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  Form 9 Supplemental Schedules



Supplemental Schedules? 

● Where can I find the schedules?
● What information is needed for each schedule?
● How do I fill out the schedules?
● What do I do if I don’t have any data for the schedules?
● Are there any formatting or character limits for the schedules?
● How do I save my schedules?
● I’m getting errors, but my totals match. What do I do?
● I received a file from my vendor to upload, but I’m getting errors. 

What do I do?

@EducateIN



Where can I find the schedules? 

@EducateIN

You can locate the schedules in 
Moodle. 

If you are not enrolled in the 
Public Finance Community, send 
us an email for information.

https://moodle.doe.in.gov/course/view.php?id=267
mailto:form9@doe.in.gov


What information is needed for each schedule? 

@EducateIN

Expenditures from Object 
Code(s) Reported in Form 9Schedule

125Terminal Leave

930+940/931+941Subawards/Subcontracts

734   735   741   742Capitalized Equipment



What information is needed for each schedule? 

@EducateIN

Let’s talk about SOFTWARE:

Generally, software costs (regardless of the 
purchased price) associated with licenses are NOT 
considered to be a capitalized asset (object 742) 
unless it has been internally developed and used 
for educational or administrative purposes. 



How do I fill out the schedules?

@EducateIN

Terminal Leave Schedule:

Short Date           >                                                   >



How do I fill out the schedules?

@EducateIN

Capitalized Equipment Schedule:

If there were multiple payments for one piece of 
equipment, list each payment separately.



What do I do if I don’t have any data for a schedule? 

@EducateIN



Are there any formatting or character limits for the schedules? 

@EducateIN



How do I save my schedules?

@EducateIN



How do I save my schedules?

@EducateIN



How do I save my schedules?

@EducateIN



I’m getting errors, but my totals match. What do I do?

@EducateIN

If the above checks are not the issue, 
it’s time to compare your schedule 
against your Form 9 data file.

If your file is giving errors:
1. Check to make sure there is a header
2. Check to make sure there are no commas
3. Check the character limits



I’m getting errors, but my totals match. What do I do?

@EducateIN

If your data file is in .txt 
format, please view our 
video on how to convert 
.txt to .csv.

You can find this video in 
Moodle under Form 9 
Guidance.

http://www.youtube.com/watch?v=008QaEMqjro


I’m getting errors, but my totals match. What do I do?

@EducateIN

Now that your data in Excel 
format rather than numbers on 
a notepad, you can easily view 
and even edit your data.



I’m getting errors, but my totals match. What do I do?

@EducateIN

Insert a new, empty row
a. Right click on “1”
b. Select “Insert”



I’m getting errors, but my totals match. What do I do?

@EducateIN

Enter the following headers:
a. Corp
b. Section
c. Fund
d. Account
e. Object
f. Amount
g. School ID
h. Sub-Category



I’m getting errors, but my totals match. What do I do?

@EducateIN

Now you are able to put a filter on your data.

Select “Filter”

Now your file should look similar to this:



I’m getting errors, but my totals match. What do I do?

@EducateIN

Select the dropdown arrow in column E - Object

Select the applicable object code(s) the schedule in which you are receiving the error.
Example: Select 125 if you are wanting to compare your Terminal Leave Schedule.



I’m getting errors, but my totals match. What do I do?

@EducateIN

You can now easily view your terminal leave expenditures.



I’m getting errors, but my totals match. What do I do?

@EducateIN

Make sure you compare not only the amount, but also the 
fund, account, object, and school id.



I’m getting errors, but my totals match. What do I do?

@EducateIN

● If you are able to find a discrepancy, update the schedule and try uploading 
again. 

● If you find that the error is in your data file, you are able to make the 
correction in the file and upload it in to DOE Online.
○ Uploading a new file will replace the file that has already been  

submitted.
○ Uploading a new file will “reset” steps four through eight.

● If you find no discrepancies, feel free to contact us at form9@doe.in.gov for 
assistance.

mailto:form9@doe.in.gov


I received a file from my vendor to upload, but I’m getting 
errors. What do I do?

@EducateIN

If your vendor-created file is giving errors:
1. Check to make sure there is a header
2. Check to make sure there are no commas
3. Check the character limits

If the above checks are not the issue, copy your data(minus the header) from your 
schedule.



I received a file from my vendor to upload, but I’m getting 
errors. What do I do?

@EducateIN

● Download the schedule from Moodle.
● Right click on cell 2-A.
● Select paste values.
● Save the schedule according to the previous  

instruction.
● Upload the new schedule.

If the new file is still giving any error(s), you will want to compare the 
entries listed in the schedule against your Form 9 data file.



More Information

@EducateIN

If you have any questions or 
would like additional assistance, 

please contact us at 
form9@doe.in.gov

mailto:form9@doe.in.gov

