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ST-3 Preparation

 Due September 2nd each year
 Reports the activity of the previous fiscal year and the 

projected activity for the current year
 All funds are reported

 Information in the ST-3 is compared to some of the 
information reported in the Claim Forms
 Need the two to agree 
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Access to the ST-3
3

 Go to https://stateaid.nysed.gov/
 Select SAMS
 Then select SAMS Logon
 From here you will go to the 
   Business Portal
 Enter your credentials in the
    Business Portal after clicking
    on “Log In”
 Select SAMS

https://stateaid.nysed.gov/


Business Portal
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Inside the Portal
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Specific to your permissions



Main Page of SAMS
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Claim Year: Is the 
year State Aid will 
be generated, not 

the fiscal year end.

For example, you 
report your 

expenditures for 
2023-24 under 

Claim Year 2024-25

Entity Info: Key contacts – SED uses information here to contact 
the district

Forms: Where you report and revise the ST-3

Claim Verifications: SED does an “audit” of select areas each year 
and notifies you here what they are looking for

Activity Log: How SED communicates with you about ST-3 and 
Claim Forms

Reports: Output reports and reports on buses that are being aided

2024-25



Why Are We Completing the ST-3?
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Three Reasons:

1. To report our financial position as 
of our year end (like any other 
government in NYS).

2. To claim State Aid for year 2024-
25 based on eligible expenditures 
from year 2023-24.

3. To estimate eligible expenditures 
of year 2024-25 so NYS can 
project State Aid for us in year 
2025-26.



Under “Forms Tree”
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Official Data:  Go here when preparing the ST-3, continuing using this section 
until the ST-3 is submitted to SED.

Revision Data: Go here if any changes need to be made to the ST-3 after it has 
been submitted to SED the first time.

Sandbox Data: Available if you want to “play” to see what happens.  We would 
encourage you to stay out of the sandbox!

Import Form Data: Go here first and import the information from your 
accounting software.  Will import balance sheet, revenues and expenditures for 
year ended and the budgets for the upcoming year.

Print Multiple Forms: Go here to print multiple forms.



Import Form Data

 Start by making sure the 
information in the accounting 
software is ready to be 
imported.

 This example will be for 
nVision software.

 In Accounting Manager open 
the ST-3 Processing branch
 Verify information and export 

the ST-3
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Assign ST-3 Codes
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1. Click on the “ST3 
Code” column and it 
will sort so that any 
accounts that are not 
linked to a ST-3 code 
will be at the top.

2. Add the proper ST-3 
code.

3. Check the 
remaining codes for 
accuracy.



Importing Before Closing Entries
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Does your district prefer to keep your books “open” until the 
auditors are finished?
If yes, should that stop your district from importing the 
accounting information into the ST-3?
No!
So that the information flows properly, code the control 
accounts:
980-Revenue Code  Fund Balance code (917)
522-Expenditure Control Code  Fund Balance code (917)
521-Encumbrances  Fund Balance code (917)

Otherwise, opening fund balance will pull into SAMS



Good Idea To Check for New ST-3 Codes
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Is posted under 
stateaid.nysed.gov/

Then click on “ST-3” 
and look for  “ST-3 

Information”

You may need to 
update the coding 

you have in nVision 
or WinCap

https://stateaid.nysed.gov/


ST-3 Information
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Changes to the ST-3
14



Changes to the ST-3
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Renumbered the 
lines, added H2401 

and now all 
revenues, except 
Capital Reserve 

related are reported 
by project.



Changes to the ST-3
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ST-3 Account Code Listing Report
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Shows you which 
accounts will be 

grouped together for 
each ST-3 code

May be easier to 
review this way vs. in 

account number 
order



ST-3 Financial Report
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ST-3 Appropriations Status
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Export ST-3 Codes
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Ready to Import File into SAMS
21

2024-25
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ST-3 is reported on 
a modified accrual 
basis of accounting

Reported on the 
fund level

Same as our 
monthly reports

All funds are 
included

SS-1 and SS-8 
report long term 

assets and liabilities 
and other financial 

information A separate training 
will be provided 
later this fall on 
these schedules



ST-3 has a Menu for Each Fund
23

The core Exhibits 
and Schedules are 
the same for each 

fund.
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Balance Sheet -
Assets

Current year numbers will be 
imported and rounded to a 
whole number. Prior year 
numbers will already be pre-
populated.

Verify that:
TOTAL ASSETS AND DEFERRED 
OUTFLOWS OF RESOURCES = 
TOTAL LIABILITIES, DEFERRED 
INFLOWS AND FUND BALANCE

Compare this year to last year 
for reasonableness.

Make sure that you split Cash 
between Unrestricted Cash and 
Restricted Cash.

Breakout your receivables, by 
type, if they are grouped in your 
accounting records.

2022-23                   2023-24                  2024-25    
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Balance Sheet -
Liabilities and 

Deferred Inflows

Compare this year to 
last year for 

reasonableness.

If you haven’t closed 
the Trust & Agency 

Fund, you will need to 
record its ending 
balances in the 
General Fund

Codes A710 - A738
and/or Custodial 

and/or Misc. Special 
Revenue Fund
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Balance Sheet – 
Fund Balance

Key areas to check:

Green: Should = 
Prepaid Expenditures 
(480) + Inventories + 
Any Portion of Due 
from Other Funds that 
is not considered 
current

Yellow: Should = 
Restricted Cash
  
Blue: Should = the 
amount of Fund 
Balance budgeted to 
balance next year’s 
budget (not including 
portion appropriated 
from reserves)
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Check that 
fund balance 
is reported in 

the proper 
category.

Outside of the 
General Fund, 
there is no 
Unassigned 
Fund Balance 
allowed unless 
it is negative.

= Inventory



Analysis of Fund Balance
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Agree Fund Balance 7/1 to last year’s audit.
Any differences need to be reported as Additions/ Deductions.
Agree Fund Balance at 6/30 to Line 106-TOTAL FUND BALANCE of the Balance Sheet.
If they don’t agree, check 980-Revenues, 522-Expenditures and Fund Balance accounts and 
make corrections.

July 1, 2023

June 30, 2024
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All cells that are greyed out are pre-
populated.

Middle Column and Right Column will be 
imported (after rounding to nearest dollar).

Compare the three years for reasonableness 
and accuracy of line coding.

Note: For import process to import the 
following year’s budget, the following year’s 
budget needs to be in accounting software 
already.

Revenues
2022-23 SY                                2023-24 SY                             2024-25 SY    
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Expenditures

All cells that are greyed out are pre-populated.

Middle Column and Right Column will be 
imported (after rounding to the nearest dollar).

Compare the three years for reasonableness 
and accuracy of line coding.

2022-23 SY                                2023-24 SY                             2024-25 SY    

Schedules A4a, A4b, A4c
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Review of Monthly Report

Minor subtotals on ST-3 (2020 codes)

Department subtotals (CAPITALS) on ST-3 
(2010+2020+2040+2060+2070 codes)

Major subtotals (CAPITALS) on ST-3
(1010 through 1981 codes)



32



Additional Reporting for General Fund
33
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Summary Statement of 
Budget, Revenues, and 
Variance (Statement A1)

Original Budget and Modified 
Budget will need to be 
summarized from the 

Revenue Status Report if not 
imported.

Actual Revenue will feed from 
Schedule A3 – General Fund 
Revenues (which will have 

been imported and rounded to 
whole numbers.)

Variance will be automatically 
calculated.
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Summary Statement of Budget, 
Revenues, and Variance (Statement A1) 

(con’t)

Check:
Totals for the four categories.

Lines 61 - 63 are the most error prone.

A511-Appropriated Reserves – Modified 
Budget: The portion of the budget that 
was funded from one or more Reserve 

Funds.

A599-Appropriated Fund Balance – 
Modified Budget: The portion of the 
budget that was funded from Fund 

Balance plus the funding for the 
encumbrances carried over from the prior 

year.

A530-Obligations Authorized-Modified 
Budget: If short term debt was issued in 

the current year for General Fund 
expenditures (rare).
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Summary Statement of 
Budget and Expenditures 

(Statement A2)

Original Budget and Modified 
Budget will be imported and 
rounded to whole numbers.

Actual Expenditures will feed 
from the Schedules A4a-c – 
General Fund Expenditures 

(which will have been 
imported and rounded to 

whole numbers.)

Enter Encumbrances from 
Appropriations Status 

Report

Variance will be automatically 
calculated.
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Remember this from nVision’s ST-3 Processing 
tool when we were doing the import process?

Encumbrances are listed here, and you can 
check all the other columns as well.

Look for the *** subtotals as they match this 
report.
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Summary Statement of Budget 
and Expenditures (Statement 

A2)
 (con’t)

Check:
Totals for the five categories.

Line 46 - Budgetary Provision 
for Other Purposes – A962: is 
used when you raise funds for 

something other than the 
current budget’s appropriations 
(such as to fund a Reserve) – 
may need to manually enter

Line 47 Total Appropriations-
Modified Budget and 

Budgetary Provision for 
Other Purposes must equal 
Line 64 from Statement A1.



Analysis of Budget Accounts

A510-
Estimated 
Revenues

A599-
Appropriated 
Fund Balance

A511-Appropriated Reserves

Workers Comp            TRS 
A960-

Appropriations

Per Original 
Budget

90,000,000 1,000,000 0 350,000 91,350,000

Prior year 
Encumbrances

121,495 121,495

Amendments:

Grant-in-Aid 150,000 150,000

Workers Comp 
Settlement

250,000 250,000

Totals 90,150,000 1,121,495 250,000 350,000 91,871,495

= 600,000
39 Statement A1 – Line 58                  Line 62                                 Line 61                             Statement A2- Line 42



Save and Ready
Certifying 
Activity Log

Submitting the ST-340



Submission Process
41

1. Make sure each statement/schedule is 
in “Ready” mode
→ Click “Save and Ready” at the bottom 
of each section

2. Run the ST-3 Edit Report and clear 
and/or explain any questions

3. Have the Superintendent complete the 
ST-3 Certification

4. Print out the OSC ST-3 Certification 
Form and submit it to OSC

5. Review the Activity Log to ensure 
forms submitted and resolve and 
issues/questions



“Save” vs. “Save and Ready”
42

 Either option will save what you have entered.
 “Save” will keep you on the schedule/ 

statement you are working on.
 “Save and Ready” will bring you back to the 

front to do another schedule/statement.
 For the Superintendent to be able to submit 

the ST-3, all schedules/statements need to be 
in the “Save and Ready” status.



Edits
43

 Run an edit report for each section.
 Edits related to something not balancing are 

usually caused by an account(s) not being 
coded to a ST-3 code in your accounting 
records.  
 Correct the books now, before you forget!
 Manually adjust ST-3 or re-import information.

 Edits related to variances need review and 
resolution.  SED doesn’t like the response 
“information correct” without further explanation!
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Remember to 
Complete and Mail In
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Using the Print Multiple Forms option

Printing the ST-346



Click the box for any or all 
of the forms that you want 
to print then select “Print 

Selected Forms” 47



Next TeaTime
48

 We will be having another TeaTime on September 
10th at 10 a.m.

 Topics will be:
 Common issues with the ST-3
On a fund, by fund, basis
 Also, including the Supplemental Schedules SS1 – SS8

 How to make revisions in SAMS
 Areas to review to maximize State Aid
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Questar III
State Aid & Financial Planning Service

10 Empire State Boulevard
Castleton, NY 12033

(518) 477-2635, Option 1
Fax (518) 477-4284
sap.questar.org

@qiiisap

Questions?
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