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Districts’ SDAC 
Finance  
Responsibility

• Enter financial information (Finance 
Director or Designee)

• Review financial data for accuracy 
(Finance Director)

• Approve each section of the invoice 
(Finance director) 

• Electronically sign the invoice
    (Finance Director)



Personnel 
Roster 
Development

• The personnel roster is the foundation upon 
which the districts’ SDAC reimbursement is 
built.

• District finance officials must work closely 
with the SDAC coordinator to ensure that the 
Personnel Roster is properly developed (staff 
paid 100% from federal funds may not be on 
the roster.)



Personnel 
Roster 
Development

• Include on the personnel roster all of the 
potential participants who may provide an 
activity reimbursable by Medicaid for 
SDAC.

• Additions and deletions to the Personnel 
roster must be timely to reflect changes at 
the district.  See the SDAC calendar for 
exact dates.

https://ed.sc.gov/districts-schools/medicaid/school-district-administrative-claiming/forms/sdac-calendar-sy-24-25/


Quarterly 
District 
Personnel Costs

• All salary and fringes paid to 
participants during the quarter must 
be reported on the Personnel Cost 
Roster. 

•  Participants may be paid from 
multiple funds, all which should be 
reported on the Quarterly Personnel 
Cost Roster.

• Salaries and fringes paid from 
federal funds must be offset on the 
district quarterly personnel cost 
roster.  Federal funds are reported in 
the 200-299 range.



SDAC Quarterly District Personnel Costs Report – 2 – OND (2023)
School District-0470
Coordinator: Ophelia McClary

• Diaan Chandler is only shown on the roster once. She is 
also shown as being paid from a 200 fund, which is 
typically a federal fund. This entry indicates that the 
participant is paid 100% from federal funds. Therefore, 
she should not be on the roster.

• Paul Mack and Carl McGill are both paid from multiple 
funds. A percentage of the salaries for both participants 
are paid from federal funds. The offset of salaries and 
fringe have been correctly applied for both participants.



SDAC Quarterly District Personnel Costs Report – 2 – OND (2023)
School District-0470
Coordinator: Ophelia McClary

• Libby Miller is only shown on the roster once. She is also 
shown as being paid from a 200 fund, which is a federal 
fund. This entry indicates that this participant is paid 
100% from federal funds. Therefore, she should not be on 
the roster. However, her salary and fringe have been offset 
correctly preventing the costs from being included in the 
quarterly cost totals calculation.

• Roosevelt Paeson is paid from federal fund 256. This 
entry would be flagged due to no offset being entered for 
the salary and fringe.



Section 1:
Purchased 
Services and 
Supplies

Applicable Object Codes:

• 300 - Purchased Services
Enter the costs for services performed by persons or firms 
with specialized skills (doctors or lawyers)

• 310- Professional and Technical Services 
Enter the cost of professional services rendered by non- 
employees.

• 400 - Supplies and Materials 
Enter the cost of supplies and materials related to the 
employees listed on the personnel roster.



Quarterly District Purchased Services and Supplies – Section I  
School District-0470

Function Obj 300 Obj 310 Obj 400 PSS Fund Total

100 $50,564.90 $245,794.94 $118,545.47 $414,905.31
120 $0.00 $39,770.82 $0.00 $39,770.82
140 $883.83 $0.00 $12,601.51 $13,485.34
160 $0.00 $0.00 $0.00 $0.00
200 $0.00 $0.00 $0.00 $0.00
211 $828.96 $0.00 $849.59 $1,678.55
212 $22.53 $0.00 $0.00 $22.53
213 $0.00 $0.00 $1,604.50 $1,604.50
214 $0.00 $0.00 $0.00 $0.00
221 $10.03 $0.00 $0.00 $10.03
222 $9,523.52 $0.00 $414.60 $9,938.12
223 $584.89 $0.00 $0.00 $584.89
224 $3,073.75 $525.63 $0.00 $3,599.38
231 $15,692.14 $26,833.27 $244.06 $42,769.47
232 $1,595.94 $0.00 $2,557.08 $4,153.02
233 $2,246.82 $0.00 $3,947.34 $6,194.16
253 $172,622.47 $0.00 $0.00 $172,622.47
255 $2,275.22 $0.00 $272.58 $2,547.80
256 $0.00 $0.00 $825.31 $825.31
258 $1,378.00 $0.00 $0.00 $1,378.00
270 $80,856.08 $0.00 $5,482.23 $86,338.31

Overall Totals Obj 300 Totals Obj 310 Totals Obj 400 Totals PSS Grand Total

Quarter: 2 - OND 
(2023)

$342,159.08 $312,924.66 $147,344.27 $802,428.01



Section 2:
Support, 
Supervision 
and 
Administrative 
Costs

• Section II captures the salaries and fringe 
benefits for those persons in the district who 
support or supervise the participants on the 
personnel roster

•  Support personnel such as administrative 
assistants are reported in this section.

• Supervisory personnel such as department 
heads are reported in this section.



Section 2:
Support, 
Supervision and 
Administrative 
Costs

• Check your organization chart/table of 
organization for appropriate personnel

• Persons paid 100% from federal funds 
should not be reported here.



Quarterly District Support, Supervisory and Administrative Costs –   Section II

Name Fund Function Salaries Fed Offset Salary Net Fringe Fed Offset Fringe Net

Allen, Jose' 100 233 $30,096.34 $0.00 $30,096.34 $13,796.52 $0.00 $13,796.52
Chandler, Leslie 100 221 $24,884.53 $0.00 $24,884.53 $10,634.08 $0.00 $10,634.08
Murray, Caroline 100 233 $31,425.22 $0.00 $31,425.22 $14,241.51 $0.00 $14,241.51
Joe, Kristie 100 233 $28,414.03 $0.00 $28,414.03 $11,681.77 $0.00 $11,681.77
Carter, Renee 100 233 $30,425.22 $0.00 $30,425.22 $9,918.20 $0.00 $9,918.20
McBride, Amy 100 221 $26,243.75 $0.00 $26,243.75 $12,516.50 $0.00 $12,516.50
Whack, Christina 100 221 $22,113.75 $0.00 $22,113.75 $8,596.12 $0.00 $8,596.12
Night, Paige 100 233 $31,791.81 $0.00 $31,791.81 $14,354.65 $0.00 $14,354.65
Durante, Shunte 100 233 $33,198.25 $0.00 $33,198.25 $12,144.21 $0.00 $12,144.21
Dupert,Joseph 203 233 $28,744.22 $0.00 $28,744.22 $13,363.87 $0.00 $13,363.87
Denlow, Joyce 100 233 $30,975.75 $0.00 $30,975.75 $11,494.41 $0.00 $11,494.41
Robinson, Lauren 100 221 $24,087.19 $0.00 $24,087.19 $10,220.24 $0.00 $10,220.24
Kings, Latonia 100 233 $29,582.75 $0.00 $29,582.75 $13,633.00 $0.00 $13,633.00
Haircloth, Nancy 100 223 $992.15 $0.00 $992.15 $117.35 $0.00 $117.35
Dallaw, Lisa 100 233 $32,815.28 $0.00 $32,815.28 $12,123.10 $0.00 $12,123.10
Suller, Sam 100 233 $32,945.34 $0.00 $32,945.34 $13,845.56 $0.00 $13,845.56
Dager, Lindsey 100 233 $29,242.69 $0.00 $29,242.69 $13,524.79 $0.00 $13,524.79
TOTAL Quarter: 2 - OND'23 $467,978.27 $0.00 $467,978.27 $196,205.88 $0.00 $196,205.88

SDAC - QUARTERLY DISTRICT SECTION II COSTS REPORT - 2 - OND (2023)
School Year: 2024
School District: 0470
Coordinator: McClary, Ophelia



Section III:
Districtwide 
Non-Federal 
Salary/Fringe 
Benefit Cost 
Totals

• Captures the district’s total salaries and fringe 
benefits for object codes 100 (salaries) and 200 
(fringes).

• Costs are used to calculate the percentage of 
total purchased services and supplies to be 
added to “other costs” on the invoice. 

• The maximum percentage allowed is 10%.



Quarterly Districtwide Non-Federal Salary/Fringe Benefit Section III

School Year: 2024

School District: 0470

Coordinator:Omcclary
Function Salaries Benefits Non-Fed Fund Total

100 $2,598,510.87 $1,171,270.98 $3,769,781.85
120 $234,436.53 $103,809.66 $338,246.19
130 $0.00 $0.00 $0.00
140 $114,538.54 $54,624.66 $169,163.20
160 $27,528.00 $13,594.74 $41,122.74
180 $25,392.99 $12,431.49 $37,824.48
200 $285,338.16 $146,139.14 $431,477.30
220 $337,512.12 $147,409.19 $484,921.31
230 $348,712.02 $164,766.00 $513,478.02
250 $472,804.91 $321,661.71 $794,466.62
260 $85,097.52 $40,322.46 $125,419.98
270 $95,905.84 $25,738.11 $121,643.95
300 $16,943.38 $5,551.14 $22,494.52

Totals $4,642,720.88 $2,207,319.28 $6,850,040.16 

SDAC - QUARTERLY DISTRICT SECTION III (NON-FED) COSTS 
REPORT - 2 - OND'23





SDAC Invoice Details



Application Updates

• Import Feature

• Close applicable sections

• Automated email notifications

• Electronic signature and signed invoice submission

https://appstestf5.ed.sc.gov/


SDAC Import Feature: Personnel Costs

• Specific templates are required for use 
of the import feature and are provided 
for you on the SCDE website in a 
downloadable Excel format.

• Please do not make changes to the 
names and order of the column 
headings. They must remain as they 
are for successful imports.

• Dropdown lists are provided in select 
columns to reduce errors when 
uploading. Please ensure that your 
entry matches an available option.

https://ed.sc.gov/districts-schools/medicaid/school-district-administrative-claiming/finance-templates/


SDAC Import Feature: Personnel Costs
• Start on the Manage 

Participants screen of the 
SDAC application. As shown 
here, the Manage Participants 
screen shows the district’s 
participant roster. 

• Utilize the new import feature 
by completing the Personnel 
Costs template and importing 
the required information into 
the application. 

• To avoid keying some of the 
same information from the 
roster into your Personnel 
Cost template, you can select 
the ‘Export List to Excel’ 
button. 

• Selecting the ‘Export  List to 
Excel’ button will provide you 
with a downloaded file 
containing the information 
from your personnel roster.



SDAC Import Feature: Personnel Costs

Exported Roster Information Personnel Cost Template

The exported data will look exactly like the spreadsheet shown here, but specific to your district. Please note the four columns from the roster were carried over. 
The data from the last name, first name, email, and school name columns should be copied and pasted into your Personnel Cost Totals template as shown here. 
The district staff will then need to complete the remaining columns which include the Sample Quarter (column A), District Name (Column B), and all of the 
Funding Information (columns G – L).



SDAC Import Feature: Personnel Costs

This example shows a 
completed Personnel 
Cost template. The 
completed template will 
need to be saved on 
your computer and 
accessible for your 
import.



SDAC Import Feature: Personnel Costs

To complete the 
import, go back 
to the Manage 
Participants 
screen and select 
Funding beside 
any participant on 
the roster.



SDAC Import Feature: Personnel Costs

Once you click the 
“funding” button you 
will see the screen 
shown here. You will 
then select ‘Choose 
File’, locate the file on 
your computer, and 
click the ‘Import Data’ 
button.



SDAC Import Feature: Personnel Costs

Once you click the 
“Import Data” 
button, you will 
receive 
notification of a 
successful import. 
Select ‘Close’.

(If an error 
message regarding 
column amount is 
received, copy and 
paste your cost 
data into a new 
sheet and retry the 
upload.)



SDAC Import Feature: Personnel Costs

Once you select 
‘Close’, you will 
then be returned 
to the Manage 
Participants 
screen. The 
import of the 
personnel costs is 
complete. 



SDAC Import Feature: Sections 1, 2, and 3

To enter the finance information for Sections 1, 2, and 3, follow the exact same directions utilizing the appropriate template. The 
only exception is that you do not have to export information to include in your Section 1, 2, or 3 templates.



SDAC Import Feature- Finance Templates

Again, districts must 
utilize the required 
templates provided by 
the OMS and available 
on the OMS webpage. 
To import the financial 
data for Section 1, 
utilize the template 
labeled Section 1 – 
Purchased Services and 
Supplies Costs from the 
OMS website. 



SDAC Import Feature- Section 1 Template

This example 
shows a 
completed 
Section 1 
template. The 
template will 
need to include 
the district’s cost 
data and be saved 
to your computer.



SDAC Import Feature- Section 1 Template

To complete the 
import, you’ll go 
back to the Section 
1 screen in the 
application. Click 
‘Choose File’, 
locate the saved 
Section 1 template, 
and click ‘Import 
Data’.



SDAC Import Feature- Section 1 Template

Once you click 
the “Import Data” 
button, you will 
receive 
notification of a 
successful import. 
Select ‘Close’.



SDAC Import Feature- Section 1 Template

The data 
from your 
template will 
populate as 
shown here.



Section II – Support, Supervisory, & Administrative Personnel Costs

Section 2 requires the development of the district’s supervisory staff list prior to funding being entered. This list 
can be created in either of two ways:

1. By selecting ‘Manage Support, Supervisory, Administrative Staff’ from the left panel menu headings, 
then selecting ‘Create New Support, Supervisory, Administrative Staff’ at the top of the page.

2. By selecting ‘Section II – Support, Supervisory, & Administrative Personnel Costs’ from the left panel 
menu headings, selecting ‘Create New Support, Supervisory, Administrative Staff’ in the right center of 
the page, and then selecting ‘Add Support, Supervisory, Administrative Staff.

Once the list has been developed, the import process (using the section specific template) can proceed as outlined 
for Section 1.



*Section 2 Reminder*

Participants from your 
personnel costs roster 
cannot be included in 
Section 2. If this error 
occurs, the affected 
district will receive an 
email stating that 
Section 2: Support, 
Supervisory, and 
Administrative 
Personnel Costs have 
been reopened for 
corrections. District 
coordinators will then 
need to change the 
status to inactive for 
all staff that have been 
duplicated from the 
participant's roster.



Quarterly Cost Reports

• Access the 
district’s 
quarterly cost 
reports by 
selecting Reports 
> Quarterly Cost 
Totals from the 
menu headings in 
the left panel.

• Utilize these 
reports to ensure 
the accuracy of 
your imported or 
manually entered 
cost data.



Quarterly Cost Reports

Select the quarter, followed by the report to be viewed, then click ‘View Report’.



Quarterly Cost Reports

The selected 
report will 
appear as 
shown here. 
The data can 
be reviewed 
onscreen, 
saved in either 
of the file 
formats 
shown, and/or 
printed.



SDAC Application- Close Financial Quarter
Once the 
district’s cost 
data has been 
verified, the 
financial quarter 
must be closed. 
This step is 
accessible by 
selecting ‘Close 
Financial 
Quarter’ under 
the Finance 
menu heading.



SDAC Application- Close Financial Quarter

• Once you select 
“Close Financial 
Quarter” you will 
see the page shown 
here.

• Successful 
completion of this 
section is required  
to have an invoice 
generated for your 
district.



SDAC Application- Close Financial Quarter

To start, you must 
select the quarter 
that you will be 
closing. For this 
demonstration, 
we’re closing 
Quarter 1 (JAS) 
of the 24-25 
school year.



SDAC Application- Close Financial Quarter

Next you must select the 
Section (Participant 
Funding, Section 1, 2, or 
3)  you’re closing. Then 
select “Close Selected 
Financial Quarter 
Entries”. You must close 
each section individually 
and can not close them all 
at once. 

Note, the table on the right 
indicates whether you’ve 
successfully closed each 
section. The ‘No’ that we 
see here indicates that all 
sections are still open for 
all quarters in this current 
school year.



SDAC Application- Close Financial Quarter

Once the “Close 
Selected 
Financial 
Quarter Entries” 
is clicked a 
notification will 
pop up 
indicating the 
section has been 
closed 
successfully. 
Select ‘Close’.



SDAC Application- Close Financial Quarter

Notice that the 
status of Participant 
Funding for Quarter 
1 (in the chart) has 
changed from a No 
to a Yes. You will 
then repeat the 
process for Sections 
1, 2, and 3 
confirming that the 
status updates for 
each.



SDAC Application- Close Financial Quarter

Once all four 
sections have been 
closed which is 
indicated by the Yes 
in the status box for 
each section of the 
corresponding 
quarter, then the 
district’s task is 
complete. An 
automatic email 
notification will be 
sent to the OMS 
informing us that 
the district’s data 
has been entered 
and is ready for 
review and 
invoicing.



Automatic Email Notification

• OMS staff will review 
the district’s cost 
reports. 

• If issues are found, 
district finance 
coordinators will be 
contacted by email to 
make the necessary 
corrections. 

• If no issues are found, 
the district’s invoice 
will be generated, and 
finance coordinators 
will receive the 
automatic email 
notification shown 
here.



Electronically Signing the Invoice

Select 
‘View/Submit 
Quarterly 
Invoice’ by 
first selecting 
the Finance 
heading in the 
menu panel on 
the left.



Electronically Signing the Invoice

Select the 
quarter of the 
invoice 
requiring 
signature and 
click ‘View 
Invoice’.



Electronically Signing the Invoice

The district’s 
invoice will 
populate as 
shown here.
You may print 
and/or save a 
copy of the 
unsigned 
invoice for your 
records or 
review, but it 
must be signed 
electronically 
for the OMS.



Electronically Signing the Invoice

By selecting the 
Fiscal Manager 
box, finance 
coordinators will 
gain access to the 
eSignature field.



Electronically Signing the Invoice

Finance coordinators 
must enter their names 
exactly as shown on the 
User line in the 
application. Keying 
any name other than 
the one of the user 
currently logged in will 
result in a rejection of 
the eSignature.
*If your name is misspelled in 
the application, please contact 
Marquita Taylor or Ophelia 
McClary to have it corrected or 
you will be required to key it as 
listed for the signature line. The 
same applies to upper and 
lowercase variations.



Electronically Signing the Invoice

The following screen 
will be displayed 
confirming 
successful 
completion of the 
eSignature, and an 
automatic email 
notification will be 
sent to OMS staff 
informing them that 
the invoice has been 
signed.



Electronically Signing the Invoice

The signed 
invoice can then 
be viewed, saved, 
and/or printed by 
again selecting 
‘View/Submit 
Quarterly 
Invoice’, selecting 
the quarter, and 
clicking ‘View 
Invoice’.



Additional Info - Automatic Email Notifications

• Districts that have not completed and closed financial sections 45 days following the close of the sample 
quarter will receive an automatic “reminder” email on day 46.

• An automatic “overdue” email notification will follow every 7 days following day 46 until complete.
• An automatic “ready for review/signature” email notification will be sent to finance coordinators immediately 

upon invoice generation. If not signed within 3 days of the initial notification date, daily reminders (excluding 
weekends, holidays, and known school closure dates) will be sent until complete.

• Notifications of completion of each step are automatically sent to the OMS as well to release that 
responsibility from district officials.



Contact Information

For any questions or assistance needed with SDAC Finance, please contact:

Ophelia McClary, Fiscal Manager
omcclary@ed.sc.gov

Marquita Taylor, Fiscal Manager
mstaylor@ed.sc.gov
803-734-9180

mailto:omcclary@ed.sc.gov
mailto:mstaylor@ed.sc.gov


ed.sc.gov
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