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How to access the TEA Payment Report 
 
There are multiple ways to access the TEA Payment Report.  
 
The most common is via the TEA Home Page in which there are two access points: 
 
 Find TEA payments to districts? link 

1) Go to www.tea.state.tx.us. 
2) Click on the Find TEA payments to districts? link under the “How Do I…” 

section (on the right side of the page). 
 

Or 
 
Funding link 

3) Go to www.tea.state.tx.us. 
4) Click on the Funding link (on the left side of the page). 
5) Scroll down near the bottom of the Funding page and click on TEA Payment 

Report link. 
 

Note: The following two pages in this document show the TEA Home page and the 
Funding page. 

 
The TEA Payment Report can also be accessed from the Expenditure Reporting page. 
 

1) Access Expenditure Reporting from your TEA SE Application List. (Note: You 
must have a TEA SE username and authorization to access the Expenditure 
Reporting application). 

2) Click the ‘Search for NOGAs’ button and view a list of your organizations 
NOGAs (Notice of Grant Award). 

3) Click one of the NOGA IDs in the list and the Expenditure Reporting entry page 
displays. 

4) A new link ‘View TEA Payment Report’ is available on this page. (look below 
the Save Transaction button) 

 
 
 
 
 
 
 
 
 
 

http://www.tea.state.tx.us/�
http://faulk.tea.state.tx.us/pmtrpt1/TEAPmtRpt.jsp�
http://www.tea.state.tx.us/�
http://www.tea.state.tx.us/index.aspx?id=2147484908&menu_id=645&menu_id2=789&cid=2147483657�
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TEA Home Page ( www.tea.state.tx.us ) 
 

 
 
Funding page (Scroll down to the bottom.) 
 

 
 
 
 

Funding Page link 

Link to the TEA Payment Report 

Find TEA payments to district? 

http://www.tea.state.tx.us/�
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TEA Payment Report Instruction page 
 
Click the ‘Continue to TEA Payment Report’ button. 
 

 
 

Click to access Report page. 
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TEA Payment Report page 
 

 
 
How to run the TEA Payment Report 
 
The report offers several criteria options.  However, only two criteria are required in 
order to view a list of payments: 
 

1) The organization receiving the payments, and 
  
2) Choosing a “FY (Fiscal Year)” or a “Payment Date Range”. 

 
The organization that received the payments is provided by entering either: 
 

1) The six-digit “County District” Number (no dashes), or 
 
2) The 1st 10 digits (a “1” Prefix followed by the 9-digit “Employer 

Identification Number” ‘EIN’ assigned by the IRS) of the organization’s 14-
digit Vendor ID number (no dashes).  The 14-digit Vendor ID number can be 
found on bank statements (reconciliations) of deposits made, or on warrants 
(checks) issued. 

 
 The payments issued can be presented on the report in two different formats: 

 
1) Select a Fiscal Year from the list provided. The payment date range will 

include all dates within the selected state fiscal year that runs from Sept 1st 
thru August 31st. The report defaults to the current fiscal year.  

 
2) Enter a payment date range. The payment date range is just below the Fiscal 

year. Any valid dates are allowed. The dates could range from as short as a 
single day to multiple years. 
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Click the “Show Payments”  button to produce a list of payments. 
 

 
 
 
Example of Payment listing 

 
 

County District or  
Vendor ID is required 

Fiscal Year or Payment 
Date Range is required 

Click “Show Payments” after 
entering criteria options. 
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Payment Listing 
1. The payment list is shown in descending order by payment date. 
2. TEA Contact information can be viewed for each payment by clicking the 

“Contact” tab. 
3. The payment list can be downloaded to Excel by clicking the “Download to 

Excel” link. 
4. The payment list can be printed by clicking the “Print” button at the top of the 

page. 
5. The payment list can be expanded to display “Payment” and “Contact” 

information side-by-side by clicking the “Show all Columns” icon, . 
 

Report Columns 
 
Payments tab - Shows payment related information. 
 

1. Title – Describes Grant award or funding project id.  
2. NOGA ID/Project ID – Grant award or funding project id associated with 

payment.  
3. FAR Fund – Financial Accounting and Reporting Fund code.  
4. FAR Rev – Financial Accounting and Reporting Revenue code.  
5. CFDA – Catalog of Federal Domestic Assistance ID. Federal related grants 

only. 
6. Federal Award Number – High level fund source identifier.  
7. TEA Fund Source – TEA assigned funding category. 
8. Payment Amount – Amount payment associated with this doc line. 
9. Payment Date – TEA recorded payment date. 
10. Doc Num – Id assigned to the payment by State of Texas.  
11. Doc Line – Payment may be split into multiple lines.  
  
 

Contact tab – Shows TEA Contact information for each payment 
 
12. Title – Describes Grant award or funding project id.  
13. NOGA ID/Project ID – Grant award or funding project id associated with 

payment. 
14. Start Date – Beginning date of the grant award or project. 
15. End Date – Ending date of the grant award or project. 
16. County/District – TEA-assigned identification number for local education 

agencies. 
17. Telephone – Phone number at TEA to questions related to this payment. 
18. Description – Name of TEA division responsible for this payment. 
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How to use optional selection criteria 
 
One of the enhancements for this version of the TEA payment report included additional 
search criteria. This should allow for more refined search capabilities. Entry of these 
fields is optional. The following describes each of additional search options. County 
District, Vendor, Fiscal Year, and Payment Date Range were described previously. 
 

 
 
 
NOTE: Always click the Show Payments button after changing selection options. 
 

CFDA number 
Enter a single Catalog of Federal Domestic Assistance number.  An example of a CFDA 
number 84.010. Only Federal government funded payments are associated with a CFDA. 

School Year 
Select a single School Year from the dropdown list provided. An example of a school 
year would be 2007-2008. The school year option overrides the payment date range 
option. The school year and payment date range/fiscal year cannot be used together. Also, 
be aware that some TEA payments are not associated with a school year. Typically, 
payments associated with a Grant or a NOGA ID will be associated with a school year. 

FAR Fund Codes 
Select up to four Financial Accounting and Reporting codes.  All TEA payments are 
associated with a FAR code. The FAR code is a 3-digit number such as 226. FAR 
Revenue codes cannot be used as selection criteria. 
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How to find TEA Contact information 
The TEA division and phone number responsible for each payment can be found under 
the “Contact” tab on the Payment Report listing. 
 
Payment listing 

 
 
 
Click the ‘Contact’ tab to view the TEA telephone number and Division description 
responsible for each payment.  
 
Click the ‘Show all columns’  icon to view all columns at once.  
 
Same Payment listing (showing TEA Contact information) 

 
 

How to Download to Excel 
Another enhancement for this version of the TEA payment report provides the ability to 
download the payment listing to a Microsoft Excel spreadsheet located on your local PC 
or workstation. This manual is not intended to be a tutorial on the use of Excel. Please 
refer to your system or software documentation if you aren’t familiar with Excel.  
 
To download the payment listing to Excel: 
 

1) Enter your selection options and click the Show Payments  
button. A listing similar to the one shown below should appear.   

2) The solid blue bar at the top of the listing is labeled “Payment Report”. The blue 
bar also contains the link to initiate an Excel Download. 

3) Click the “Download to Excel” link.  

Click the Contacts tab 

Telephone and Division Description 

Show all columns 
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4) A new window should open displaying your payment listing in an Excel 
spreadsheet. If there is an Excel window already running on your PC, the payment 
report may be loaded into that window instead of opening a new window. Note: 
Microsoft Excel 2000 or later must be installed on your PC for the download to 
function properly. Contact your organizations technical support staff for 
assistance. 

5) The Excel spreadsheet can be saved on your PC or printed to your printer at this 
point. 

 
 
Payment Listing 

 
 

How to Print the payment report 

The payment report can be printed by using the “Print”  button shown at the top of 
the page. A window will open where you can select a printer. Other options available to 
you will depend on your printer. One option available may be to change the orientation to 
Landscape or Portrait. The best option for you will depend on your printer settings. 
NOTE: For assistance with printing, please contact your organizations technical support 
staff. TEA cannot provide assistance with printer related issues. 
 

Download to Excel link 
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Announcements  
 
Occasionally, TEA may display an announcement in the area just below the selection 
options. These announcements will appear when the Report page is initially accessed. 
Once the Payments listing is displayed the announcement will disappear. The 
announcement can be re-displayed by clicking the  button 
shown at the top of the page. 
 

 

 
 
 
 
 
 
 
 
 
 
 
 

Announcement area. 



TEA Payment Report 
User Instructions 

12 of 13 
 

PmtRptInstructions 11-19-10 (2).doc 

Instructions page 
 
The TEA Payment Report instructions page is the first page accessed after the TEA home 
page. The page provides general information about the payment report and basic 
instructions for running the report. It also provides TEA contact information for general 
payment questions or questions about the payment report. You can always return to the 

instructions page by clicking the  button at the top of the 
selection criteria page.   
The instructions page also provides two other links: FSP payment Dates and Comptroller 
State-to-Vendor Information. 
 

FSP Payment Dates 
This link will provide a list of the payment dates for the Foundation School Program 
payments. Click “Back to TEA Payment Report” link after viewing the page. 
 
Example of the FSP Payment Dates page 
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Comptroller State-to-Vendor Information. 
 
A link to the Comptroller’s payment report is provided. Click the link to access that 
report. Their website will also offer instructions for viewing the Comptroller payment 
report. 
 
Example of bottom portion of the Instruction page 

 

FSP Payment 
Dates link 

Comptroller State-
To-Vendor 
information link 
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