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State Reporting
As we transition from summer to fall in terms of weather, the business office is transitioning from start-up of school to funding and state/federal reporting.  Our office is responsible for maintaining a lot of data from payroll data to student data to accounting data and turning it all into federal or state reporting.  Reports that have been completed are the 18E, LCP Application, ESSA, Mentor Application, and PBR along with upcoming reports of ENRL, SO66, PCA, and a few minor monthly reports to the State.  We all pitch in and do our parts to make these reports come together with accurate data to get the most funding available to our district.
18E, Annual Statistical Report was done and submitted in August.  In this report, Doniaell enters transportation costs (non-sped), Bond balances, Indirect Costs and Janine reports the VIN numbers and transportation demographic data and Brian White reports on driver education minutes and student numbers.
LCP, Licensed Consolidate Plan application is managed by Dr. Kolb and Doniaell.  That report was due September 30th where we provided estimated expenditures for Title I, IIA, and IV.
ESSA is a report Doniaell has been doing for the last few years.  This report takes the district's expenses from the 22 FY and shows per building how much federal dollars and how state dollars were spent per building. 
Amber completed the Mentor Application for the state.  In the fall the mentors are entered into the system to make sure the licensed staff are eligible to mentor based on their licensure status.  In the spring the mentees are entered and when this report is submitted, the district receives funds based on the information provided.  About $10,000 is usually received to help offset the $40,000 the district spends in mentoring.
The building registrars and principals have completed the PBRs (Principal Building Reports).  These reports are step one of the BASE funding for state aid.  Daily minutes, schedules, and a few other items are entered and prepared the ENRL to upload.  Helen Culliney, our MIS clerk for sped, has done a fantastic job educating Brian on this process and Brian has excelled in making this a seamless process!  ENRL is an automated process through Skyward to the state but a lot of data knowledge is needed and data cleanup is done before the upload.  Information such as students on free or reduced, transportation mileage, bilingual, CTE minutes, etc. all are accounted for in this report.  Remember the form 150 on the budget showing all the weightings that we budget for, well the SO66 is an actual account of what students we are getting funding for and then in the spring the audit takes place to double check the ENRL/SO66 upload.
PCA known as Personnel Categorical Aid is a report due on October 4th that generates special education funding.  In this report, Doniaell uploads the sped licensed staff, paras, and contractors to this system and Ascendra checks them over.   This generates and FTE based on hours worked.  Anything over 1,116 hours equals 1 FTE.  Being at work and keeping staff is vital for this funding.  The FTE of  licensed and contractor multiplies by the state given reimbursement amount estimating 30k and para FTE is multiplied by the state given amount estimating 11K.  Add those up and that is the aid the district receives from the state to fund special education.
Many other little reports are due monthly such as draw down of federal funds, state aid payment requests, food service reporting in KN Claim and many licensure updates.   Brian manages the student side of the state reporting and processes assignments and exits daily/weekly.
After Action Plan for New Hires
For many years we have met with new hires to go over payroll paperwork and procedures and then send the new hires out into the buildings and do not circle back with them to be sure they have been adequately taken care of. 
Starting in mid to late October, Sharon and Doniaell will begin setting up meetings with our new hires to collect information on how we can improve with onboarding employees. We will discuss how to improve our business office/tech procedures, ensure the new employees have what they need to succeed, and build upon any suggestions they may have. We feel this will allow us to build relationships across our district and gather helpful information on how we can improve across the board. 
Workflow Automation
Brian has been building programs to automate routine processes throughout the District. These programs eliminate unnecessary labor for our staff members allowing them to function more efficiently. 
The infrastructure for these programs uses Microsoft’s Power Automate, a resource that the district is already paying for but has not utilized. 
Business Office Website
Another resource that isn’t utilized is SharePoint. SharePoint allows for Microsoft users to build Private or Public collaboration spaces for their organization i.e. the District.
Brian created a private website for the Lansing Business Office. This website serves as a collaboration space for our office. This website is also home to our Business Office File Repository, and helpful programs relevant to the Business Office and its staff. For example, Brian might use the “Contractor Hours” page to log Contractor Hours, while Doniaell can access that same page to get live updates on their hours and pay. 
Employee Evaluation Program
Employee evaluations have been a cumbersome process in the past that has led to evaluations becoming overdue or not being completed in the first place. The process consisted of repeatedly downloading and scanning forms in to fill and sign by hand. 
Brian has been building evaluation programs for departments across the district to make Employee Evaluations paperless, user friendly, and organized.
Here is how it works:
1. Evaluator fills out an electronic form with all of the Employee’s evaluation criteria (Provided by the department head.) as well as contact/position information.
2. Once the form is submitted, it is automatically sent for digital signature to all the required party’s email addresses. 
3. Recipients sign document. (If any of the required signatures don’t respond, they are sent reminders every business day until they sign. )
4. Once all parties have signed, the signed evaluation is automatically sent back to all of the parties as well as automatically saved to the Business Office File Repository. 
So far, Brian has built an evaluation form for all Head Coaches, Assistant Coaches, Activities Sponsors, Assistant Sponsors, and Paraeducators. All of these forms can be found on the Business Office Website.
Moving forward, Brian is working on an update for the program that will automate reminders for Admin who have Employees that are coming up on an evaluation. This will be pushed out by Department and Brian is targeting next month to have an evaluation reminder program established for one department with more to come at future date.
Contractor Hour Logging Program
The Business Office has to log the hours and pay for contractors throughout the district. The system beforehand required manual entry and some manual calculation to log and had to be emailed to Doniaell on a monthly basis. 

Brian wrote a program that allows you to log this data through an electronic form. 

Here is how it works:
1. Amber brings Contractor invoices to Brian.
2. Brian fills out a simple form for each invoice, which includes a scanned copy of the invoice.
3. The form submissions automatically adds the pay amount and hours to the Contractor’s individual log. All of the data is automatically disaggregated based on criteria that our auditor has specified.
4. When the auditor comes they have access to the spreadsheet with a receipt (Invoice) for every pay record we have on file. 
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