Subscribing to the ERaCA System - Step 2

Please use this handout to learn how to
access ERaCA for the first time. Please
follow step-by-step directions to subscribe
to the system. Once you have subscribed
you will be able to enter your expenditures
and submit them to DPI. If you have
guestions about subscribing, contact
Barbara Chalk at (919) 807-3716.
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ERaCA - Expenditure Reporting and Cash Application for Education Centers =
Enter the following URL for the

ERaCA system:

’ ERaCA - Expenditure Reporting and https:/ischools.nc.govieraca

User Name i

— —

Fessword ] (topn] ‘"l 1) Enter your NCID Username

™,
2) Enter you NCID b

Password ‘
1105 15 4 0l sl site. Access is restricted to authorized school and LEA perso
u sime and password, enter them appropriately to proceed to the site.

el. If you have been assigned a

All information entered into this system may be viewed by autho? &
system and by the North Carolina Department of Public Instructid:|

d personnel in your local school

I, 3) Click Login J
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Il. ’ ERaCA - Expenditure Reporting and

?;,\ Cash Application for Education Centers

Home

Once you enter your NCID Username and
PW for the first time, you will need to
complete this screen.

learning_centers Logout

Subscribe to Application

NCID User Name: learning_centers
* User Role: © DPIData User
O Non-LEA Data Entry
@ Non-LEA Inquiry Only

If you were asked to subscribe, then fill all required information in the form below
and submit it to the ERaCA System Administrator for approval.

Non-LEA Data Entry if you will be submitting

requests for your unit NOTE: Your unit may have more

than one individual subscribe,

Non-LEA Inquiry Only if you will be monitoring
your unit submissions

however each individual must
have their own NCID before

* Non-LEA: | Select Non-LEA

subscribing.

* Your First Name: l

Today's Date: 05-AUG-10

* Your E-Mail Address: [

* Your Phone Number: [

. DPI Data User if you are a DPl employee
Your Last Namgs o nitoring multiple units.

* Verify E-Mail Address: | |

Note to Application
Administrator:

00f 2000
Subscribe to Application ) Cancel)

NOTE: If you are responsible for
more than one program, you need to

subscribe for each individual
program with a new NCID for each
program!

If a non-lea employee, you must select
which program you represent. Complete
the rest of the form and click "Subscribe to
Application™
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ﬁ ERaCA - Expenditure Reporting and

Cash Application for Education Centers leaming_centers: Logout

After "subscribing" to the system, you
will see this notification screen.

| elcome [

Home

You have successfully submitied a requestfor access tothis system. A confirmation e-mail has been X
sentto the e-mail address you provided.

Waiting on ERACA System Administrator After getting this
message screen please

click "Logout”
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= Mail From: <StudentiD@dpi.state.nc.us>

File Edit View Actions Tools Window Help

3} Close 57 Reply ~ J_; Forward g " 2 2 O BH oo 4, q

Mail | properties | Personalize | Message Source |
From: <StudentID@dpi.state.nc.us>
To: Andrew Cox
Subject: Your ERaCA System Subscription

!

8/5/2010 10:56 AM

Sear andrew Cox,

We have received your request to subscribe to the ERaCA System. An Application Administrator will have to approve your account,
Once your request has been approved, you will be notified via e-mail,

Regards,

MNC DPI School Business Office

You will receive this email after you submit your
subscription to DPI. You must wait until you get a
follow-up email, which is on the next slide,
showing you have been approved before logging
into the ERaCA system. This is NOT the approval

email.

j
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= Mail From: <StudentiD@dpi.state.nc.us>

File Edit View Actions Tools Window Help

3L Close é;' Reply ~ LT; Forward ~ g | 2y 2 IE] B | == fioe q

Mail | Properties | Personalize | Message Source |
From: <StudentID@dpi.state.nc.us>
To: Andrew Cox
Subject: ERaCA System Subscription Approval

!

8/5/2010 11:19 AM

Sear andrew Cox,

Your subscription to the ERaCA System has been approved. Please allow 4 hours before accessing the system, in order for all security
updates to be handled.

‘You can access the ERaCA at the following URL: https:ffschools.

Regards,

MC DPI School Business Office

Once you received this follow-up email

stating your account has been approved,
you can now login to the ERaCA system.

Now, Please see the “Working In ERaCA” Handout to learn how to login to the
system!



