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Application Security 

Logging	In 
1. On the application home page, select the ePAGE Sign-In link. 
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2. On the Sign-In 	page, 	enter Email Address and Password.	Click Submit. 
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User	Administration 
1. Some	users will have	the	ability to administer user accounts in ePAGE. Those	users may locate the Administer link 	on 	the 	left-hand	

navigation	menu and click on User Access.	
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2. To modify existing users, enter any of the	optional criteria	and click Search. To create a	new user click on Create	User. 
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3. Complete all fields and	click Create.	The new user will	receive an email	that will	require him/her to change his/her temporary password. 
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4. Once a user has been created, roles need to be assigned to that user. To assign roles to a user, click	Create	Role. 
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5. Select the	appropriate	role	for that user from the drop down menu and click Create. 
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The following table provides a	brief synopsis of some of the main district-level	ePAGE 	roles.		

Role Description 
User Access Administrator Allows the user to	create, update, and delete users/roles	for an organization. This	role does	NOT give 

the user	any access to view or	edit	the Funding Application or	Planning Tool. 

School District Planning Tool Data	Entry Allows the user to	edit the Active Plan. 
School District Data View Allows the user to	view unapproved	Funding Applications and	the Active Plan. 

School District [Funding Application] 
Update 

Allows the user to	edit the specified Funding Application. This role does not include access to edit the 
Planning	Tool. 

School District Fiscal Representative Allows the user to	give the first approval for a Funding Application	and	the final approval for 
Reimbursement Requests. Includes the roles Data	View and Data	Entry. 

School District 
Superintendent/Authorized 
Representative 

Allows the user to	give the final approval to	the Funding Application. Includes the Data View role and 
all of the	School District [Funding Application] Update	roles. 
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6. After searching for	an existing user, an Administrator	will have the ability to update user	information, reset	password, and remove roles. 
When a user has no	roles assigned, he/she is 	deemed 	inactive. 
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Funding	Application 

Accessing	Funding	Applications 
1. From the	application home	page, select Funding then Funding	Application from the left-hand	menu. Alternately,	the organization name 

at the	top of the	page	can be	clicked. 
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2. The Funding Application page allows users to view all the different applications an LEA is applying for by fiscal year. The	grants are	
broken	out into	two	different groups: entitlement and	competitive. Click on	the appropriate application	to	access the grant detail pages. 
Starting in FY	2014, the	Consolidated/Title	I Funding Application will be merged	with	the Consolidated	Funding Application. 
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Application Workflow 
1. The Funding Application sections page contains information on the status of the funding application and links to all of the funding 

application pages. 
2. The current application status is listed	next to	“Application	Status:”. The next available application	statuses are displayed	next to	

“Change Status To:”. Please note that the application must be moved from Not Started to Draft Started so that edits can be made. 
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3. Below is a summary of the application workflow for most Entitlement Funding Applications. 

Page 16 of 73 



   
	

      

	 	

	
 	 	 	 	

	

	 	

ePAGE Training Manual 

Create	Comment 
1. Click on	the Create	Comment link. 
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2. To email a comment being entered	into	the History Log,	check 	the 	box Send Email to ePAGE	Contacts. Choose the appropriate contact 
or enter a custom email address	and click Add.	 Once the contact has been added it will	display at the bottom of the page.	 Hover over 
the Save And Go To button and click Sections to save and email the	comment. 
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3. To view a	list of recipients click Recipient Summary. 
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4. The NDE	may mark a	comment Attention Needed. This means that NDE	has identified an issue that needs to be addressed at some 

point but will still allow your application	to	be approved. When	NDE checks this box it causes the comment to	display at the top	of the 

History Log and for all revisions. When the issue has been addressed, NDE will uncheck that box and that comment will fall back into its 
normal location	in	the list. 
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Allocations 
1. Click on	the Allocations link. 
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2. The allocations page displays the current	allocations for	each grant listed across the top by	allocation type. 
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3. If 	the 	chosen 	funding 	application 	permits 	it, 	the bottom half of the allocations page allows users to transfer	funds between grants.	 Once 

the desired changes are complete,	click 	on 	the Save And Go To link 	at 	the 	top 	of 	the 	page 	to 	save 	all	data.	
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Save 	And	Go	To 
The Save And	Go	To button	can	be found	on	almost all of the funding application	pages. This button	allows the user to save changes and move	
directly to any desired page inside the funding application. 

Page 24 of 73 



   
	

      

	 	

		
 	 	 	 	 	 	 	

	

ePAGE Training Manual 

Supplemental 	Schedule 
1. Click Supplemental Schedule Summary under the appropriate grant. 
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2. The LEA has the option to copy last year’s supplemental schedule details into 	the 	current 	year.		This 	option 	will	be 	available 	when 	the 

application is in an editable	state	and the total spending plan amount is zero. To copy the prior year’s data, click	the Copy [Previous 
Fiscal Year] Supplemental Schedule Detail link. 
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3. Before the data is copied	forward	the user will be asked to confirm by clicking the Copy button. 
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4. To add or modify the supplemental schedule click the Modify link 	next 	to 	the 	appropriate 	object 	code. 
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5. To add new rows click the Add Item link 	at 	the 	top 	of 	the 	supplemental	schedule 	table.		To 	remove rows click the Remove link 	to 	the 	left 	of 
the appropriate row. Once the changes have been completed, click	the save button at the top of the page. Use the drop down at	the top of	
the page to switch between object	codes. 
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Spending 	Plan 
1. Click Spending Plan underneath	the appropriate grant on	the sections page. 
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2. The spending plan is a	read only page that displays a	summary of the supplemental schedule data by object and	purpose codes. 
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Spending 	Plan	Plus/Minus 
1. Click Spending Plan Plus/Minus underneath	the appropriate grant on	the sections page to	view budget changes since the previous 

revision. Please note that	this page will	only 	display 	for 	revision 1 	and 	higher. 
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2. The Spending Plan Plus/Minus displays values that have changed with red dollar amount under the Purpose Code/Object Code 

combination. Reductions	are displayed with parenthesis	around the amount in red. 
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Spending 	Plan	Details 
1. Click Spending Plan Details under the appropriate grant. 
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2. Once all required sections of the spending plan details page have been	completed, hover over the Save And Go To button and click 

Sections to save all changes. 
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Plan	Relationships 
1. The Plan Relationships page is read only and divided into three sections: Goals,	District/Agency Plan Action Steps, and School Plan Action 

Steps. This data	is retrieved by pulling data from the planning tool that relates to	the selected	grant. Nodes can be expanded or 
collapsed by clicking plus (+) or minus (-). 
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Related	Documents 
1. The Related Documents allow the LEA to attach a	document to their grant application. The LEA may upload various document formats, 

such as	PDF, Word, Excel, and PowerPoint. 
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2. The LEA User will click Upload to attach the document that satisfies the Grant Application requirement. 
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3. The LEA User can then browse to the file system and select the document they wish to upload. Instead of a	document, if the user has a	
link 	to 	their 	website 	that 	satisfies 	the 	requirement, 	they 	may 	enter 	the 	URL 	of 	that 	item.		Please 	note 	that 	the 	link/URL 	must	be publicly 

available. After a	document or URL has been entered, the	LEA can assign name. This step is optional. If a	name	is not selected, then the	
system will simply display the name of the Requirement or Document Type. 
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Contacts 
1. Click on	the Contacts link 	to 	assign a 	Funding 	Application 	contact. 
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2. The contacts page displays a	list of users with edit rights to that Funding Application. The LEA	would	select which	user should	serve as 
the Primary Contact	for	that	Funding Application. Additionally, the Homeless Contact	must	be selected for	the Consolidated Funding 

Application. 
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NDE	Director	Checklist 
This tool is to help	communicate feedback to	the local educational agency (LEA) on	the initial submission	of the Consolidated	Application. 

1. Click on	the NDE Director Checklist link. 
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2. Once an application becomes Authorized Representative Approved,	the 	checklist 	page 	will be editable. Selecting Attention Needed 

from the drop down will allow the NDE Director	to mark sections that	need improvement. 
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Changes, Validations, and Print 
The Sections page has a	number of miscellaneous features that are critical to the Funding Application. 

1. The Changes column only displays on application revisions and allows the user to easily identify any changes between the current 
application revision and the	previous one. 

2. The Validations column displays messages next to any page or section that has identified	a warning or an	error. The application	will not 
be allowed	to	move forward	through	the approval process with	an	error identified. However, a warning message will allow the 

application to move	forward. 
3. The Print column allows the user to generate	a	PDF	version of a	particular page, a	section, or the	entire	funding	application. 
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Planning Tool 

Accessing	Planning	Tool 
1. To access the Planning Tool, hover over Planning on	the left-hand	menu, then click Planning Tool. 
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2. The Planning Tool home page displays the LEA’s	District and School plans	by fiscal year. Once the appropriate fiscal year is	selected click 

District Plan. 
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Needs Assessment 
1. Inside 	the Plan Sections table, click	Needs Assessment. 
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2. Once the Needs Assessment data has been entered, click Save. 
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Plan Overview 
Inside 	the Plan Sections Table,	click Plan Overview 
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Create Goal 
1. To create new goals click the Create	Goal link from within the District	Plan’s 	Plan 	Overview 	Page.	
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2. Users have the option	of entering an original goal or selecting	from the	Recommended Goals drop	down. Once the appropriate goal 
information 	has 	been 	entered, click	Save. 
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Update Goal 
1. Click on	the desired	goal title to	edit the goal. To modify	the	display	order, use the up and down arrows next to	each	goal. To	remove a 

goal click	on the	trash can icon. 
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Create	Objective 
1. Expand the appropriate goal and click on the Create	Objectives. 
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2. The user has the option of	entering an original objective or selecting from the Recommended Objective drop	down. Once relevant	
objective information 	has 	been 	entered, click	Save. 
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Create Action Step 
1. Action	steps can	be created	in	either the District or School plan. Action	steps relate to	Strategies. In	the selected plan, expand the 

appropriate	Objective and click on the	Create	Action Step link. 
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2. Check the box Add to Action Step Bank to make the Action Step available for use in the School Plans.	Once the relevant	Action Step 

information 	has 	been 	entered, click	Save. 
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Request for Funds 

Accessing	Request for	Funds 
1. To access the Requests for	Funds, click the Requests for Funds item in 	the 	left 	hand 	menu. 
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2. The Requests for	Funds page allows users to view all available grants by fiscal year. Click on the appropriate grant	to start	requesting 

funds. 
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Create	Request for	Funds 
1. Click on	the link Create	New Request For Funds. 
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2. Click Confirm to verify the intention to start	the request. 
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Expenditure 	Details 
1. Click the Expenditure Details link 	on 	the 	RFF 	sections 	page. 
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2. The Expenditure Details page will only display the cells that have an approved budget. The approved budget amount is 	displayed 	when 

the user	hovers over the cell. 
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3. Expenditure Details should be entered on a	year-to-date basis. Once this is complete, hover over the Save And Go To button	at the top,	
and click Sections. 

Page 63 of 73 



   
	

      

	 	

	
 	 	 	 	

	

	 	

ePAGE Training Manual 

Request 
1. Click the Request link 	on 	the 	RFF 	sections 	page. 
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2. The Total Amount Requested	will automatically calculate using the year-to-date expenditures entered	on	the Expenditure Details page 

in 	addition 	to 	the Cash Balance	on Hand. 
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3. On the Fiscal Information As Of line,	click 	on 	the 	calendar 	icon 	to 	select a 	date 	that shows the ending date for the period	of 
expenditures. 
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4. Once all of the required fields have been completed,	hover over the Save And Go To button and click Sections. 

The Request for Funds validation and workflow function in 	the 	same 	manner 	as 	that 	for 	funding 	applications. 
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Final Financial Report 

Starting 	FFR 
1. Select Funding then Funding	Application from the left-hand	menu. 
2. On the resulting page, select the fiscal year in which the LEA has expended dollars and All Active Applications from the drop down 

menus.	 Click the appropriate Funding Application. 
3. When the sections page opens, the current application status	must show as	NDE Director Approved in 	order 	to 	start 	the 	FFR	process. 

Once the application is in NDE Director Approved status, click the FFR LEA Draft Started link 	under 	the Change	Status To header. 
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Final Financial Report 
1. On the Sections page, click the Final Financial Report link 	located 	under 	each grant. 
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2. The FFR page will only display the cells that have an	approved	budget. To	view the approved	budget amount, hover over the cell. 
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3. Enter the amount of cash expenditures and hover over the Save And Go To button, then click	Sections. 
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FFR	Adjustments 
1. On the Sections page, click the FFR Adjustments link. 
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2. Review reported	cash	expenditures. Enter the specific amount to	carry over in	order for it to	be available in	the next year’s	funding 

application. If a	district chooses not to carry over	all remaining 	funds, then it	must	check the box acknowledging that	it	does not	want	to 

carry	over the total amount	remaining.	 If a district does not do this, the FFR will fail the validation. When the FFR Adjustments	page is 
completed, hover over the Save And Go To button, then click	Sections. 

The FFR validation, submission,	and 	approval function in 	the 	same 	manner 	as 	the 	funding 	application. 
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