
Payment Processing:
Training for School Administrators

North Carolina’s K12 Scholarship Programs



Helpful Hints for Zoom

Slides will be posted at https://www.ncseaa.edu/k12/school-administrators/webinars/ and a 
recording of this session will be posted there within a week.

• Zoom has closed captioning available

Asking Questions
• Use the Q & A to ask your questions (chat is disabled)

• Email NPS@ncseaa.edu to ask questions about an individual student

Answering Questions

• Presentation team will answer questions from the Q & A at certain points

• Only questions related to this session’s content will be addressed live

Presenter
Presentation Notes
We’re going to give everyone a few moments to get settled in and then we’ll get started.

https://www.ncseaa.edu/k12/school-administrators/webinars/
mailto:ESA@ncseaa.edu


1. Certification
• Completed once per year per student
• Students who are not enrolled in your school are certified as not enrolled
• What can be included for qualified tuition and fees

2. Correcting Errors
• Corrections cannot be made in MyPortal for students once they are endorsed

3. Endorsement
• Completed twice per year per students who are attending (Fall and Spring)
• Schools must endorse before Endorsement is available for the parent

4. CSV Upload Option
• Useful option for large schools
• Can be used for both Certification and Endorsement

5. Disbursement
• Funds are disbursed to schools after Certification and Endorsement are completed

Agenda



Certification

Presenter
Presentation Notes
Certification is the official act of telling SEAA whether or not a student has enrolled in your school. 

If the student is enrolled, schools tell SEAA what the tuition and fee costs are for that student during Certification.



Certification: Qualified Tuition and Fees

Acceptable Tuition and Fees: 
Examples

To be allowed, fees much be 
charged of all students

• Curriculum, Technology, Supply Fees
• Testing fees
• Books and uniforms (only if the school is 

directly charging for and selling these items 
to the parent)

• New student and reenrollment fees 
(must be charged for and applying to the 
same school year that the award is for)

• Maintenance or building fees
• Transportation

Unacceptable Tuition and Fees:
Examples

• Fees for any optional services (which may 
be athletic fees or lunch costs)

• Summer school (due to being outside of the 
fall and spring semesters and not being required 
by every student)

• Dual enrollment classes offered by and 
taken through a college (this is not a K12 
expense)

Presenter
Presentation Notes
The NC K12 Program’s defines the academic year as July 1st through June 30th. Year-round schools must also abide by the Program’s definition of fall (July 1st through December 31st) and spring (January 1st through June 30th) semesters.

General Rules for Acceptable Tuition and Fees    
Must be charged for every student (or all students in a specific grade level if the fee is grade specific)
Must be charged for and applying to the school year for which the student has the award for
Can only cover K12 expenses

Not Acceptable 
Fees not charged directly by the school would not be covered 
Fees unique to a specific student

Schools may charge families for fees that the Program will not cover. Tuition and Fees that are not covered by the Program should still be included in the Standard cost amount, but they must be removed from the student’s Individual cost, as this is the cost that the system uses to calculate the scholarship award amount to be disbursed.

Education Student Account (ESA+)
Exceptional Children Services Programs must be noted on your school’s required Tuition and Fees Schedule for the school year. The costs and services provided must be the same for every student in that curriculum track and grade level to be included in a student’s Standard or Individual cost. 
 
Individualized tutoring plans that vary in cost cannot be included in a student’s Standard or Individual costs. 

The Program pays Qualified Tuition and Fees directly to schools through the Disbursement process. Parents of ESA+ students have the option to use their ESA+ funds to pay for additional qualified expenses. ESA+ parents should review the Qualified Expenses document on the NCSEAA website here: http://www.ncseaa.edu/pdf/DG_ESA_QualifiedExpenses.pdf 




Certification: Rosters

Presenter
Presentation Notes
Schools can access their “Rosters” on the MyPortal home screen (under the “Recipients” header). There are two kinds of rosters that schools can view; “Action Required” and “Informational”. If students appear on an “Action Required” roster, that means there are actions the school must complete for the student record. 

Certification is completed on the “Not Yet Certified” roster. 

Endorsement is completed on the “Not Yet Endorsed” roster.

Schools can check the status of Disbursement by accessing the Informational rosters. 




Certification: The Not Yet Certified Roster

Presenter
Presentation Notes
Schools certify students as enrolled or not enrolled. 

For students who are enrolled, fill out the cost information, grade level, and “Current Year Attending” fields and check the “Certify Student” box. Students certified as enrolled will drop off the Not Yet Certified roster and appear on the “Not Yet Endorsed” roster and also on the “Offered and Certified” informational roster (where schools can make corrections to a student’s cost information before Endorsement). 

The “Not Yet Certified” roster shows which programs award offers a student has received and the award amount (“Full” or “90%” for the Opportunity Scholarship and if the student received the “Higher” award amount for ESA+). Certification should not be completed differently based on a student’s award amount or for dual recipients. The system will calculate the award amount and order paid based on the cost information provided by the school. 

Dual Recipients: Opportunity Scholarship funds pay out first and then ESA+ funds, as needed. The order of award payment is to benefit recipients. Opportunity funds cannot be used for other expenses and will revert if unused. ESA+ funds can be used by parents for other qualified expenses and will roll over to the next year if unused. 




Certification: 4 costs schools provide

Standard Cost
• Annual tuition and fees per grade level
• Includes all costs parents are expected to pay
• Clearly corresponds to Tuition and Fee Schedule submitted to SEAA

Individual Cost
• Annual tuition and fees
• Excludes fees not allowed by Opportunity / ESA+
• Excludes other financial aid / institutional discounts
• Does not attempt to account for Opportunity / ESA+

Fall
• Semester cost from the first half of the school year

Spring
• Semester cost from the second half of the school year

FALL AND SPRING ADD UP TO INDIVIDUAL COST

Presenter
Presentation Notes

The Individual cost will be the same or lower than the standard cost. 

The fall semester is the first half of a school’s academic year, July 1st – December 31st. The spring semester is the second half of a school’s academic year, January 1st – June 30th. The fall and spring semester costs must add up to the Individual cost. 





Certification: The Not Yet Certified Roster

Presenter
Presentation Notes

Part-time Enrollment: Schools are expected to know which of their students are enrolled part-time. During certification, use the Current Year Attending field to report full or part-time attendance.  Select "Attending full-time" for students who are enrolled full-time at your school, "Attending part-time" if the student is enrolled part-time, and "No" if the student is not enrolled at your school.  For students who are enrolled part-time, a Co-enrollment Certification Form will be added to the family's To Do List. The parent will be required to complete the Co-enrollment Certification Form to report the second school where the student is co-enrolled before your school will be able to complete endorsement.

Report the cost of attendance for part-time students according to your policies for part-time students. The System will calculate award amounts based on the costs reported by your school. 

If students are enrolled at your school part-time, they must be co-enrolled at another eligible school in order to utilize funding. Opportunity Scholarship recipients may not be co-enrolled at a homeschool and benefit from program funding. Please notify us if there are any changes to a student’s enrollment with regard to full-time or part-time status.  We cannot guarantee any increases to a student’s level of funding if enrollment is changed mid-year.





Certification: The Not Yet Certified Roster

Presenter
Presentation Notes
For students not attending your school, select “No” under “Current Year Attending”, check the “Certify Student” box, and click “Save”. Students certified as not attending will drop off the school’s rosters. Schools should not hold students on the “Not Yet Certified” roster to complete later in anticipation that the student may enroll. If the student enrolls in the school later, by October 1, the student can be added back to the “Not Yet Certified” roster. To initiate this process, the parent should notify the Program by email. 

When schools do not complete Certification, MyPortal does not send emails to the parent reminding them to enroll in a participating school by October 1. Parents need to receive an email reminder. SEAA needs to know whether students are enrolled in your school. 





Certification: The Not Yet Certified Roster

Presenter
Presentation Notes
Schools must complete Certification by October 1st. Students may appear on the roster later in the semester due to school transfers or late award offers. Schools should periodically check their “Not Yet Certified” roster. Schools receive email notifications if they have students remaining on their roster. Once Certification is complete, schools will see the message “No students were found for the roster you selected”. 




Correcting Errors



Correcting Errors: The Offered and Certified Roster

Presenter
Presentation Notes
Schools can make corrections to Certification on the “Offered and Certified” informational roster. Corrections should be made before the Endorsement process is completed. If a student is not attending your school, enter “No” for “Current Year Attending”, check the “Certify Student” checkbox, and click “Save”; this will mark the student as “not attending” and remove them from your “Not Yet Endorsed” Roster. 





After Certification, Stop and Doublecheck

Before you complete Endorsement:

Be sure the cost information you 
provided during Certification is correct.

Presenter
Presentation Notes
Schools must review the scholarship amount before Endorsing. 

If corrections are needed after Endorsement is completed, schools must email NPS@ncseaa.edu. Staff will provide instructions on the corrections process. Payment will be significantly delayed for students endorsed with incorrect information. 






Endorsement

Presenter
Presentation Notes
Endorsement is the act of signing a contract or signing the back of a check. When completing Endorsement with a “yes”, your school is confirming (1) that the student is attending your school, and (2) that the costs provided are correct. 



Endorsement: The Not Yet Endorsed Roster

Presenter
Presentation Notes
When completing Endorsement schools should pause and review the student’s cost information and the calculated award amount. 

If the information is correct and funding is owed to the school, the school should endorse “Yes”. Schools should only endorse funds for a student if the student is enrolled and attending the school. If your school has not started yet, you should not endorse any students as “yes”. ENDORSE STUDENTS AFTER SCHOOL HAS STARTED AND WHEN YOUR STUDENTS HAVE BEGUN ATTENDING. 

Schools should endorse “No” if funds should not be sent to the school (student attended less than two weeks and has withdrawn). 

Do not Endorse if there is an error in the cost information or the student does not attend your school; instead, go to the “Offered and Certified” informational roster and make corrections. Payment will be significantly delayed for students that are endorsed with incorrect information.

Award Calculations
Opportunity Scholarship 
The maximum award amount is $6,492 per year (or $3,246 per semester). The award amount is calculated based on the amount reported for the fall and spring semester cost during Certification. If a student is a 90% award recipient, the award amount will be 90% of the fall and spring semester cost or $3,246, whichever amount is less. 
Education Student Account (ESA+) 
Students receive $9,000 or $17,000 annually for the ESA+ program (the award amount is determined by the student’s area of disability). The award amount is calculated based on the amount reported for the fall and spring semester cost during Certification. 

Once Endorsement is complete, schools will see the message “No students were found for the roster you selected”. 




Endorsement: The Endorsed Roster

Presenter
Presentation Notes
Students endorsed “Yes” move to the “Endorsed” informational roster (where schools can see whether or not the parent has completed Endorsement). Students endorsed “No” drop off the school’s rosters. 

The Offered, Certified, and Endorsed by Parent Roster only shows those students whose parents have endorsed their award offer. 

If your school needs to know which students have not yet completed endorsement, the Endorsed Roster will be a better resource.



CSV Upload Option



CSV Upload: Certification

v

Presenter
Presentation Notes

Schools have the option to complete Certification and Endorsement using the CSV File option. This process is optional but may be useful for schools with a large number of students. With this option schools can enter Certification and Endorsement data for all their students at the same time instead of entering data into each student record. 

To begin, downloaded the CSV file from the roster. Schools will enter data on the spreadsheet for each student using the formatting rules. The formatting rules can be found in the “Certification Instructions” document available on our website. Some schools may already be familiar with this option, however please note that for the 23-24 school year, the values for Column S have changed to accommodate the ability to certify a student as part time. Enter Y for full-time, P for part-time and N for not enrolled. The certification instructions document has been updated as well.

Once complete, save the spreadsheet as a .CSV file to upload to MyPortal. To upload, go to the MyPortal home screen and click on “Send Roster File” (under the “Data File Transfer” header). Select the roster type from the drop down and click “Choose File” to browse and select the saved file from your computer. MyPortal will display the file to confirm that the format is correct. If the formatting is correct, click “Confirm File Format & Process”.

Schools can return to the “File Transfer Results” section to review the results. The data will be separated by status. 


CSV File Results Definitions
Eligible Students – Students certified or endorsed “Yes”
Ineligible Students – Students certified or endorsed “No”
All Students – Student records that were processed successfully. 
Exceptions Students – Student records that were not processed successfully. 
There will be an explanation in the far-right column of the spreadsheet for each student record that was not processed. 

Helpful Tips to Avoid Common Errors 
For kindergarten – enter 0 for grade level.
Enter data for all students on the spreadsheet. 
Enter data for all required fields. 
Delete empty rows.
Do not add rows. 
Do not edit the column header text. 
Do not delete or re-arrange columns. 
Check your math! Individual cost =/< Standard cost. Fall + Spring cost = Individual cost. 
Save the file in .CSV format.





CSV Upload: Endorsement

Presenter
Presentation Notes
The CSV Upload for Endorsement is a similar process. 






Disbursement



Disbursement: View Refunds/Disbursements

Presenter
Presentation Notes
There is not a specific date for award disbursements, because there are several steps to release award funds for students. 
School completes certification 
School completes endorsement 
Parent completes endorsement 

Schools receive award funds 1-2 weeks after the parent completes endorsement for their student. 
 
The Disbursement process may not align with school timelines. Please be aware of which students at your school have an award offer and work with your families accordingly.  Schools should not use program funding to reimburse parents. Please be sure to reconcile your accounts before the end of the fall semester to ensure you have received payment for all students you expect program funds for.

Disbursement Report 
Schools can access their “Disbursements / Refunds” under the “Payments” header on the MyPortal home screen. “Processed Date” is the date Program staff began the award disbursement. “Deposit Date” is the date the award funds were deposited to your school’s bank account (or the date the check was mailed). 

Schools can click the plus symbol to expand the Disbursement information. Under the “View Details” column,  schools can click “View” to see which students' awards were included in the disbursement and the amount that was disbursed on their behalf.

Disbursement Roster
Additional information is available on the “Disbursed” informational roster. The “Disbursed” roster will show you the students whose awards funds have been disbursed and provides a breakdown of a student’s semester award amount (“Term Award”) and their annual award amount. 





Disbursement: Disbursement Roster

Presenter
Presentation Notes
Disbursement Roster
Additional information is available on the “Disbursed” informational roster. The “Disbursed” roster will show you the students whose awards funds have been disbursed and provides a breakdown of a student’s semester award amount (“Term Award”) and their annual award amount. 





CONTACT US

ncseaa.edu

NPS@ncseaa.edu (schools only)

(919) 695-8742 (schools only)

mailto:NPS@ncseaa.edu
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