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Introduction

The Administrative Cost Reimbursement Program better known as Mandated Services
has been in existence in the State of Ohio since 1982. In 2002 significant revisions were
made to the program. The responsibility of the school is to generate a legal claim that is
paid with these funds. Pertinent back up data must be kept.

Basic Computer Learning has provided templates to organize this information
electronically. This is a user-friendly program that organizes and summarizes data. In
keeping with the changes to the State program, BCL has revised the original and
enhanced it in this 2002 version.

Patricia Gettens, John Gedeon and Ann Marie Winchester have designed the ACR
Recordkeeping and Reporting Program (Mandated Services). They have consulted with
the Catholic Conference of Ohio, and principals to ensure that this program meets the
recordkeeping guidelines and law.

If illegal activities are claimed, the use of this program will not prevent citations by the
State Auditor or reviewers. It is each claimant’s responsibility to list only recordkeeping
and data gathering activities that are not an integral part of teaching. Copies of the new
Guidelines should be duplicated for each employee.

The templates were produced through the efforts of many people. The costs of
developing these materials are recovered through sales. The unauthorized duplication of
personal computer software raises the cost to all legitimate users.

This software is protected by federal copyright law. Copying software for any reason
other than to make a back up is a violation of law. Individuals who make unauthorized
copies of software may be subject to civil and criminal penalties.

Report copyright violation to:

Software Publisher’s Association
1730 M Street, NW
Washington, D.C. 20036

or

Basic Computer Learning
20130 Center Ridge Road
Rocky River, OH 44116

The ACR Recordkeeping & Reporting Program is user-friendly, but we recognize through
years of experience of working with schools, that support is an important service. If you
have an internet connection, you can use our website to e-mail for support or call our
800 number to make the use of the program as easy as possible. Refer to the Support
Section of this manual for more help features.

On-site training is available through Basic Computer Learning.
Please call for information and pricing.

ACR v2.02 5



ACR v2.02



7 Getting Started

Mac Mac

Minimum and Recommended Equipment Requirements:

Highly Recommended:

Power Macintosh G3 (Includes all iMacs & eMacs)
128MB of RAM available

Hard Disk with 80MB free

System 8.6 or higher

CD-ROM Drive

LaserWriter Printer

0O O O 0O O O

Minimum:
o Power Macintosh or higher with OS 8.6 or higher
32MB of RAM available
Hard Disk with 80MB free
System 8.6
CD-ROM Drive
LaserWriter Printer

0O O O O O

What System is on the computer?

Turn on the computer.

Click and hold on the apple icon in the upper left hand corner.
Drag down to About this Computer and let go.

The System running on your computer will be named.

o O O O

Software Needed:

o ACR Recordkeeping & Reporting Program
o FileMaker Pro 5 or higher

Why do I need FileMaker Pro and how can I purchase it?

o The ACR Recordkeeping & Reporting Program uses this application to
operate.
o Call BCL 1-800-556-6130 or (440) 356-9550 to order.

How is FileMaker Pro installed onto the hard drive?

o Put the CD into the disk drive.

o Install FileMaker Pro onto your computer. Follow directions that
accompany the software.

o After installation, restart the computer.
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How is the ACR Program installed?

o O O O

o

Put the program CD into the CD-ROM drive.

Double click on the CD icon to view its contents.

Click on the ACR folder icon.

Drag the folder onto the Macintosh HD in the upper right hand corner of
the desktop.

Watch it being copied onto the Hard Drive.

When copying is complete, drag the CD icon onto the trash can until the
trash can becomes dark. Let go and the CD will be ejected.

Store the ACR program CD in a safe place.

Locate the ACR program folder on the Hard Drive. Open it and point to the
icon of the ACR2.02.fmp. Click once on the icon. A box will appear and the
title will be highlighted. Rename the file with the current school year.
Type: ACR + 02-03 + Your School Initials. Example: ACR02-03SJS.fmp.

Materials Needed:

One of the following forms of back up

(0]
(0]
(0]

Zip Drive and disk
CD burner and blank CD-ROMs
Fileserver

The ACR Program automatically saves changes to the Hard Drive. After
each work session remember to back up the ACR file. Refer to the Back
up Section of this manual for assistance.

Now it’'s time to begin!

Turn on the computer.

Locate the ACR program on the Hard Drive.

Double click on the ACR program icon. This will cause FileMaker Pro to
open also. Enter the needed password. (See the Password section of the
manual for this information.)

You are ready to create the school’s ACR recordkeeping and reporting file.
Continue reading this manual for step-by-step directions.

An Acrobat Reader version of this manual can be found in the ACR
Program folder installed on your computer.
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Getting Started

=.] Windows

Minimum and Recommended Equipment Requirements:

Highly Recommended:

o Intel compatible Pentium 90 or higher
32MB of RAM available
Hard Disk with 80MB free
Windows 98, ME, NT, 4.0, 2000 or XP
CD-ROM Drive
LaserWriter Printer

0 O O O O

Minimum:
o Intel compatible Pentium 90 or higher
32 MB of RAM available
Hard Disk with 80MB free
Windows 98
CD-ROM Drive
LaserWriter Printer

0O O O O O

Software Needed:

o ACR Recordkeeping & Reporting Program
o FileMaker Pro 5 or higher

Why do I need FileMaker Pro and how can I purchase it?

o The ACR Recordkeeping & Reporting Program uses this application to
operate.
o Call BCL 1-800-556-6130 or (440) 356-9550 to order.

Install FileMaker Pro

o Put the CD into the disk drive.

o Install FileMaker Pro onto your computer. Follow directions that
accompany the software.

o After installation, restart the computer.
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How is the ACR Program installed?

o O O O O

Put the program CD into the CD-ROM drive.

Copy the ACR folder to My Documents.

When copying is complete, eject the CD.

Store the ACR program CD in a safe place.

Locate the ACR program folder in the My Documents folder. Open the
folder and click on the icon of the ACR2.02.fmp. Rename the file with the
current school year. Type: ACR + 02-03 + Your School Initials. Example:
ACR02-03SJS.fmp.

Materials Needed:

One of the following forms of back up

(0]
(0]
(0]

Zip Drive and disk
CD burner and blank CD-ROMs
Fileserver

The ACR Program automatically saves changes to the Hard Drive. After
each work session remember to back up the ACR file. Refer to the Back
up Section of this manual for assistance.

Now it’'s time to begin!

Turn on the computer.

Locate the ACR program.

Double click on the ACR program icon. This will cause FileMaker Pro to
open also. Enter the needed password. (See the Password section of the
manual for this information.)

You are ready to create the school’s ACR recordkeeping and reporting file.
Continue reading this manual for step-by-step directions.

An Acrobat Reader version of this manual can be found in the ACR
Program folder installed on your computer.

ACR v2.02
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Passwords

Using Passwords

Decide who will enter the data for the ACR Recordkeeping and Reporting
Program in the school.

Sometimes a school uses 2 people to enter data. One person enters the
confidential data regarding employees and monitors the school’s claim.
The other person may only enter the data from claimants weekly log
sheets. In this case, 2 passwords are needed. One password will access
all parts of the program. The other will allow access only to the weekly
log sheets by quarter.

Password 1: (Total Access to salaries, fringes, all data) All
Password 2: (Limited Access - can only enter data) Some

After opening the ACR program, enter the correct password.

If the employee using Password 2 will be using this manual, remove this page
and store it in a safe place.

Click on the Menu button.

ACR v2.02
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Changing Passwords

o If passwords are changed, remember that you are the only one who
knows them!

o Under the heading File, select Change Password.
o Enter the old password. Press the tab key.

o Enter the new password. Press the tab key.

o Enter the new password again to confirm it.

o Click OK.

o Repeat steps 2-6 to change each password.

Change Password

Old Passwaord:

Mew Password:

Confirm new password:

| Cancel || oK I
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Menus

Main Menu

o The main menu is comprised of buttons that link to layouts you will need to
access. Click on the topic you need to access. The computer will move to that
topic.

o Every layout in the ACR has a Menu button. Click on the Menu button to
navigate to other layouts.

Menu Quit

Quarterly Surmmary Form

Q1 Summary

Q2 Summary

Q3 Summary

Q4 Summary

Grand Summary/ADM Entry

Template Reimbursement Entry

SF 240

Print a Blank Weekly Log Sheet

Print Blank Weelly Log Sheets with Names
Print a Blank Activities Performer Sheet
Print Blank Activities Performed Sheets with Names

o Employee Benefits
o Employee Benefits Report
O Setup Activities

O Enter School Dates
() Auto Date Fill-in
(J) Enter Days OFf
() Auto Days Off Fillin
O Enter Minutes Per Day

Q1 Weekly Log Sheet
Q2 Weeldy Log Sheet
Q3 Weekly Log Sheet
Q4 Weekly Log Sheet
Q1 Activities Performed Sheet
Q2 Activities Performed Sheet
Q3 Activities Performed Sheet
Q4 Activities Performed Sheet O State of Ohio Guidelines Menu

OCOOOOOO00O00

OO00OCO00

Internef Access Reguiired
(O T ACR Manual
() T State of Ohio Guidelines (O BCL Support/Website
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State of Ohio Guidelines Menu

o Access the Guidelines Menu from the Main Menu.
o Each of the fourteen categories for claims is explained here.

o Select the category you need to read about by clicking on the button to the
left.

Ohio Guidelines Categories

1. Governance & Organizational
Leadership

8. Chartered Nonpublic Schools

=]

. Strategic Planning & Continueus
Tmprovement

9. Entry Year

3. Student & Other Stakeholder Focus 10. Professional or Associate License

Remnewal

Faculty & Staff Focus 11. Transportation of Pupils

5. Educational Programs & Support 12. Federally Funded Education Programs

6. Using Data to nprove Performance
Results

13. Unemployment & Worker's
Compensation

7. Procedures for Evaluation &
Intervention

14. Other

O O0O000O0O0
ONONONONORON®
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Employee Benefits

General Information

o Employee Benefits must be entered before weekly log sheet data can be
entered.

o Determine which employees from your school are eligible to make claims.
Include only those employees who receive a paycheck from the parish/school.
Do not include Auxiliary Services, Title I or Special Education teachers.

o Gather all the personnel data for each eligible claimant.

o From the Menu page, click on the button to the left of Employee Benefits.

o This is a sample Employee Benefits Record. Percentages change according to
each school.

Ohio School for Children

Employee Benefits T L
Rocky River OH 44116

First Name Demise School Year 2002-2003
Last Name Computer Personnel Code 1
Position Principal
Grade/Subject
Hourly Rate
Days Houwrs/Day Base Salary Other Salary lstHalf 2Ind Half
[ 185 |[ 55 |[$3500000][ $2.00000 |[3$43.79 ] [3$43.79 ]

[ 1stHalf | | 2Znd Half |

Social Secwity [ 7.235% [ 725w [ $2,682.350

Worker's Compensation | 091]% [ 091)% | $336.70
TUnermployinent | EI.SD| Ll | I:I.SD|% | $IS5.DD|

Lay Person Retirement %
Religions Retirement | | | |
Medical Benefits | §2,500000 [ $2.50000]

Other | | | |

Total Benefits $7,554.20

Annual Salary $44. 55420

= = = =1 - -
- - %—.ﬂ_ %-‘__ = 'y st
E D L L‘ b e e
ThmrEecord Dulete Becord Frint Crorend Becord Drird Al Records Find Fmd Al

o SPECIAL SAVE FEATURE! As data is entered in the ACR program, it is
automatically saved. No need to save while working on the program.
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Create the Principal’s Employee Benefits Record

Begin with the Principal

o From the Main Menu, click on Employee Benefits.
o Click on the button for a new record.
o Click on the box next to First Name. Enter the claimant’s first name.
o Press the Tab key on the keyboard.
o Enter the Last Name.
o Press Tab.
Position

o Click on a position in the pop-up menu or enter one if not listed.
o Press Tab.

Grade

o Click on a grade in the pop-up menu or leave it blank if not applicable.
o Press Tab.

School Year

o Enter the current school year. Ex. 2002-2003
o Press Tab.

Personnel Code

o If you wish to use a code, enter one. It could be a pattern such as
2002-01. The next record would be 2002-02.
o Press Tab.

o The program defaults to 185 days. If your school has more or less
than 185 days with students in session, enter that number. (If more
days entered, the lower the hourly rate.)

o Press Tab.

Hours/Day

o 5.5 is automatically entered for elementary schools, 6.0 hours for
secondary schools. If an employee works a different number of hours,
delete 5.5 and enter the correct number. (If additional hours are
entered, the hourly rate will decrease.)

o Press Tab.

ACR v2.02
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Base Salary
o Enter the numbers for the salary. The $ and , will be added
automatically. The salary should correspond with the amount on the
employee’s contract.
o Press Tab.
Other Salary
o Enter the amount of other taxable income, ex. Extracurricular
stipends.
o Press Tab.

Social Security

o Enter the number for each half or leave it blank if not applicable.
o Press Tab.

Worker’'s Compensation
o Check the payroll department for your school’s rate.
o Enter the number for each half or leave it blank if not applicable.
o Press Tab.
Unemployment
o Check the payroll department for your school’s rate.
o Enter the number for each half or leave it blank if not applicable.
o Press Tab.
Lay Person Retirement
o Check the payroll department for your school’s rate.

o Enter the number of leave it blank if not applicable.
o Press Tab.

OR
Religious Retirement

o Enter the number of leave it blank if not applicable.
o Press Tab.

Medical Benefit
o Enter the amount paid by the school or leave it blank if not

applicable.
o Press Tab.

17



o Other

o Enter the amount of payment for other services and/or benefits. This
amount is for non-taxable income only. (All payment must be made
by check for auditing purposes.)

o Press Tab.

o Look at Calculations

o Look at the record you have completed. Notice that the amount of
Total Benefits, Annual Salary, and Hourly Rate has been calculated
based on the claimant’s salary, days, and hours.

Create New Employee Benefits Records

o Click on the New Record button. A blank record will appear.
o Repeat the directions given for the Principal’s Employee Benefits Record.
o Continue creating and completing records for each claimant.

Find a Specific Employee Record

o Sometimes there is a need to alter or view a specific employee record.
o Use the arrow keys at the bottom of the page or move from one Employee
Record to the next.

OR
o Click on the Find button.

o A View Index will appear listing the last names of all Employee Records
that have been created.

o Highlight the name of the employee whose record you wish to browse.

o Click on the Paste button.

o To return to all of the records, click on the Find All button.

Print Employee Benefits Records

o To print All Employee Benefits records, click on the button at the bottom of
the screen labeled Print All Records. Complete the Printing directions.

o To print a single Employee Benefits record, find that record, and click on the
button at the bottom of the screen labeled Print Current Record. Complete
the Printing directions.

ACR v2.02 18



Delete Employee Benefits Records

Select the Employee Record you wish to delete.

Click on the button at the bottom labeled Delete Record.

A warning will appear to verify that you want to delete the record.
Click on Delete. The record will be removed from the file.

o O O O

o WARNING! Do not delete records for employees who leave during the school
year.

Add New Employees During the Year
o If a new employee is added during the school year, create a new record,
o Determine the appropriate number of days and enter them in the Days
box.
Add Substitute Teachers
o Create an Employee Benefits Record for each substitute teacher.

o Update the Employee Benefits Record each quarter to reflect the number of
days worked and the salary.

ACR v2.02 19



Employee Benefits Report

View the Employee Benefits Report

o From the Menu, click on the Employee Benefits Report button.

Ohio School for Children
: Employee Benefits Report
20130 Center Ridge Road ploy P
Focky River OH 44114
Ferserme Gross Swdial Werd:. R Medical
Code  Mame Salary  Senmily  Cory.  Unemy.  Relire.  Refire.  Benofs Oiher Baefits  Salary 1t d
p] Erome, Pl 2400000 174000 21340 12000 120000 250000 507840 2077340 2027 2027
1 Computer, Demise ITO0000  2AE3S0 33670 18500 1RS000 2,500 00 755420 4455420 4379 4379
3 Crowford, Gr. My 2400000 174000 21340 12000 000 2350000 250000 707340 ILOTRA0 3054 3054
4 Crome, fmy 2400000 174000 21340 12000 120000 2,500 00 577840 2977340 2927 2927
9 Crimes, Toseph 2100000 152250 19110 10500 105000 250000 100000 636860 2736860 2690 2690
[} Tares, Tow 2400000 174000 21340 12000 120000 2,500 00 577840 2077340 2927 2927
7 Martin, Sear 2400000 174000 21340 12000 120000 2,500 00 577840 2077340 2927 2927
10 Moore, Mary 2200000 159500 20020 11000 110000 2,500 00 550530 2750530 2703 2703
11 Redford Richard 2400000 174000  21%40 12000 120000 2,500 00 577840 2077340 2927 2027
18 Test,Toe L0000 224750 28210 15500 155000 3000 00 723460 5460 3758 3758
12 Wolwmehivick, Buth 2400000 174000 21340 12000 120000 2,500 00 577840 2077340 2927 2927
3 W ds, WALl 2400000 174000 21340 12000 120000 2,500 00 577840 2977340 2927 2927
Totals 30300000 2196750 275730 151500 1395000 2350000 3050000 100000 7418580 37713980

o The report will appear listing all of the employees in alphabetical order.

o View the report before printing. Use the scroll bars to navigate to the right
and down the page.

o If there are errors, return to the Employee Benefits Record for the employee

and make changes.

Print the Employee Benefits Report

o Click the Print button.
o The Print Dialog box for your printer will appear.

o The options

for FileMaker i [ 9 Destination: (Pt i
Pro ShOUId be rinter: peeay Lolor - estination: __III'I er -
set to Print [ FileMaker Pro ]

Records being Number pages from: D

browsed.

Print: @ Records being browsed

o Return to the ) Current record

Main Menu.

) Blank record, showing fields as formatted
) Script: | All scripts
) Field definitions

ACR v2.02 20



Setup Activities

General Information
Once all employees have an Employee Benefits Record, some automated features of

the program can be completed. Complete these steps in the order given. This will
setup all records with the correct dates, days off, and minutes per day.

Enter School Dates

o From the menu, under Setup Activities, click on the Enter School Dates
button. A message appears. Click OK.

o The Principal’s Weekly Log Sheet will show for Quarter 1.

SF-24048
0902 Ohin School for Children | ter 1
Wame| Denige | Computer Quar @@(
Pnﬂt_mn Prncipal [ Denise Computer |
Gradeifubject
Personnel # 1 | 330 |
Click on the name af each category or number X X X
1o see the State af Ohie guidelines for each. WEEK 1 WEEK 2 WEEK 3
Date f- August > August Septembear
wlw[n[n|[xn|[w[w[w[wl=|zs]4+]5]6]7

o Enter the months and dates of the claims for the Principal.

o Under Week 1, Click in the first box. Enter the Month. Press Tab.

o Enter the Month for Week 2 and continue until all of the weeks for the
quarter are filled in with a month name.

o If the month is split, abbreviate the names so they will show in the
space provided.

o Click in the box below the first month and enter in the first date of
school in that month. Place the date in the appropriate column for the
day of the week. Press Tab.

o Enter the next date. Continue until all of the dates for that quarter are
entered. Do not enter Saturdays or Sundays.

o Click on the Continue button. CONTINUE

o Click OK in the message box.

o The Q2 Weekly Log Sheet for the Principal shows.
o Enter the months and dates for Quarter 2. Click on the Continue button.

o Continue filling in dates for all four quarters until the message appears that
the process is complete.

ACR v2.02 21



Message

Mow that all of the dates are entered for the 4 quarters, click
on the Auto Date Fill-in button to transfer the information to
edach employvee's weekly log sheets.

o ]

Auto-Date Fill-in Feature

o From the Menu, click on the button for Auto Date Fill-in.

o The Auto Date Fill-in will duplicate the months and dates entered for the
Principal into every employee’s weekly log sheets for all 4 quarters.

o It is only necessary to use this feature at the beginning of the school
year or when a new employee is added.

o Click on the Continue button.

o Wait as the Auto Date Fill-in feature is executed. This option may take several
minutes.

Auto Date Fill-in E

This option will automatically fill-in months and dates for all
records based on months and dates entered on the
Principal’s Weekly Log Sheets.

This process may take several minutes.
A verification message will appear when complete.

O Continue O Cancel
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)

@)

A message box appears to verify that the dates have been filled in for all
employees.

Click OK.

Enter Days Off

o The days off may be entered for the purpose of printing blank weekly log
sheets for the employees.
o Click on the Enter Days Off button.
o A message appears with directions. Click OK.
o A blank weekly log sheet for Quarter 1 appears.
o Find a date that is a day off for the school. Click in the box above that date
and select the X.
o Click Continue.
] Repeat the (Tiak on;hegname o_éiqck c:_zdrelgoul o num;:er< X | X | X | |\ X | | | | X | | | |
process fOI’ 1o see the State of Ohio guidelines for each. ‘:ﬂl \:"EEKZ s“rmnf:
1 13 tember
Quarters 2,3 e AR P A AR TF e B RN
and 4_ 1 Governance & Crzanizational Leadership 200 | 20 | 20 | 40 | 40 || 40 ]
2.|| Strategic Planning & Contimcus Improvement 3 8
i 3 Student & Other Stakeholdex Foeus| 200 | 5 1 8
o When the final 4 Famlty & Staff Foms B [
message 5 Educational Programs & Suppart 3 200][ 5 [200]200 45 45 [ 45 [ a5 [as
. & Using Drata to Improve Performance 3 5
appearsl CIICk 7 Procedures for Evahiation & Intervention|| 5 5 2
OK. g Chartered Nonpublic Schools 5
9. Entry Tear
10. Professional or Associate License Fenewral 5
11. Transportation of Pupils
12. Federally Funded Education Programs 8 s 7
135, Tnemployment & Worker's Compensation| 43 | 43 45 45
14. Other 60
Message
Mow that all of the days off are entered for the 4 quarters,
click on the Auto Days Off Fill-in button to transfer the
information to each employee's weekly log sheets.
L
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Auto Days Off Fill-in

o

This feature will transfer the data for days off to all employees’ weekly log
sheets for the purpose of printing blank sheets.

Click on the Auto Days Off Fill-in button.

A message appears when the process has been completed. Click OK.

Message

The days off have been marked in all records. Continue the
setup activities and click on the button for Enter Minutes Per
Day.

Enter Minutes Per Day

This feature will ask for the maximum minutes claimable per school day.
When employee minutes are entered in the Weekly Log Sheets there will be a
built-in check that no employee has over claimed for a given day.

Click on the Enter Minutes Per Day button.

The following screen opens.

Enter the maximum claimable minutes.

Click Continue.

A message appears to verify the process is complete. Click OK.

Minutes per day :‘

Enter the maximum number of minutes claimable for a school day.
This is based on the time a claimant works per day.

Before clicking on Continue, make sure you have an employee benefits record
for each claimant.

Click Continue for the minutes to be transferred to each employee’s record.

Maximum claimahle minutes

330

O Continue O Cancel

ACR v2.02
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Weekly Log Sheets

General Information

The Weekly Log Sheets and the Record of Activities Performed Sheets are the critical
portions of the Administrative Cost Reimbursement claim. Each claimant signs
his/her log sheet. The State Auditor or reviewer looks at these sheets to check the
validity of claims.

Weekly Log Sheets should be completed neatly and legibly. They are given to the
person entering data in this program. The Weekly Log Sheets may also be printed
from the program after data is entered. Both sheets should be compared for
accuracy of the totals.

The Weekly Log Sheets are submitted to the Principal who reviews and signs them.

The verified, signed Weekly Log Sheets are kept for each claimant for the four
quarters of the school year. These sheets and the Activities Performed Sheets
become the critical back up data for the school’s SF 240 claim. The Weekly Log
Sheets are kept with the computer-generated reports and are maintained as the
necessary back up data. They must be kept on file at the school for a period of five
years.

(Tick on the name af each category or number | | | | | | | | | | X | |
1o see the State of Ohio puidelines for each. WEEK 1 WEEK 2 VEEK 3

August Augusi September
wlaw[anfa[x|w[w[alawl=0][s]4[5]6]7
Governance & Organizational Leadership 200 20 | 20 | 40 | 40 || 40 ]
.|| Strategic Planning £ Contimons Improvement 3

Stadent & Other Stakeholder Foms| 200 5 1 2
Faenlty & 5taff Foms 5 8

Educational Programs & Support 3 200 5 | 200|200 45 45

Using Data to Improve Performance a 5
Procedures for Evaluation & Intervention| 5 5
Chartered Monpublic Schools 5

Entry Vear

Professional or Associate License Feanewal 5
Transportation of Pupils

Federally Funded Education Programs g ]
Unemployment & Woaorker’s Compensation || 45 | 45 45 45

Cither a0 b,
WARNING: (250 120 5 | 9 250 |210 230 365 50 85 | 48 53 . 13 53]

* indicates the maximum minutes per day
have been exceeded! | | | | " | | | | ” | | | | |

Date

g

a0 | 45

BEEEE RS P NS
Pl Pl P P Pt P Pt PRY PRt Pl Pt PR PRt P
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Enter Weekly Log Sheet Data

o In the Menu, click on the Q1 Weekly Log Sheet button.
o For each employee, enter the minutes claimed.

o Entries may be made by the day or by the category, as follows:
= Begin with the first day a claim is made.
»= Click in the appropriate box according to date and category.
= Enter the number of minutes claimed.
= Click in the next category claimed for that day. Enter the
number of minutes.
= Continue entering minutes (not hours) for each employee and
for each quarter.
o If a box contains a red X, it indicates a free day and no minutes should
be entered.

o Once minutes are entered for each claimant, the totals are calculated. These
can be viewed at the far right of each quarter’'s Weekly Log Sheet per
claimant.

o Click the button “Go to Totals” to view these

calculations. Total Total
Minutez|| Hours

[ Go to Totals | a0

o Use the arrows on the screen to move to the next 167 978

claimant. Continue entering the minutes claimed for
each employee. 112 1.88
114 1.90

o The above processed is repeated for each Quarter’s
Weekly Log Sheet. a3 1.02
116 1.93

o For ease of movement through the Weekly Log
Sheets, use the "Go to Week"” buttons. 117 1.83
g 0.1z
179 202
Go to Weelk... 120 200
@@@@@@@.@.@ @ Ln
267 14 45

Go to Totals

it 1.1
Ga 1.15
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Maximum Minutes

o At the bottom of each day, the minutes claimed per day are totaled.

o If the total minutes entered for a given day exceed the maximum minutes
allowed a red star * appears as a warning.

o Change the claim to be equal to or less than the allowable minutes and
continue entering data.

Chick on the name aof each category or number
1o see the State of Ohio puidelines for each.

WEEK 1

ﬂu,g.'u#t
P18 ;a0 i Al A3 A%

Govermance £ Organizational Leadership [ 400 300 3
| Strategic Planming & Contirmons Improvement 3 :
Stadent & Other Stakeholder Foms || 200 5 1
Famlty 4 3taff Foms ;

Educational Programs & Support 5 200

Using Data to Improwe Performance 3 :
Procedures for Evaliation & Intervention| 3 5
Chartered Honpublic Schools

Entry Year

Date

?':'P:'?'J!?‘!-”:h!-*-"“-‘!"|

._.
=

Professional or Associate License Eenewal
Transportation of Pupils
Federally Funded Education Programs 2 ;
Unemployment & Worker's Compensation|; 45 | 43 45
Other il
WARNING: 650 120 5 9 750

* indicates the maxinoum minutes per day
have been exceeded? * | | | | * |[

Maximum Minutez claimahle per day m

—
—_

._.
b

._.
o

._.
e
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Refer to the Guidelines
o To view the guidelines for each category, click on the number or the category.

o The appropriate portion of the Guidelines will open for reference.

o Click on the appropriate button to return to the current Weekly Log Sheet.

Click on the name of each category or number
1o see the State of Ohlo guidelings for each. |

Date

Governance & Organizational Leadership |

.|| Strategzic Planning £ Contiroaous Impr-:uvementlé
Student & Other Stakeholder Fous|
Famulty & Staff Foos |

Educational Programs & Suppn:urtlé

Using Drata to Improve Perfi:-nnan-:elé
Procedures for Evalnation & Intenrenti-:unlé
Chartered Honpublic Schools

Entry Yearlé

?‘:'F‘:'?-J!j‘!-“:"‘!-*-"m!—'|

Professional or Associate License Renewall
Transportation of Pupﬂsl

Federally Funded Education Programs|
Tnemployrment & Worker’s Cn:-mpematin:-nlé
Other|

._.
et

— || —
[ | B

._.
g

._.
s

REMEMBER:

Weekly Log Sheets & Record of Activities
Performed Sheets must be kept on file
for 5 years.
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Record of Activities Performed Sheets

General Information
The Record of Activities Performed Sheets with the Weekly Log Sheets are the critical
back up data for the school’'s SF 240 claim. The Record of Activities Performed
Sheets are kept with the computer-generated reports and are maintained as the

necessary back up data. They must be kept on file at the school for a period of five
years.

Enter Record of Activities Performed Data

o In the Menu, click on the Q1 Activities Performed Sheet button.

o For each employee, enter the specific activities performed. The allowable
activities are included in the Guidelines.

o There are five entry areas for each category.

o For Category 1, click in the first box to the right of the code. Select the
first activity for which you are claiming reimbursement.

o Continue filling in activities in this manner for each category.

o If you wish to write in your own wording of activities, just click in the
box and type. You may also amend any of the preset activities by
deleting parts of it and/or adding text to it.

o The fifth box has a larger area to allow for longer activities.

o Repeat this process for each quarter.

Categories Specific Activities Performed

1 Sovernance & Organizationall I301-35-02 ListenitgyResponding to stabeholder coteems .
| Leadership Preparing areoial report for stakehunlders.
Strategic Planning &
Continyous Inprovrement

3 Student & Other Stakeholder 3301-35-04
Foouz

3301-35-03 DPurticipating i strategic plusdng meetings

4| Faculty & Stati Focus 3301-35-05

Educational Frograms &

Support 3301-35-06
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Refer to the Guidelines

o To view the guidelines for each category, click on the number or the category.
o The appropriate portion of the Guidelines will open for reference.

o Click on the appropriate button to return to the current Record of Activities
Performed Sheet.

Categories

Gowvernanes & Organizational
Laadership

Etrategic Planning &

C ontinuous Improvement

Ztudent & Orher Stakeholder
Foous

4.  Faoulty & Staff Foous

Educational Frograms &
Support

T=ing Irata to Impratee
Parformanas Basults

Procedures Eor Evaluation
& Inkervrention

Chartered Honpublia
Bahool:s

9.1  Entry Vear

Professional or Aszoaiaks
Licgnse Benewal

10.

11.| Trnspodationof Pupils

11 Fzderally Funded Education

Click on each category to see the State of Olio guidelines.

Programs
13 Tnemployment &
| Worker's Compensation
14|  Orher
REMEMBER:

Weekly Log Sheets & Record of Activities
Performed Sheets must be kept on file
for 5 years.
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Print Weekly Log Sheets &
Record of Activities Sheets

General Information

There are many options for printing the Weekly Log Sheets and the Record of
Activities Sheets. All of these sheets may be printed single-sided, or if your
printer supports it, double-sided. There are three options for these forms in
addition to the single or double-sided printing. The first is to print blank forms
with no names, dates or data. The second is to print forms with the employee
names, school dates, and free days but without entered data. The last option is
to print these forms with the employees claimed time and activities performed.

Any and all of these are acceptable to use for back up data of your claim.

Print a Blank Weekly Log Sheet

o From the Main Menu, click on the button “Print a Blank Weekly Log Sheet.”

O Print a Blank Weekly Log Sheet

o The following window opens. Chose to print the Blank Weekly Log or the

Blank Weekly Log & Record of Activities if duplex printing is an option.

Print a Blank Weekly Log Sheet

Sheet with the Record of Activities on the back.

Single Sided Printing

| Blank Weekly Log

Double-Sided Printing

Blank Weekly Log & Record of Activities

=3

Please click the button for a blank Weekly Log Sheet or the 2-sided option for the Weekly Log

o Legal sized paper is needed to print Weekly Log Sheets. A reminder will

appear. Click OK.
o Click Print when ready.
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Print a Blank Activities Performed Sheet

o From the Menu, click the button labeled “"Print a Blank Activities
Performed Sheet.”

O Print a Blank Activities Performed Sheet

o A message appears reminding you to use legal sized paper.
o Click OK when the paper and the printer are ready.

Print Blank Weekly Log Sheets with Names and Days Off

o From the Menu, click the button labeled “"Print Blank Weekly Log Sheets
with Names.”

o The following window opens.

Select the Quarter I:I

Please click the button for the guarter desired.

Single-Sided Printing Double-Sided Printing

Quarter 1 Weekly Log | Quarter 1 Weekly Log & Record of Acthddesl

Quarter 3 Weekly Log | Quarter 3 Weekly Log & Record of Activitiesl

|

Quarter 2 Weekly Log | | Quarter 2 Weekly Log & Record of Acthdtiesl
|
|

Quarter 4 Weekly Log | Quarter 4 Weekly Log & Record of Acthddesl

o Single-Sided Printing

o Click the button for the appropriate quarter. A log sheet will show.
Notice that no minutes show, but Xs appear for days off.

o To print a sheet for a specific employee, click on Find. Select the
person’s name and view the log sheet. Click on Print Current Record.

o To print a sheet for all employees, click on Find All. Click on Print
All Records.
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o Double-Sided Printing
o Click the button for the appropriate quarter. A log sheet will show.
Notice that no minutes show, but Xs appear for days off.

o To print a sheet for a specific employee, click on Find. Select the
person’s name and view the log sheet and Record of Activities. Click on
Print Current Record.

o To print a sheet for all employees, click on Find All. Click on Print
All Records.

Print Blank Activities Performed Sheets with Names

o From the Menu, click the button labeled “Print Blank Activities Performed
Sheets with Names.”

O Print Blank Activities Performed Sheets with Names

o The following window opens.

Select the Quarter for Activities Performed I:I

Please click the button for the gquarter desired.

| Quarter 1 |

| Quarter 2 |

| Quarter 3 |

| Quarter 4 |

o Click the button for the appropriate quarter. A Record of Activities Performed
Sheet will show.

o To print a sheet for a specific employee, click on Find. Select the person’s
name and view the Record of Activities. Click on Print Current Record.

o To print a sheet for all employees, click on Find All. Click on Print All Records.
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Print Weekly Log Sheets with Data

Print Current Record
o Select Q1, Q2, Q3 or Q4 Weekly Log Sheet from the Menu.

o The appropriate log sheet appears showing employee claims as well as Xs for
days off.

o Click on Find. Select the person’s name and view the log sheet. Click on Print
Current Record.

o The following window appears.

Print Weekly Log Sheet - Current Record I:I

Please click the button for Single-Sided Printing or Double-Sided Printing.

Q1 Weekly Log & Q1 Record of

Q1 Weekly Log Single-Sided Printing Activities Double-Sided Printing

Q2 Weekly Log & Q2 Record of

Q2 Weekly Log Single-Sided Printing Activities Double-Sided Printing

Q3 Weekly Log & Q3 Record of

L Activities Double-Siderd Printing

Q4 Weekly Log & Q4 Record of
Activities Double-Sided Printing

Q4 Weekly Log Single-Sided Printing

o Select the appropriate button for the correct quarter and to indicate Single-
Sided or Double-Sided Printing.
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Print All Records

o Select Q1, Q2, Q3 or Q4 Weekly Log Sheet from the Menu.

o The appropriate log sheet appears showing employee claims as well as Xs for
days off.

o Click on Print All Records.

o The following window appears:

Print Weekly Log Sheet - All Records I:I

Please click the button for Single-Sided Printing or Double-Sided Printing.

Q1 Weekly Log & Q1 Record of

Q1 Weekly Log Single-Sided Printing Activities Double-Sided Printing

Q2 Weekly Log & Q2 Record of

SR i LA )b Activities Double-Siderd Printing

. . o 3 Weekly Log & Q3 Record of
Q3 Weekly Log Single-Sided Printing Ectmtles bouhgl.}s%ai Printing

Q4 Weekly Log & Q4 Record of

O e i LA s Activities Double-Sided Printing

o Select the appropriate button for the correct quarter and to indicate Single-
Sided or Double-Sided Printing.

o The Print Dialog box for the printer will open. Click Print.
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Print Activities Performed with Data

Print Current Record
o Select Q1, Q2, Q3 or Q4 Activities Performed Sheet from the Menu.
o The appropriate sheet appears showing employee activities claimed.

o Click on Find. Select the person’s name and view record. Click on Print
Current Record.

o The Print Dialog box for the printer will open. Click Print.

Print All Records
o Select Q1, Q2, Q3 or Q4 Activities Performed Sheet from the Menu.
o The appropriate sheet appears showing employee activities claimed.
o Click on Print All Records.

o The Print Dialog box for the printer will open. Click Print.
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- Quarterly Summary Form

General Information

A Quarterly Summary Form is generated for each employee and is useful in viewing and
comparing employee claims throughout the school year. Each quarter is shown with the
hours claimed for each category. Total hours and the dollars claimed per employee are
also shown.

View Quarterly Summary Forms

o From the Menu, click on the Quarterly Summary Form button.

o Use the arrow icons to navigate forward and backward through the employees
or use the Find button to locate a specific employee.

o Notice that all data entered for the claimant is merged into this summary and
provides the claimable amount to date.

) _
e Quarterly Summary Form b b
Ohio School for Children D
20130 Center Ridge Road
Rocky Erer OH 44116 15t Half 2nd Half
Employee’s Name | Paul Il Brown | Annual Salary | $29,778.40 Hourly Rate
Position (G¥oss Sefary + Schoo? Poid Benaflty) (dnnuel Selavy divided By the rumber of days wovked per
. - year, divided by the numbey qf mars wevled pey day.)
Grade/Subject Seventh Grade Gross Salary  Total Benefits Days HoursDay
[$2400000] [ $577340 | [185 ] [ 55 ]

It ic recoorrnended that thic fome be corrpleted quarterly, using the data fromm eack arplores s weekly log. & Chiarterly Smronany ic needed for each person perfonmivg Tequired
services. St the end of the school wear, the acomemlated honrs roaltiplied bor the person®s hourhe rate 1l yield the dollar st This Fdonmation mae be need to commplets
the application for Telmkirsarmert.

- Time Spent in Hours Total | Howrly | Dollar
Categories Quarter 1{Quarter 2[Quarter 3[Quarter 4| Hours Rate | Amount

1.[Governance & Organizational Leadership 14.13 4.00) 0.17) 667 24 .97 $20.27  $730.87
2 [ftrategic Planning £ Contimous Improvement 1.27) 4.45 0.33 5.67 .73 $229.27  $284.50)
5.5 tudent £ Other Stakeholder Foms 1.47 235 0.50) 533 A $29.27)  $282.44
4 |Farmulty & Staff Foms 1.55] 4.67 0.33 .33 14.68] $20.27  $420468
5.|Edacational Programs & Support 1.33 6.00) 0.25] fAT) 1425 $29.27)  $417.10)
& |Using Data to Improve Performance 0.58 3.33 0.17 2.00) 608 $20.27  $177.95
7. |Procedures for Evahation & Intervention 0.82 &.00) 0.17 2.00 .95 $22.27  $263.14
. |Charterad Nonpublic Schools 0.25 2.00) 0.20) 2.00) 4 .45 $29.27)  $130.25
3 |Entry Vear 0.33] 3.45) 0.42] 2.00) &.20) $20.27  $181.47
10, |Professional or dssociate License Fenevral 0.47 .17 0.17) .33 12.14 $22.27)  $530.3¢
11| Transpartation of Pupils 1.000 745 0.30] .33 17.08) $20.27) 49993
12 |Federally Funded Education Programs 0.75 7.83 0.67 .33 17.58] 2027 $514.57
15 [Unemployment & Worker™s Compensation 1.57] 1.67] 0.17 .53 11.54] $22.27  $337.7%
14 |Other 0.58] 2.00) 0.42] .33 11.33) $20.27  $331.63
Total Dollars [ $7s224] $1.884.11] 3124 9g] $2,35097

]= ==
P!‘th\m\tRecwﬂ H‘mt)\]lRecwds Fmd Find 411
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Print Quarterly Summary Forms

o Choose either the Print Current Record button or the Print All Records
button.

o The Print Dialog box for the printer will open. Click Print.

Refer to the Guidelines

o To view the guidelines for each category, click on the number or the category.

o The appropriate portion of the Guidelines will open for reference.
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Quarterly Summaries

View Quarterly Summaries

o From the Menu, click on the Q1 Summary button.
o Claimants are listed in alphabetical order for this summary.

o At the end of the report, notice the amount next to First Quarter Total. This
is an easy way to monitor the school’s claim by quarter.

o View other quarterly summaries in the same way.

— 1st Quarter Swummary
= Ohio School for Children
Frixt 20130 Center Ridge Road
Rocley River OH 44118
Code MName Position Grade Amount Claimed
2 Brown, Paul Teacher Seventh Grade $752.24
1 Computer, Denise Principal $2,101.04
3 Crawford, 5r. Mary Teacher IVIusic $404.66
4 Crowe, Amy Teacher Sixth Grace $339.24
9 Grines, Joseph Librarian/Aide $532.89
5} Jones, Joe Teacher Second Grade $339.24
7 IWlartin, Sean Teacher Fowth Grade $496.42
10 Moore, Mary Teacher Third Gracle $313.28
11 Redford, Richard Teacher Fifth Grace $339.24
18 Test, Joe Teacher First Guacle $12.40
12 Wolinowskrick, Beth Teacher Eighth Gracle $336.61
2 Woods, William Teacher Art $526.26
First Quarter Total

Print Quarterly Summaries

o Click on the Print button.

o The Print Dialog box will appear. Click Print.
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Grand Summary / ADM Entry

Enter the ADM Information

@)

From the Menu, click on the Grand Summary/ADM Entry button.

The following entry page appears.

Enter the School’s ADM number from the October State reports.

Press Tab.

Enter the current allowable amount to be claimed.

Click on Continue.

The amounts will be calculated and the Grand Summary will open.

ADM Entry

Please enter the ADM as submitted to the
State of Ohio in October.

Enter the ciorent per student ADM amount
allowable by the State of Ohio.

ADM
ADM Amount $250.00

Click on Continue When Finished.

O Continue

=3
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View the Grand Summary

o The Grand Summary shows total amounts claimed per employee as well as
grand totals for the school.

o The box toward the bottom left shows the ADM information based on what
was entered. The Maximum Reimbursement is calculated from that
information.

o The % of Total Allocation Claimed provides a target. For example, in January
it is half way through the school year and the school would aim for close to
50% of its claim.

o If the ADM information entered was incorrect, click on the ADM Update
button to change the information. Then click Continue to return to the Grand
Summary.

o Click the print button to print the Grand Summary.

Grand Summary
Ohio 3chool for Children l:‘

20130 Center Ridge Road

Rocley River OH 44116
Code Name Position Grade Amount Claimed
2 Brown, Paul Teacher Seventh Gracle $5,11230
1 Computer, Denise Principal $30,362 66
3 Crawford, Sr. Mary Teacher usic $1,488 52
4 Crowe, Ay Teacher Sixth Gracle $339.24
9 Grimes, Joseph Librarian/Aide $53230
[i] Jones, Joe Teacher Second Gracde $339.24
7 IWlartin, Sean Teacher Fowth Guace $406 42
10 IvIoore, Mary Teacher Third Guacle $31328
11 Redford, Richad Teacher Fifth Grade $33924
13 Test, Joe Teacher Fust Grade $12.40
12 Waolinowskrvick, Beth Teacher Eighth Grade $336 61
8 Woods, William Teacher At $526.36

apM[ 40 ]
Maximum Reimbursement [ $100,00000 ] ﬁ’l‘f;‘i Grand Total
%5 of Total Allocation Claimed
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Template Reimbursement Entry

General Information

The cost of the ACR templates may be claimed in Category 14 the year they are
purchased. This may only be claimed once.

Fill-in Template Reimbursement

o From the Menu, click on the Template Reimbursement Entry button.

o Enter the amount paid for the template program. This amount may not
include the price of FileMaker Pro.

o A copy of the invoice and the cancelled check used for payment must be kept
in the voucher file with the school’s ACR records for 5 years.

o Click Continue. The amount entered has been added to Category 14 and will
appear on the SF 240.

Template Reimbursement Entry D

This option will add the one-time cost of the ACR templates to Category 14.
This amount will be reimbursed as part of this year's claim.

A copy of the invoice and a copy of the canceled check
must be kept in the voucher file with the school’s ACR records.

Enter the reimbursement amount below,
(If this is an upgrade, enter the discounted amount.)

Reimbursement Amount

1

O Continue O Cancel
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Generating the SF 240 Report

Fill-in Information

o From the Menu, click on the SF 240 button.
o Enter the Administrator’s name.

o Enter the name of the Public School District.
o Enter the current School Year, 20xx-20xx.

o Enter the school’s IRN number.

o Enter the Date it will be signed.

o Click Continue.

SF-240 Fill-in [ Menn |

Please enter the name of the
Nonpublic School Administrator,
the name of the Public School District
and the school year.
(20XX-20XX format).

Nonpublic School Administrator | Mrs. Denise Conmputer
Public School District Heather Mills Public
School Year | 2002-2003
IRN# | 234567
Date Signed : 2/3/2002

Click on Continue When Finished.

O Continue
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View the SF 240

o Preview the SF 240 for accuracy of information.
o Click the Print button.

o The administrator of the school must sign and date the SF 240 form.

SE-240  pppothlic School: (hio Schoolfor Children
Rev 02102 dddress: T30 Carder Fidgs Foad
RN Hmher: 234567
Skl Vear: 2002-2003

MANDATED HONFUBLIC ADMIHIS TRATIVE COST AFFLICATION FOR RETMBURS ENENT
[Funaumoi wa Secuon 5517 065 Obio Beriad Code)

Adrmmasivatve Adrmmasirane
Cabegories Code Costs
T Govenarice & Crgarimiiona] Leadership SE01.35-02 [ PR VEL]
2. Tmategic Flarming & Cordiroiois Tnpoom emerd] ZE01-25-03 £32541
[ 5. Staderd & Cther Stabebunlder Fos Sa01-25-04 §1470 6
&, Familty & Staff Fous TE0T-35-05 F1033 04
5. Fharatioral Progmms & Suppert 3301-25-06 FR03102
&, Tking Catato Inprowe Pafommarce Feanlte 2015507 82103
7. Procedimes for Frabiafion & DdeTwerdion 2301-25-11 73855
5. Chartered HoognabTic Schools ZE01-35-13 £25% 57
U Bhiry wear 301-24-04 5353 96
10, Professiomal or Secociate Licehcs Feremml ZZ01-24-0% F768 3%
OO WEVIFE T COLE
[T, Trrwsportation of Papils FITTORS Fo30 50
[TE. Fecsrally MIruded BrOICATIOr ProEm £ X Gl FL0107A
15 Thwmp loemetd & WoTher = Competisatio EER ML 353 51
FEFEET
Tetal $d4E,026 37

Therebey certify that the actorities for pidch reimbameem erd ie Tequested abore are marodated by State
Lamaror bry requirem erite duby promalzated ter city, etempted village, or local schwol districts; are xot
it e gral part of the teachivg process: wers achaalby performed ber emplorees of this school; and
that the schoolmairtaiie a separate accomd. or spctem of acconmits, a time record for each emploree,
arud a salary record of each emplosres as Tequired Tey the (Ohio Departmert of Ehocatioe Stavndards
3301-40-01 throaazgh 3301-40-07 .

232002
Sigrabare HorgnibIic School Adm mistator Trite Signed
Tifrs, Detiize Compnater DueDute:  Time 30
Fame (Typed) Fo of Copies: 2 [ Dbzl phis ane coper)

Serdto: Jrea Coordinator’s OFfice
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Quit, Save, & Back Up Work

Quit the Program

o From any screen in the program, click on the Menu th
button.

o Click on the Quit button.

Save Work

o FileMaker Pro automatically saves the data entered on the Hard Drive.

o Make a back up of the ACR file for safety. See directions below.

Back Up Work

o At the end of each data entry session, back up the ACR template. A standard
floppy disk cannot be used due to the size of the file. The back up may be
done to a zip disk, a CD-ROM, an external drive, or a file server. It should be
backed up to a place other than the computer being used. It is recommended
to have 3 back ups, rotating their use. For instance each on separate zip
disks, changing which disk each day. Do not store all back ups in the same
location. You can add the current date to the name of the back up. When disk
get full, old back ups may be deleted.

o Under the file heading, select Save a Copy As.

o Zip Disk:

o Insert a formatted zip disk into the zip drive.

o Navigate to the disk.

o Rename the file by adding the current date. E.g. ACR02-03S]S10-
24-02.fmp

o Click on Save.

o Eject the disk and keep it handy for backing up after each data entry
session.

o CD-ROM (This requires a CD burner):
o Prepare a blank CD for burning.
o Follow instructions that come with the CD software.
o Name the file with the current date.
E.g. ACR02-0310-24-02S3S.fmp Burn the CD.
o If the CD software allows recording multiple sessions, re-use the CD
until it is filled. Otherwise a new CD is required for each back up.
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o File Server:
o Navigate to the location on the server for saving your files.
o Name the file with the current date.
E.g. ACR02-0310-24-02S3S.fmp
o Click on Save.
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Start a New School Year

Set up a New School Year

Each year the ACR file needs to be setup again. Each year is named with the school year
and kept for the purpose of documenting claims.

o

Open the ACR file from the previous school year.
At the opening screen, click on the File heading and select Save a Copy As.

Next to “"Type” Click on “copy of current file.” Hold the mouse down to
view the list of choices.

Highlight Clone (no Records) to create an empty copy of the ACR for the
new school year.

Name the file with a different name than last year’s.
Click on Save.

Click on Quit.

Open the newly created file for the current school year.
From the Menu, click on the Employee Records button.
Click on New Record.

Begin entering employee information as done in the past year.

ACR v2.02
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Support/Documentation

Phone Support
Please call the following 800 number
between 8:30 A.M. - 5:00 P.M.
Monday through Friday
for support in using the
ACR Recordkeeping & Reporting Program

When calling, ask for ACR Support.

1-800-556-6130

Internet Support

Go to the Menu of the ACR program.
The section below the red line contains links for your use.

Infernef Access Reqnired
(O ™ ACR Manual

() T State of Ohio Guidelines () BCL Support/Website

ACR Manual - This link will take you to the BCL website page for
the ACR Program. Scroll to the bottom of the page to find the ACR
Manual. Click to download a copy for your use. The manual opens in
Adobe Acrobat Reader. If you do not have Adobe Acrobat Reader,
follow the link to download it for free.

State of Ohio Guidelines - This link will take you to the BCL
website page for the ACR Program. Scroll to the bottom of the page
to find the State of Ohio Guidelines. Click to download a copy for
your use. The Guidelines open in Adobe Acrobat Reader. If you do
not have Adobe Acrobat Reader, follow the link to download it for
free.
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BCL Support/Website - This link will take you to the following
screen:

BCL Support/Website l:‘

Need help? Call BCL between 8:30 am and 5:00 pm.
Ask for ACR support.

1-800 - 556- 6130

After 5:00 pm contact us through e-mail.
Click below to send an e-mail.

; Ly
E-mail w

Click on E-mail to send an electronic message for help. The link will
take you to the BCL Website’s E-mail page. Select ACR from the list
and click Go. Someone will contact you with an answer.

Electronic Documentation

The CD-ROM containing the ACR Program also includes Acrobat
Reader documents for the following:

State of Ohio Guidelines

ACR User Manual

The FileMaker Pro manual is included on the FileMaker Pro CD-ROM.
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Sample Forms

Employee Benefits Record

Employee Benefits Report

Weekly Log Sheet with Name and Dates / Record of Activities
with Name - Double-Sided

Weekly Log Sheet with Data / Record of Activities with Data -
Double-Sided

Quarterly Summary Form
Q1 Summary
Q2 Summary
Q3 Summary
Q4 Summary
Grand Summary
SF 240

Blank Double-Sided Weekly Log Sheet & Record of Activities
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