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MANAGING RECONCILIATION

As a STP Portal user, you can submit a reconciliation report along with its amendment, and view
the submitted report by accessing the Finance tab.

Reconciliation Report Submission

To submit the reconciliation report, perform the following steps:

1. On the left navigation panel, click the Finance tab.

O Seprela Dent == Georgia's ‘0 7}
(7 sirss | G preac raaram : l VP Vermithor PD v
Welcome to House Of Dragons  Provider ID 873885 < Return to Pre-K provider list

Calendars

Important Communications
=13 Class Reporting Manager

2] Document Library

Critical Reporting Dates >

= Manage Rosters

Service Features
*x Manage Sites and Classes

&¢  Manage Users @ Sites and Classes EJ  Rosters )] Payment
D My Applications
Active Sites 2 Students 0 Last Payment Amount $66069.12
Active CI 1 T her: () 3/31/2025,
& Finance ctive Classes SR Last Payment Date - O!) PMJ

The Finance page will be displayed.

2. Now, under the Reconciliation Report tab, click the View button.
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0 My Applications
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Welcome to House Of Dragons  Provider ID 873885

. l VP Vermithor PD «
Notifications J

<« Return to Pre-K provider list

® Payment Advice Payment Holds Reconciliation Report
—I Track payments received and Identify and resolve temporarily Veri ccount accuracy by matching
pending with clear financial records. suspended tran s, reco
| View | [ View ‘ [ # View
Repayment Plans Nonprofit Reporting Form Agreed Upon Procedure
Manage scheduled payments and B Generate compliance reports for (AUP)

installment timelines funding and audits.

Review agreed-upon procedures for
financial audits.

= Jil |

The Reconciliation Acknowledgement page will be displayed.

3. Inthe Reconciliation Acknowledgement page, click the drop-down arrow next to Pre-K,
then select the program as Riser Kindergarten or Rising Pre-K from the drop-down list.
Note: The steps for submitting the Reconciliation Report are the same for both RK and
RPK programs. However, the instructions below specifically outline the submission
process for the RK program.

{2 Home

Calendars

&%  Class Reporting Manager
[ ] Document Library

= Manage Rosters

Qs Manage Sites and Classes
¢ Manage Users

[} My Applications

[cx]] Finance

Reconciliation « Back

Reconciliation Acknowledgement

v Pre-K

Rising Kindergarten

* indicates required field

Rising Pre-K

*Reconciliation Report

2024-2025 v

By acknowledging below, | confirm that | have read and understood the guidelines for the Reconciliation process for the FY25
school year. | understand that all submitted financial data must be accurate and compliant with state funding policies. Failure to
comply may result in delays in future funding or corrective actions.

4. Select the year for the Reconciliation Report.
Note: You can submit the Reconciliation Report for this class year in the following year.
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Home

Calendars

Class Reporting Manager

Document Library

Manage Rosters

Manage Sites and Classes

Manage Users

My Applications

Requests

Reconciliation Acknowledgement

* indicates required field

*Reconciliation Report

g Kindergarten v

2023-2024

~ 2023-2024

2022-2023

2021-2022

2020-2021

View Instructions

Acknowledgements

;I have read and understood the guidelines for the Reconciliation process for the FY24
tted financial data must be accurate and compliant with state funding policies. Failure to
inding or corrective actions.

| acknowledge | have read the instructions and understand | need to complete this process in accordance with the guidelines.
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5. Next, click the Acknowledgements checkbox, then click the Acknowledge & Continue
button.

o Ceorpia Dept == Georgia's ‘@ (>
6 na L e3rming fwexp?og,am g | FM  Fay Mcmahon v
Welcome to HH, Happy Hashbrown Inc , Early and Daycare Center , Inc  Provider ID 860242 < Return to Pre-K provider list
Reconciliation « Back
@ Home

Ghiidars Reconciliation Acknowledgement

Class Reporting Manager

o
g

* indicates required field
] Document Library

*Reconciliation Report

= Manage Rosters 2023-2024 v

*x Manage Sites and Classes

A Manage Users By acknowledging below, | confirm that | have read and understood the guidelines for the Reconciliation process for the FY24
school year. | understand that all submitted financial data must be accurate and compliant with state funding policies. Failure to

D My Applications comply may result in delays in future funding or corrective actions.

- ' :

Acknowledgements
Q Requests

| acknowledge | have read the instructions and understand | need to complete this process in accordance with the guidelines.
Visit Reports

E®  Waiting Lists

The Reconciliation Report page will be displayed.

6. Inthe Reconciliation Report page, enter RK Funds for the Line Items in the Direct Costs,
Operating Costs, and Administrative Costs sections.

o GeargiaDept G . ‘o —
of Early Care eorgia’s 8 i
& dhlGe g’p(e y_p?‘;gmm { FM  Fay Mcmahon
Welcome to HH, Happy Hashbrown Inc , Early and Daycare Center , Inc  Provider ID 860242 « Return to Pre-K provider list
Direct Costs
@& Home
=] Calendars Line Item RK Funds @ Total

Line 01. Lead Teacher Salary

&3 Class Reporting Manager $300.00 $300.00
[Bm] Document Library
Line 02. Lead Teacher Benefits $70000 470000
= Manage Rosters
Man: I
® snage Sies and lseses Line 03. Assistant Teacher Salary 000 500

¢  Manage Users

i) My Applications Line 04. Assistant Teacher Benefits $0.00 $0.00

Line 05. Transition Coach Salary

$0.00 $0.00
& Requests
Visit Reports Line 06T ion Coach Bene|
ine 06. Transition Coach Benefits $0.00 $0.00
Eo Waiting Lists
Waivers .
@ Operating Costs
™
Line item RK Funds © Total

N Nasd Sunnnr?
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7. To submit the reconciliation report, scroll to the bottom of the page, then click the
Submit button.
Note: The Total Expenditure section presents the aggregate of Direct Costs, Operating
Costs, and Administrative Costs.

it s Faniiy EngayEe 50050 T
& Home
Line 11. Student Transition Materials $0.00 000
Calendars
&% Class Reporting Manager Line 12. Other Operating Costs $0.00 $0.00
O  Document Library
Line 13. Total Operating Cost 390.00 $390.00
= Manage Rosters
@ Manage Sites and Classes Administrative Costs
&#  Manage Users Line Itemn RK Funds © Total
D My Applications Line 14. Administrative Costs $100.00 $100.00
& Requests Total Expenditures
@ Visit Reporta Total Balance
$1490.00 $51110.04
Eo  waiting Lists
& Waivers
Previous Save y
e T
% Neod Sinnactd

The Submission Confirmation pop-up window will be displayed.

8. To confirm the submission, click the Submit button.

I Submission Confirmatioq

Before submitting your report, please complete all required fields.
Line 05. Transition Coach Salary

*Upon successful submission, Funds Successfully Added message will be displayed, and the
status will be changed to Submitted.
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Viewing Recon Validation Results

After submitting the reconciliation report, you can view the report.

To view the recon validation results, perform the following steps:

1. In the Reconciliation Report page, click the Validation Results link.

Reconciliation Report

3% Class Reporting Manager

=] Document Library
* Indicates required field

Manage Rosters
Reconciliation Report

%7 Manage Sites and Classes 2023-2024

¢ Manage Users

De

Status : Submitted Amendment Count
D My Applications

= Download Payment Summary @® Download Instructions
= Finance
= Bl Download Report

&  Requests

Visit Reports View all the Reconciliation Validation results here. Validation Results -

F®  Waiting Lists

The Reconciliation Validation Results page will be displayed, allowing you to view the result and
download it using the Download Results button.

o _ @ —
of Early Care = Georgia's _ N
G SRNSTE  a re aaam ) { M  Fay Mcmahon +
Welcome to HH, Happy Hashbrown Inc , Early and Daycare Center , Inc  Provider ID 860242 « Return to Pre-K provider list
@ |Ri-;ing Kindergarten
Home
HH s € Back
Reconciliation
Calendars
8 Class Reporting Manager Reconciliation Validation Results
[mm] Document Library
= Manage Rosters Results List [ & Download Results ]
@ Manage Sites and Classes
Notes:
&t Manage Users * Line item 9. Lead Teacher salary, includes Substitute Lead Teacher, CYE & T&E supplements paid to the legal owner for Reconciliation school year.
+ Line item 12. Assistant Teacher Salary, includes Substitute Assistant Teacher paid to the legal awner for Reconciliation school year.
O My Applications
Number of classes calculated for the year during validation : 0
@) Finance "
_ Direct Costs
& Requests
Line Item RK Funds @ Amount due back Amount due back Reason
Visit Reports
Line 01. Lead Teacher Salary @ $500.00 $-500.00 Maximum Exceeded
Fo  Waiting Lists Line 02. Lead Teacher Benefits $100.00 - b
@ Waivers Line 03, Assistant Teacher Salary @ $200.00 $-200.00 Maximum Exceeded
Line 04. Assistant Teacher Benefits $200.00 - N/A
£ Nogd s
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Amending Reconciliation

After submitting the reconciliation report, any required changes can be made by submitting an
amendment to update and resubmit the report.

To submit the reconciliation amendment, perform the following steps:

1. Click the Finance tab on the left navigation panel.

Calendars
Important Communications
&3 Class Reporting Manager
O Document Library
Critical Reporting Dates >
= Manage Rosters
Service Features
@ Manage Sites and Classes
&*  Manage Users (& sites and Classes EJ  Rosters =) Payment
] My Applications
Active Sites 2 Students ] Last Payment Amount $66069.12
= Finance Active Classes 1 Teachers 0 Last P t Dat 3/31/2025,
ast Payment Date 12:00 PM
&  Requests
Visit Reports APPLICATION NUMBER TYPE STATUS PROGRAM YEAR
1747 Continuation Summer Transition Not Submitted 2026
— Program - Rising Kindergarten "
E  Waiting Lists Application privacy - Te
The Finance page will be displayed.
TP . .
2. Now, under the Reconciliation Report tab, click the View button.
Georgia Dept — - o —_—
(5 dhmt | dfantiias, & VP Vermithor PD
Welcome to House Of Dragons  Provider ID 873885 <« Return to Pre-K provider list
@  Home Finance
Calendars
® Payment Advice Payment Holds Reconciliation Report
EXS Class Reporting Manager = Track payments received and - Identify and resolve temporarily Verify account accuracy by matching
pending with clear financial records suspended transactions records
O Document Library
I View J [ View ‘ [ —’ View
= Manage Rosters
@ Manage Sites and Classes
Repayment Plans B Nonprofit Reporting Form Agreed Upon Procedure
Manage scheduled payments and Generate compliance reports for (AUP)
&¢  Manage Users instalment timelines funding and audits
. . g and audits Review agreed-upon procedures for
financial audits.
] My Applications

The Reconciliation Acknowledgement page will be displayed.
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3. Inthe Reconciliation Acknowledgement page, click the drop-down arrow next to Pre-K,
then select the program as Riser Kindergarten or Rising Pre-K from the drop-down list.

Reconciliation « Back
[A) Home
Calendars Reconciliation Acknowledgement
o v Pre-K
&2  Class Reporting Manager
Rising Kindergarten
] Document Library * indicates required field Rising Pre-K

*Reconciliation Report

Manage Rosters
2024-2025 v

%

Manage Sites and Classes

-+

Manage Users

De

By acknowledging below, | confirm that | have read and understood the guidelines for the Reconciliation process for the FY25

The Reconciliation History will be displayed in the Reconciliation Acknowledgement page.

4. Next, in the Reconciliation History, click the View button in the Actions column.

T DUCUMENTTIoTar

actions.

- Manage Rosters View Instructions
@ Manage Sites and Classes Acknowledgements
&+ Manage Users 1 acknowledge | have read the instructions and understand | need to this process in with the
[ My Applications
&  Requests Reconciliation History
Visit Reports

Reconciliation ID Amendment Count Status Action
E  Waiting Lists 6000807 i Submitted . _—
& Waivers

The Reconciliation Report page will be displayed.

5. To submit an amendment, click the Amend Reconciliation button.

Welcome to HH, Happy Hashbrown Inc , Early and Daycare Center, Inc  Provider ID 860242 « Return to Pre-K provider list

Bl Download Report

@ Home

View all the Reconciliation Validation results here. Validation Results -
Calendars

uo

Class Reporting Manager

0o

O Document Library Pre-K Summer Transition Program providers are required to submit a reconciliation report to DECAL covering the duration of the Rising Kindergarten

and/or Rising Pre-K grant agreement. The purpose of this report is to provide a detailed and accurate account of all expenditures related to the grant.
Manage Rosters Funds can only be used to cover costs of the Summer Transition Program (STP) and the program’s prorated share of other allowable expenses incurred

iii

through normal operations. Funds are to be used only for ordinary and necessary expenses, directly benefiting, or resulting from STP program operations.
%’ Manage Sites and Classes Only these allowable and verifiable expenditures should be recorded on the reconciliation report.
This is for testing purpose.

2 Manage Users

Reconciliation Report Amend Reconciliation
D My Applications

N

& Requests

Direct Costs

}
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The Amend Reconciliation Confirmation pop-up window will be displayed.

6. To continue the submission, click the Continue button.

| Amend Reconciliation Confirmation |

Are you sure you want to amend the Reconciliation Report?

Cancel

7. Make necessary changes to the RK Funds of Line Items in the Direct Costs, Operating
Costs, and Administrative Costs sections, then click the Submit button.
T e T R

@ Home
Total RK Funding : $52600.04

Calendars

& Class Reporting Manager Direct Costs

[ Document Library Line Item RK Funds © Total
= Manage Rosters Line 01. Lead Teacher Salary $500.00 $500.00
X Manage Sites and Classes

Line 02. Lead Teacher Benefits

100.¢ 100.00

2 Manage Users bio0 s
D My Applications

Line 03. Assistant Teacher Salary $200.00 200,00
Q Requests Line 04, Assistant Teacher Benefits $200.00 $200.00
Visit Reports

Line 05. Transition Coach Salary $0.00 $0.00 n
Es  Waiting Lists :

pracy - e

T T $0.00 $0.00
o Home
Calendars Line 13. Total Operating Cost 390.00 $390.00
13 Class Reporting Manager .. .

Administrative Costs

[am] Document Library

Line Item RK Funds © Total
= Manage Rosters

Line 14. Administrative Costs $100.00 $100.00

@ Manage Sites and Classes

2 Manage Users

Total Expenditures

D My Applications

= Finance

) Requests

The Submission Confirmation pop-up window will be displayed
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8. To confirm the submission, click the Submit button.

ISubmission Confirmation I

Before submitting your report, please complete all required fields.

Line 05. Transition Coach Salary
Eance) -

*Upon successful submission, a Funds Successfully Submitted message will be displayed, and a

new Reconciliation ID with the status Amend will be generated and listed in the Reconciliation
History section.
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