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FACTS: the Basics

FACTS—Federal Application 

Consolidated Tracking System
• Web-based program to initiate and track Federal and 

Discretionary State Grants Transactions

• School Systems use FACTS to:

• Set-up Automatic Payroll Requests

• Request Non-Payroll Funds

• Report Expenditures

• View Grant Information



FACTS: the Basics

 Federal Grants:

 Title I, Title IIA, Title IID, Title III, Title VI, 

Title X

 IDEA B, IDEA Preschool

 All ARRA grants and Discretionary Grants

 State Grants:

 Pre-K

 Coordinated School Health



FACTS: Logging In

 Web Address:  https://www.k-12.state.tn.us/facts

 Click on Login link

https://www.k-12.state.tn.us/facts
https://www.k-12.state.tn.us/facts
https://www.k-12.state.tn.us/facts


FACTS: Logging In

 Enter your User ID and password

 Click Login Button



FACTS: Logging In

 Click on the appropriate link depending on 

what you need to do in FACTS.
 Payment Request--Setup Payroll and Request Funds

 User—To report expenditures, view grant information



FACTS: Payment Request

Click on Enter LPP



FACTS: Payroll Request

 First page to display is Payments Summary.

 You can scroll down to view all payment requests your system 
has made.

 Click on Federal/State Payroll Link to setup recurring payroll 
requests.



FACTS: Payroll Request

 Use the --Select Account & Business-- dropdown to bring up 
a list of projects.

 Hi-lite the appropriate project.



FACTS: Payroll Request

 After selecting the correct program and year, click Next
to proceed.

 For any program, always select the latest year.





FACTS: Payroll Request

 Setting up Payroll Requests

 Divide Budgeted Payroll Amounts in each 
project by the number of payrolls (12,24,etc.)

 Input that amount in the corresponding box 
for each month.  Input an amount in each pay 
period if you run two payrolls each month.  

 Or if you only pay once per month, enter that 
amount in the pay period 1 or 2 depending on 
whether the payroll is in the 1st 15 or last 15 
days of the month.



FACTS: Payroll Request

 Use the Dropdown next to each pay period to 
select the date of your payroll.



FACTS: Payroll Request

 When finished adding payroll amounts and dates, Click Submit.



FACTS: Payroll Request

 Other Payroll Request Reminders:

 Setup automatic payroll requests for all 

projects that expend payroll.

 Review your requested payroll amounts 

quarterly and adjust the amounts if you are 

requesting too much or too little.

 Only those payrolls without an ―A‖ next to it 

can be changed.  After making changes, 

remember to Click Submit.



FACTS: Other Payment Request

 To request non-payroll reimbursements, click on 
either Federal Payment-Other or State Payment-
Other link.



FACTS: Other Payment Request

 Use the --Select Account & Business-- dropdown 
to bring up a list of projects.

 Hi-lite the appropriate project.



FACTS: Other Payment Request

 After selecting the correct program and year, click 
Next to proceed.

 For any program, always select the latest year.



FACTS: Other Payment Request

Enter $$ in Amount Requested and Amount in Non-Detailed 

Request.  Do Record a comment such as date or specific expenditure.

When Finished, 

Click Submit.



FACTS: Cash Management

 As required by Treasury Regulations (31 CFR Par 205), 

subgrantees are required to minimize the time elapsing (within 72 

hours) between the transfer of funds (Request for Federal Funds) 

and the disbursement of funds. 

 How do you comply with this regulation and still have a positive 

cash balance that will allow your trustee to honor checks written 

from Federal Funds?

 Ideally, group invoices by project, make a request for that batch, then 

pay those invoices (within 3 days) once the funds have deposited 

into the bank.

 Edison’s timing in paying non-payroll requests should soon improve 

dramatically (within 5 days of request.)



FACTS: Cash Management 

Do’s and Don’t’s

 Do:

1) Request funds as often as you need to write 

vendor checks.

2)  Communicate often with your Trustee and use 

Edison to determine what funds you have received.

 Don’t:

1) Request funds in even lump sums.

2) Request more funds than needed to pay vendors and 

employees.

3) Request funds in advance.

4) Wait to request funds weeks or months after they have 

been disbursed.



FACTS: Expenditure Reporting

 TNDOE encourages monthly reporting of 

expenditures—required at least 

quarterly.

 Deadline for reporting quarterly 

expenditures is 45 days following quarter 

end—However, the sooner they are 

reported the better.



FACTS: Expenditure Reporting

 Reporting the correct amount:
 Get expenditure amount from financial reports following the close of 

a month or quarter.  

 Local Government users: get amounts from either the Summary 
Financial Statement or Statement of Expenditures and 
Encumbrances.

 3rd Column has YTD total.

 Last Column has the amount for the current month only.

 You could:

 Run three separate monthly reports; i.e., April, May, and 
June, and add the last column’s total expenditures to 
determine your quarterly amount.

 Take the current YTD amount and subtract from the 
previous quarter’s YTD amount to determine the 
expenditures for the current quarter.

 Report your expenditures every month and use the amount 
from the last column.

 Be careful not to report expenditures twice and make sure you are 
reporting within the correct grant.



FACTS: Expenditure Reporting

 Click on User link to report expenditures and view 
grant information.

 You would have to logout of Local Payment 
Processing to access the User portal.



FACTS: Expenditure Reporting

 Click on Enter FACTS-FIN.



FACTS: Expenditure Reporting

 To report expenditures:  Click on Quarterly Expenditure Reporting.



 Use Quarter Ending Dropdown to select the appropriate quarter.

 Enter Expenditure amount next to the applicable program in Additional 
Quarter Expenditure column.

 Tab after entering the Additional Quarter Expenditure.  Revised Quarter 
Expenditure will update to include the amount just entered.

 If you report expenditures prior to quarter end, the entry will post using the 
current date.

 If you report expenditures after the quarter end, the entry will post using the 
quarter end date.



FACTS: Expenditure Reporting

 To Navigate back to main screen, click FACTS Home.



FACTS: Viewing Grant Info.

 Go to Select Report dropdown—select Grant 
Transaction Report.



Amt of Grant Award

Project Approval Amount

Listing of Expenditures Reported



Payment Transactions



FACTS:  Grant Information

 Does FACTS reflect what is on your Local Books?

 From the Grant Transaction Report:

FACTS Cumulative Payments - Cumulative 

Expenditures = Reserve + Revenues – Expenditures 

(Trial Balance)

 To perform this reconciliation:
 1)  report all expenditures in FACTS

 2)  determine a common ending date for payments and expenditures 

in FACTS that matches the Trial Balance you have run; i.e., 

9/30/09.

 3)  reconcile the fiscal ytd revenue in FACTS to your local books

 4)  if the above calculation does not equal, then contact your Fiscal 

Consultant



Questions?


