
MAEFAIRS: TFS AND BUDGET 
TRAINING 2022

School Finance Division

Welcome!  Please set your name in the Zoom 
application to your first name and district 

(e.g., Nicole – OPI).  
Click the three dots next to your name, select 

“rename” and enter your information.
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INTRODUCTIONS
 Jesse Romero – Computer Support Specialist
 Andrea Mohammadi – Finance Specialist
 Nicole Thuotte – Finance Specialist
 Becky Belling – Budget Analyst
 Paul Taylor – Budget Analyst
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INTRODUCTIONS
 Dan Moody – Auditor
 Donell Rosenthal – Pupil Transportation
 Barb Quinn – School Finance Manager
 Renee Richter and Kathleen Wanner – Finance 
Specialist Assistants
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MAEFAIRS LOGIN AND ACCESS
 Go to the School Finance Homepage

 Locate the School Finance Access form

Download the PDF and save to your computer 
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https://opi.mt.gov/Leadership/Finance-Grants/School-Finance


EXAMPLE:
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MAEFAIRS LOGIN AND ACCESS
 Be sure to have all roles filled out that apply to 
your position.
 MUST have signature of authorized representative
 Fill out and return form to OPI School Finance
(please allow one full business day for response)
 Follow the steps in MAEFAIRS welcome email to 
set password and get started.
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mailto:OPISchoolFinance@mt.gov


MAEFAIRS LOGIN AND ACCESS
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SCHOOL FINANCE REQUEST FORM
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WEBSITE REVIEW
Helpful Places to Look
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WEBSITE REVIEW
Getting to the School Finance Webpage
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WEBSITE REVIEW
School Finance Email
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WEBSITE REVIEW
School Finance Email
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WEBSITE REVIEW

School 
Finance 
Homepage
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WEBSITE REVIEW
MAEFAIRS – Montana Automated Education 
Financial and Information Reporting System
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WEBSITE REVIEW
Accounting Webpage
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WEBSITE REVIEW
Accounting Webpage
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WEBSITE REVIEW
Accounting Webpage
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WEBSITE REVIEW
Accounting Webpage
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WEBSITE REVIEW
Accounting Webpage
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WEBSITE REVIEW
Budgets Webpage
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WEBSITE REVIEW
Budgets Webpage
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WEBSITE REVIEW
Budgets Webpage

 Budget Instructions
 Helpful Spreadsheets
 Specific Fund Instructions

22



WEBSITE REVIEW
Budget Timeline

23



WEBSITE REVIEW
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WEBSITE REVIEW
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TFS INSTRUCTIONS
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TFS INSTRUCTIONS
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TFS INSTRUCTIONS
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TFS INSTRUCTIONS
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TFS INSTRUCTIONS
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TFS INSTRUCTIONS
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TFS INSTRUCTIONS
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BUDGET INSTRUCTIONS
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BUDGET INSTRUCTIONS
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BUDGET INSTRUCTIONS
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BUDGET INSTRUCTIONS
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BUDGET INSTRUCTIONS
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BUDGET INSTRUCTIONS
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BUDGET INSTRUCTIONS

Budgeted Funds
 01: General Fund  19: Nonoperating Fund

 10: Transportation Fund  28: Technology Fund

 11: Bus Depreciation Reserve Fund  29: Flexibility Fund

 13: Tuition Fund  50: Debt Service Fund

 14: Retirement Fund  61: Building Reserve Fund

 17: Adult Education Fund
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PRE-FILLED DATA VERIFICATION
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PRE-FILLED DATA VERIFICATION
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BUDGET AMENDMENTS
Use the OPI Budget Amendment Packet
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BUDGET AMENDMENTS
Verify Budget Amendments
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BUDGET AMENDMENTS
Confirm Reason, Fund and Amount
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BUDGET AMENDMENTS
Navigate to Step 7: Expenditures
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BUDGET AMENDMENTS
Verify the PRC is available in the appropriate fund(s):
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ACCOUNTING SOFTWARE
TFS Step 3
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ACCOUNTING SOFTWARE
Click Edit to Modify
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ACCOUNTING SOFTWARE
 Software 
packages are 
pre-loaded in 
the dropdown.
 Make 
necessary 
changes and 
click Save.
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ACCOUNTING SOFTWARE
If an accounting software package is not listed or has 
changed names:
Email opischoolfinance@mt.gov or contact:
Barb Quinn (406) 444-3249
Andrea Mohammadi (406) 444-1960 or
Nicole Thuotte (406) 444-4524
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PROJECT REPORTER CODES
TFS Step 4: Project Reporter Codes
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PROJECT REPORTER CODES
Copy From Prior Year
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PROJECT REPORTER CODES
Copy From Prior Year
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PROJECT REPORTER CODES
Enter New
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PROJECT REPORTER CODES
Project Reporter Codes Required For:

 Miscellaneous Programs Fund (15)
 School and Student Safety Transfers
 Transformational Learning Transfers
 Budget Amendments and Transfers

May not use *900 level PRC codes (reserved for OPI use only)
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BALANCE SHEET
TFS Step 5: Balance Sheet
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BALANCE SHEET
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BALANCE SHEET
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BALANCE SHEET

59



BALANCE SHEET
1. Assets and Other Debits
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BALANCE SHEET
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BALANCE SHEET
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BALANCE SHEET
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BALANCE SHEET
2. Deferred Outflows
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BALANCE SHEET
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BALANCE SHEET
3. Liabilities
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BALANCE SHEET
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BALANCE SHEET
4. Deferred Inflows
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BALANCE SHEET

69



BALANCE SHEET
5. Fund Balance/Equity
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BALANCE SHEET
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TFS REVENUES
TFS Step 6: Revenues
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TFS REVENUES
TFS Step 6: Revenues
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TFS REVENUES
TFS Step 6: Revenues
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TFS REVENUES
TFS Step 6: Revenues
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TFS REVENUES
TFS Step 6: Revenues
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TFS REVENUES
TFS Step 6: Revenues
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TFS REVENUES
Revenue Upload

 May upload one fund or multiple funds
When a single fund is selected will only write/overwrite that 
fund
When no fund is selected will write/overwrite all funds

 All errors must be corrected before the file will 
upload any data

Calculated entitlements will not overwrite
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EXPENDITURES
Getting Started

 Review the TFS Instructions
 Review the ESSA PPE Expenditure Reporting guide

OPI>Leadership>Finance & Grants>School Finance>ESSA Per Pupil
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EXPENDITURES
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EXPENDITURES
Two Options

 Manual Entry
 Upload
 May upload all expenditures/all funds
 May upload a single fund

Note: If a district selects “all funds” it will overwrite all previously entered 
data (uploaded or hand entered).  If a single fund is selected it will only 
overwrite previously entered data in that fund.
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EXPENDITURES
Upload Template and Instructions

OPI>Leadership>Finance & Grants>School Finance>Accounting>Other 
Accounting Resources
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EXPENDITURES
Upload Template and Instructions

 File must be in *.csv format
 File will not import unless free of errors
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EXPENDITURES
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EXPENDITURES
Important to Remember:

 You can view all expenditures with no fund selected, but you will only be able to edit 
records not assigned to an SC

 You can edit a record in an SC only if that SC is selected.  When an SC is selected you 
will not be able to view records with no SC or another SC assigned.
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EXPENDITURES
What do I report by School Code (SC)?

 Step 1: Is the expenditure string included in the ESSA PPE 
calculation?
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EXPENDITURES
What do I report by School Code (SC)?

 Step 1: Is the expenditure string included in the ESSA PPE 
calculation?
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EXPENDITURES
What do I report by School Code (SC)?

 Step 2: If the expenditure string is included – look to the 
function code to determine if the expenditure string 
should be reported by school code, where possible.
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EXPENDITURES
Project Reporter Codes (PRCs): Which expenditures 
require them?
 All expenditures from the Miscellaneous Programs 
Fund (15)
 All School and Student Safety and Security Transfers 
to/from the Building Reserve Fund (program code 998)
 All Transformational Learning Transfers (program code 
996)
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EXPENDITURES
On Screen Toggles

 Print Expenditure Report – Schedule of Revenues, 
Expenditures and Changes in Fund Balance (same as 
Step 6: Revenues)
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EXPENDITURES
On Screen Toggles

 Print Validation Report – All validations (not limited to 
expenditure validations)

91



EXPENDITURES
On Screen Toggles

 “Go To” Buttons – quick navigation tools to take you to 
different steps in the TFS

92



EXPENDITURES
On Screen Toggles

 ESSA Per Pupil Reports – use to verify ESSA Per 
Pupil Expenditure entries
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STEP 7A: EXPENDITURES
Verification Tool for ESSA Per Pupil Expenditure 

Reporting (NEW!)
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STEP 7A: EXPENDITURES
Verification Tool for ESSA Per Pupil Expenditure 

Reporting
 Report 1: Expenditure Review – first tab (Expenditures) is expenditures 
not assigned to an SC
 Report 1: Expenditure Review – second tab (Expenditures Assigned) is 
expenditures assigned to an SC
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STEP 7A: EXPENDITURES
Report 1: Expenditures Tab

1. LE Enrollment – total enrollment of the selected LE
2. SC Enrollment – total enrollment of the SC
3. Un Prorated Amount – total amount of the expenditure string
4. Prorate – ratio of LE enrollment to SC enrollment

96



STEP 7A: EXPENDITURES
Report 1: Expenditures Tab

5.District Wide Prorated Amount – determined by function code
6. School Wide Prorated Amount – determined by function code (could have 
been assigned an SC)
7. No Included Prorated Amount – a “not included” expenditure string 
(determined by Appendix A)
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STEP 7A: EXPENDITURES
Report 1: Expenditures Assigned Tab

 Sort this report by Fund, Program, Function, Object 
and PRC to view like expenditures by school code
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STEP 7A: EXPENDITURES
Report 1: Expenditures Assigned Tab

 Compare like expenditures to see if the SC split is accurate
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STEP 7A: EXPENDITURES
Report 2: Expenditures Assigned to LE – expenditures from another LE
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STEP 7A: EXPENDITURES
Report 2: Expenditures Assigned to LE – expenditures from another LE.

 LE Name – selected district
 LE From Name – the LE that assigned the expenditure
 LE/SC Enrollment – only appears if an expenditure is prorated (not assigned to a 
specific SC)
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STEP 7A: EXPENDITURES
Report 2: Expenditures Assigned to LE – expenditures from another LE.  
 Prorate – based on SC’s percentage of total enrollment
 District/School Wide Prorated Amount – District/School determined by Function code
 Record Source – 15/82 To means no SC, 15/82 Assigned means to SC
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STEP 7A: EXPENDITURES
Report 2: Expenditures Assigned to LE – expenditures from 

another LE
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STEP 7A: EXPENDITURES
 Applies only to LEs who are members of a special 
education cooperative
 Cooperative expenditures are prorated based on the LEs 
enrollment compared to total enrollment in the cooperative
 District/School Wide based on function code

104



ESSA LE PER PUPIL EXP 
REPORTING

TFS Step 9: ESSA LE Per Pupil Expenditure Reporting
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ESSA LE PER PUPIL EXP 
REPORTING

There are three funds with shared expenditures: School 
Food Services Fund (12), Miscellaneous Programs Fund 

(15) and Interlocal Agreement Fund (82)
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ESSA LE PER PUPIL EXP 
REPORTING
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ESSA LE PER PUPIL EXP 
REPORTING

May assign to an LE, an SC or another entity (leave LE 
and SC blank for a non-school entity)
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ESSA LE PER PUPIL EXP 
REPORTING

The amount entered in Step 9 cannot exceed the amount 
not assigned to an SC in Step 7
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ESSA REPORT CARDS
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ESSA REPORT CARDS
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ESSA REPORT CARDS
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ESSA REPORT CARDS
1. Note: There are two pages – click the arrow to 

navigate to page 2
2. The report may be downloaded in various formats
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ESSA REPORT CARDS
1. Check for large 

discrepancies between 
SCs

2. If there are issues, 
check the box and 
provide an explanation

Note: The per-pupil calculation 
may fluctuate slightly as other LEs 
and cooperatives enter 
expenditures
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DETAIL EXPENDITURES
TFS Step 8: Detail Expenditures
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DETAIL EXPENDITURES
TFS Step 8: Detail Expenditures

116



DETAIL EXPENDITURES
STEP 8: DETAIL EXPENDITURE REPORT 

This is a required supplemental report of specific expenditures. These expenditures cannot be 
calculated from information provided in the Schedule of Revenues, Expenditures and Changes in 
Fund Balance as they are ‘rolled up’. This specific information is needed by the OPI for federal 
reporting purposes and in some cases the ESSA Per Pupil Expenditure Reporting. 

Report expenditures, including cash expenditures and expenditure accruals plus encumbrances 
(optional) for all funds, for the specific expenditure line items. The amounts to report for this form 
are included in the totals reported on the Schedule of Revenues, Expenditures and Changes in 
Fund Balance.

Refer to pages 21, 22 and 23 of the Trustees Financial Summary Instructions for which detailed 
coding needs to be entered here. Pay close attention to the salaries with the different program 
codes. These need to be individually recorded.
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DETAIL EXPENDITURES
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FIXED ASSETS
TFS Step 10: Fixed Assets
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FIXED ASSETS
Type of Activity:

Governmental Activities are usually reported in the General Fund (01), 
Special Revenue Funds (10- 29 & 84), Debt Service Funds (50-59), 
Capital Projects Funds (60-69), Permanent Funds (45-49), and Internal 
Service Funds (73-79). These funds are generally financed through 
taxes, intergovernmental revenues, and other non-exchange revenues. 
Business-type Activities are usually reported in the Enterprise Funds 
(70-72). These funds are financed in whole or in part by fees charged to 
external parties for goods and services.
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FIXED ASSETS
Enter the Activity Type:
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FIXED ASSETS
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FIXED ASSETS
 Click Select to modify an existing Asset or select Add A New 
Asset Record to enter a new one 
 See TFS Instructions for further detail
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FIXED ASSETS
Depreciation:
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FIXED ASSETS
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LONG TERM LIABILITIES
Schedule of Changes in Long-Term Liabilities (SCLTL)

School districts that have a Yellow Book or federal audit 
must report long-term liabilities on the SCLTL schedule. 
Districts with a financial review, once every four years, 
are not required to report this information on the TFS 
but are still required to maintain a listing of long-term 
liabilities and make it available to the auditor. 
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LONG TERM LIABILITIES
Step 11: Long-Term Liabilities
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LONG TERM LIABILITIES
 Enter the Activity Type
 Select Add a New Liability Record or Add A New Net 
Pension Liability Record
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LONG TERM LIABILITIES

 Edit an existing record by clicking Select
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LONG TERM LIABILITIES
Find Employer Reports
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LONG TERM LIABILITIES

PERS GASB 
68 Report

FY 2021 for this 
example
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LONG TERM LIABILITIES

TRS GASB 
68 Report

FY 2021 for this 
example
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LONG TERM LIABILITIES
 General obligation bond information will be pre-filled in 
MAEFAIRS. Districts with outstanding bonds payable should 
check the pre-filled information and contact the OPI as soon as 
possible if it is incorrect. 
 Ending balance, totals, and long-term portion (due beyond 
the next fiscal year) will be computed in MAEFAIRS. Previous 
year’s ending balances will be brought forward as beginning 
balances for the current year. 
 Suggested backup documentation for each category is listed 
in the TFS Instructions under STEP 11
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SPECIAL EDUCATION REVERSION
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SPECIAL EDUCATION REVERSION
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SPECIAL EDUCATION REVERSION
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SPED EXCESS COST CALCULATOR
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SPED EXCESS COST CALCULATOR
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MOOOVING TO THE BUDGET
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TAXABLE VALUATION
Budget Step 1: Taxable Valuation
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TAXABLE VALUATION
Single County
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TAXABLE VALUATION
Multiple Counties

* The sum of the ANB for the counties must equal Total ANB
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TAXING JURISDICTION
Budget Step 2: Taxing Jurisdiction

* Only required if the district has an active Debt Service Fund (50)
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TAXING JURISDICTION
May have one or more Taxing Jurisdictions
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BUS DEPRECIATION
Budget Step 3: Bus Depreciation
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BUS DEPRECIATION
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BUS DEPRECIATION
Add new bus or communication system:
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BUS DEPRECIATION
Dispose of a bus or communication system
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BUS DEPRECIATION
Enter a levy amount
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BONDS AND LEVY ELECTIONS
Budget Step 4: Building Reserve (Elections)
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BONDS AND LEVY ELECTIONS
New Building Reserve Levy
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BONDS AND LEVY ELECTIONS
Years Authorized:

 611: Voted Safety Levy – Up to Perpetual (enter “0” 
for perpetual levies)
 612: Voted Building Reserve Levy – Up to 20 years
 614: Voted Transition Levy – Up to 6 years
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BONDS AND LEVY ELECTIONS
Enter Annual Levy Amount

*May levy less than the Maximum Levy Amount, but levy authority is 
not saved for a future year
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BONDS AND LEVY ELECTIONS
Budget Step 5: Debt Service (SIDS)
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BONDS AND LEVY ELECTIONS
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BONDS AND LEVY ELECTIONS
Budget Step 6: Debt Service (Bonds)
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BONDS AND LEVY ELECTIONS
Enter Agent Fees
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BONDS AND LEVY ELECTIONS
Print Schedule Report
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BONDS AND LEVY ELECTIONS
Budget Step 7: Technology Election Levy
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BONDS AND LEVY ELECTIONS
Technology levies approved prior to July 1, 2013

* May be up to perpetual (“0” Years Authorized indicates perpetual) -
May levy less than the Maximum Levy Amount, but levy authority is not 

saved for a future year
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BONDS AND LEVY ELECTIONS
Technology levies approved after July 1, 2013

* Years Authorized limited to 10 years – may levy less than the 
Maximum Levy Amount, but levy authority is not saved for a future year
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BONDS AND LEVY ELECTIONS

New Technology 
levy (existing levy 

prior to July 1, 
2013)

 Both levies 
limited to 10 years
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BONDS AND LEVY ELECTIONS

New Technology 
levy (no existing 

levy)
 Levy limited to 

10 years
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FUND BUDGETS
Budget Step 8: Budget
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FUND BUDGETS

Budgeted Funds
 01: General Fund  19: Nonoperating Fund

 10: Transportation Fund  28: Technology Fund

 11: Bus Depreciation Reserve Fund  29: Flexibility Fund

 13: Tuition Fund  50: Debt Service Fund

 14: Retirement Fund  61: Building Reserve Fund

 17: Adult Education Fund
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FUND BUDGETS
General Fund (01)
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FUND BUDGETS
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FUND BUDGETS
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FUND BUDGETS
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FUND BUDGETS
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FUND BUDGETS
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FUND BUDGETS
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FUND BUDGETS
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FUND BUDGETS
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FUND BUDGETS
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FUND BUDGETS
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FUND BUDGETS
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FUND BUDGETS
Transportation Fund (10)
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FUND BUDGETS
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FUND BUDGETS
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FUND BUDGETS
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FUND BUDGETS

182



FUND BUDGETS
Use the Transportation Budgeting Spreadsheet to prepare State & 

County On-Schedule portion of the Transportation Fund (10) Budget.
 Located on the OPI Pupil Transportation webpage at: 

https://opi.mt.gov/LinkClick.aspx?fileticket=E2XnPxVL2Eo%3d&portalid=182

 Located in the Pupil Transportation System under the Documents tab:
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https://opi.mt.gov/LinkClick.aspx?fileticket=E2XnPxVL2Eo%3d&portalid=182


FUND BUDGETS
Transportation Fund Budgeting Spreadsheet Instructions 

184



FUND BUDGETS

Transportation Fund Budgeting Spreadsheet Instructions 
Individual Contracts:
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FUND BUDGETS
To View Estimated On-

Schedule 
Reimbursements pick the 

TAB that says: On-
Schedule.  

It displays the total 
amount of reimbursement 

for the bus routes and 
individual contracts that 

you have entered.
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FUND BUDGETS
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FUND BUDGETS
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FUND BUDGETS
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FUND BUDGETS
Bus Depreciation Fund (11)
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FUND BUDGETS
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FUND BUDGETS
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FUND BUDGETS

193



FUND BUDGETS
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FUND BUDGETS
Tuition Fund (13)
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FUND BUDGETS
Uses of the Tuition Fund (13):

 Tuition to other school districts for resident students
 Tuition to other school districts for resident foster/ 
group home students
 Tuition to state facilities for resident students
 In-district special education tuition levy
https://opi.mt.gov/LinkClick.aspx?fileticket=uvgvTkb4oGA%3d&portalid=182
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FUND BUDGETS
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FUND BUDGETS
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FUND BUDGETS
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FUND BUDGETS
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FUND BUDGETS
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FUND BUDGETS
Retirement Fund (14)
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FUND BUDGETS
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FUND BUDGETS
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FUND BUDGETS
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FUND BUDGETS
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FUND BUDGETS
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FUND BUDGETS
Adult Education Fund (17)
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FUND BUDGETS
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FUND BUDGETS
If qualified for Advanced Opportunity Aid a district may, in 

accordance with 20-7-1506, MCA, match up to 25% of 
their award with expenditures from the adopted adult 

education budget.
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FUND BUDGETS
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FUND BUDGETS
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FUND BUDGETS
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FUND BUDGETS
Non-Operating Fund (19)
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FUND BUDGETS
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FUND BUDGETS
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FUND BUDGETS
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FUND BUDGETS
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FUND BUDGETS
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FUND BUDGETS
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FUND BUDGETS
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FUND BUDGETS
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FUND BUDGETS
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FUND BUDGETS
Flexibility Fund (29)
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FUND BUDGETS
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FUND BUDGETS
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FUND BUDGETS

227



FUND BUDGETS
If the district has a Transformational Learning Aid award 

there are two options for additional revenue:
1. Permissive Levy – up to 100% of the award (must 

notice the levy in accordance with 20-9-116, MCA)
2. Fund Transfers – from any budgeted for 

nonbudgeted fund other than Debt Service (50) or 
Retirement (14)
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FUND BUDGETS
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FUND BUDGETS
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FUND BUDGETS
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FUND BUDGETS
Debt Service Fund (50)

232



FUND BUDGETS
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FUND BUDGETS
If the district has multiple Tax Jurisdictions, select the 
Tax Jurisdiction before adding a new budget record
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FUND BUDGETS
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FUND BUDGETS
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FUND BUDGETS
Building Reserve Fund (61)
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FUND BUDGETS
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FUND BUDGETS
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FUND BUDGETS
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FUND BUDGETS
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FUND BUDGETS
Use the General Fund Budget Spreadsheet to 

determine the optimal amount of the permissive levy
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FUND BUDGETS
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FUND BUDGETS
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FUND BUDGETS
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VALIDATIONS AND REPORTS
On Screen Validations for both TFS and Budget
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VALIDATIONS AND REPORTS
TFS Step 14: TFS Validation
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VALIDATIONS AND REPORTS

Corrective 
Validations:

Must be 
corrected 
before the 

district may 
submit
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VALIDATIONS AND REPORTS
Red Warning 
Validations:
The “red” 

validations under 
Warnings and 

Information – do 
not have to be 

corrected before 
submission
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VALIDATIONS AND REPORTS
Black Warning 

Validations:
The “black” 

validations under 
Warnings and 

Information – do 
not have to be 

corrected before 
submission
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VALIDATIONS AND REPORTS
Budget Step 9: TFS Validation
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FUND BUDGETS
TFS Reports
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FUND BUDGETS
TFS Report
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FUND BUDGETS
Budget Reports
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FUND BUDGETS
Budget Report
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FUND BUDGETS
ESSA Views
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FUND BUDGETS
TFS Step 7a: ESSA Expenditure Validation Reports
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SUBMISSION
TFS Step 15: Submit TFS to OPI
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SUBMISSION
Budget Step 10: Submit to OPI
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CORRECTIONS
TFS corrections accepted through December 10, 2022
 Material revisions to the annual TFS limited to the following 

types of adjustments:
a) Coding revisions between revenue or expenditure line items 

(no change in fund balance of budgeted funds)
b) Revisions in balance sheet accounts (no change in fund 

balance of budgeted funds)
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CORRECTIONS

Changes that affect fund balance in a budgeted fund or 
material line-item coding changes must be reported as 

material prior period adjustments in the TFS for the 
current year.  The district may need to adopt a budget 

amendment in the current year to record the prior 
period adjustment.
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CORRECTIONS
 Print a copy of the revenue/expenditure report(s)
 Indicate the amount to be revised and legibly notate 
the change to be made
 Sign and date each page
 Email, fax, or mail request to the OPI by December 10
 Send a copy of the corrected TFS to the county 
superintendent
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CORRECTIONS
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SPECIAL CIRCUMSTANCES 
AND QUESTIONS
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