, Mall, Intsmet PAYEAL Complets

TO4Z0E 2040 Phon, Mall, Intmet ARIZOMA DREAMS ARIZONA DREAME Complets
GYMMAST SYMMAST

Dz 254238 Phonz, Mall, Intsmet = E2A Tutaring Test Complets

Dz 3070 FayFal BARNESSNOELECOM-  BARNESENOSLECOM-  Complets
BN 8N

STEME 28634 Phonz, Mall, Intsmet Schoiastic Edusation Schoiastic Educatian Complets

STEME 230 Phonz, Mall, Intsmet BARNESSNOBLECOM-  BARNESENOSLECOM-  Complets
BN

ST 680 Phon, Mall, Intmet BARNESSNOELECOM-  GARNESENOSLECOM-  Complete
BN 8N

ai0azME 43561 Phone, Mall, Intsmet SARNESSNOBLECOM-  GARNESENOSLECOM-  Complete
BN BN

DEEME 4533 Phonz, Mall, Intsmet BARNESSNOBLECOM-  BARNESENOSLECOM-  Complets
BN BN

me o rocirers [ o

me o rocirers I o

e o poreronvie [ -

1/EE 37960 Phonz, Mall, Intemet e ] Campieta

e 164.80 Phone, Mall, Intemet P.Aup.‘L_ Completa

s et et | oz

M 0.5 Phone, Mall, Intsmet SARNESSNOBLECOM-  GARNESENOSLECOM-  Complete
BN BN

M 4970 Phonz, Mall, Intsmet BARNESSNOBLECOM-  BARNESENOSLECOM-  Complets
BN BN

iz 4838 Phone, Mall, Intmet SARNESSNOBLECOM-  GARNESENOSLECOM-  Complele
BN BN

aizzmE 1828 Phone, Mall, Intmet AMAZON COM AMAZON COM Completa
AMEN COMEBILL AMEN COMEILL

. e

qTEIE 1421 Phone, Mall, Intemat BARNESSNOELECOM-  BARNESENOELECOM-  Complete
BN 8N
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Total Expenses reported for this perod: 35,048.08




Empowerment Scholarship Account (ESA) Expense Report Portal Guide 2018
Step 10. Complete the Verification Form, this should pop up after you click the “submit” button. Check all three boxes,

type your name in the “Signature of Parent/Guardian of Qualified Student” box and click the “Submit Expense Report”
button. You will receive a confirmation email to confirm the expense report has been completely submitted.

Empowerment Scholarship Account Expenditure - Verification Form

Fravide any acdtionsl Informton you wish to SUbME Wit your sxpense report. (Dptonsl

VERIFY THAT YOU HAVE READ AND UNDER STOOD THE FOLLOWING
PUTSUEM 1D AZONa REVEEN S1EIISE § 15-2402 & 15-2403, 35 113 ESA CONT3! hOWar, | C2MRy Mar
O  Alfunds have besn spant for the Lawhl benzt of the quaiiNed studer 38 authorized In Sestion 3 afthe Empowarment Schoiarship Agreament.

O | uNamtzng mat me AMzona Depammant of EQUCINGN & SUNOTZS0 10 3UaN il Xpenaliures 3nd may:
2. Suspand an ESA3ceount of r2move: 3 pare for misspanding:
. Feequire repayment of misepent funds before rsisssing sdditional morkss:
. Fisfer gross misspencing for friher Invesig=ban to the Afiomey Genersis’ Oficz thal may resuitIn3 chl Judgment or Grminsl ndictment

O |unsertend it is 3 olation of SSA pollcy 10 ret=hn the senviozs of 3 family mamber or SSA card hokder 36 3 Mersplet, fior or alde:
| 24218
Signaturs of ParentiGuardian of ik
Gualiied Stusent .
o Submil Expense Report * Cancel

Thank you for submiting your Empowsnmen
Scholarship Account (ESA) Expense Reporl.

A decislon reganding your xpense r2part, or 3 reguest
far addtional Information, will ba sant ta you via small
ance your experse rapor has been processsd

Corfirmatian of your Expense Report submission has
dksa bean emalied to the emall address you provided on
your application.

If you hiave amy quastions, pieasa do not heelate 1o
comact E5A Siaf at 602-364-1969.

e Repan
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