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Cash Application
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PCA Registration Steps

• Obtain an NCID for your PSU
• 3rd party management companies need separate NCIDs for each PSU

• Register on the PCA and select a PSU role
• Data Entry or Inquiry Only

• Review training resources on website 
• Navigation guide and prerecorded webinar 
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PSU Cash Application(PCA) 
Resources

• New Cash Application - July 12, 2024

• How to Register for the New Cash Application - July 16, 2024

• Navigation Guide for the New Cash Application - July 19, 2024

• New Cash Application Webinar / Password: 6HnDGvzm - July 22, 
2024
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https://schools.nc.gov/pca
https://schools.nc.gov/pca
https://www.dpi.nc.gov/register-psu-cash-app71624pdf/download?attachment
https://www.dpi.nc.gov/register-psu-cash-app71624pdf/download?attachment
https://www.dpi.nc.gov/documents/fbs/resources/psu-cash-application-document071824pdf-0/download?attachment
https://www.dpi.nc.gov/documents/fbs/resources/psu-cash-application-document071824pdf-0/download?attachment
https://ncgov.webex.com/ncgov/ldr.php?RCID=7f57c260eee5bd43842a4cb64fa23510
https://ncgov.webex.com/ncgov/ldr.php?RCID=7f57c260eee5bd43842a4cb64fa23510


Cash Request Process
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Expenses

• Payroll

• Utilities

• Supplies

• Rent

Accounts 
Payable

• You have bills to 
pay

• You need 
Cash/Funds

Cash 
Request

• Use PSU Cash 
App to request 
State and 
Federal Funds

• Due Monday 
11:45 PM

DPI 
Processes 
Request

• Once a week

Funds 
Deposited

• Requested 
funds become 
available in 
your bank 
account on 
Friday (FRD)

Zero-Out

• Cash received is 
matched with 
monthly 
expenditures 
and funds are 
pulled back or 
pushed out to 
balance. 



Ordering Cash

• To order cash, 
navigate to the Cash 
Request menu at the 
top of the page and 
select the type of 
funds you are 
requesting
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Select Your Funds Requirement Date
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Enter Your Request
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PCA Cash Limitations

• PSUs cannot order more than their available to request amount
• If the available to request amount is $500.00, PSUs cannot order more 

than $500.00 or an error message will appear

• PSUs cannot send funds back that are greater than the amount 
of their year-to-date cash requests

• If the total cash requests for FY26-27 is $500.00, PSUs cannot send 
back more than $500.00 or it will be reverted to $0
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Reason for Cash Overage
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Original Allotment 

$500,000.00

Allotment for Pay Periods 01-03

$500,000.00

Pay Period 03 YTD Cash

$450,000.00  (Remaining Authority to Draw = $50,000.00)

Pay Period 04 Allotment Reversion of 

($100,000.00) = $400,000.00 revised Allotment – (Always review your Allotment system weekly)

Pay Period 04 YTD Cash

($50,000.00) = Cash Overage due to Allotment Reversion

How can we request and receive more cash than the 
allotment when the Cash App does not allow more than the 
authority to draw?



10. Cash Overage Report (Data Inquiry)
• This report reflects the up-to-date cash overages based on 

open and / or closed PRCs

• It identifies the type of refund action needed
• Negative entry to return cash via the Cash App

• Send a check and refund form to DPI (Droplet form)
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Cash Overage vs. Expenditure 
Overage
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Cash Overage is the amount of approved cash 
requests received over the allotment as 
reflected in the Cash App

Resolution:  Refund cash requests received 
over the allotment

See Cash App Report – Data Inquiry
10. Cash Overage

Expenditure Overage is the amount of 
expenses reflected in the datafiles that are over 
the allotment

Resolution: Move expenditures via an adjusting 
journal entry

See DART Report
104. PSU Over-Obligated PRCs - Expenditures



Refunds through the Cash Systems
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Reason for Return Source of 

Original Funds

Related to Current Fiscal Year Funds

PSU overdrew current year State 

Cash or moved expenditures and 

needs to return current year State 

Cash already drawn 

State Enter Amount as a Negative Cash 

Request in PSU Cash Application 

(PCA).

PSU overdrew current year 

Federal Cash or moved 

expenditures and needs to return 

current year Federal Cash already 

drawn

Federal Enter Amount as a Negative Cash 

Request in PCA.

Sales Tax Refund for Open PRC Federal Enter Amount as a Negative Cash 

Request in PCA.



Refunds through the Cash Systems
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1. Create negative cash request in the PSU Cash Application (PCA)

• PCA request will be the net amount of expenditures + sales tax reimbursed combined.
Example: 

• Cash request $100,000.00 for the week, 
• Sales tax refunds received by the PSU $1,000.00 for the same PRC, 
• The PCA allows more than one entry per FRD so you can enter the $100,000 cash request and 

($1,000) return or the net amount of $99,000.

• Due to current system limitations, PSUs can only return up to the amount that they have requested for 
this fiscal year.
Example: 
• YTD cash request in PRC181 is $1,000.00.
• Sales tax is $1,100.00.
• The entry can only be up to ( $1,000.00). 
• PSU should wait until adequate funds are drawn.

2. Don’t forget to create a contra account transaction using sales tax account 04720 
(previously object code 472 in COA) in budget.



Manual Refund Checks (State)
Consider the original source of funds and, if State, whether the funds related to a prior or 
current fiscal year.
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Reason for Return Source of Original Funds Related to Prior Fiscal Year
Related to Current Fiscal 

Year

Prior Year State Overspent (allotments, 

months allocated vs used, categorical 

overspend, penalties) (PYO, PYM, PYD, 

PES and PEN)

State PCA n/a

Prior Year Certified Salary Audit 

Exception (PYS)

State PCA n/a

Questioned Costs (i.e. Annual Audit 

Exception, Fiscal Monitoring Exception)

State Check Check

Sales Tax Refund State Public School Building Bond 

Funds, School Technology Fund

Check Check

TD-19 Tort Insurance or Capital State Check Check

TD-19 Refund of SPSF Transportation 

Allotment

State Check Check



Manual Refund Checks (Federal)
Consider the original source of funds and, if Federal, whether the funds related to a prior or current 
fiscal year.
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Reason for Return Source of 

Original Funds

Grant Open through 

Period of 

Performance

Grant is in 

Liquidation or Closed

Prior Year Federal Overspent (allotments, 

months allocated vs used, categorical overspend, 

penalties) (PYO, PYD, PES and PEN)

Federal Check Check

Prior Year Certified Salary Audit Exception 

(PYS)

Federal Check Check

Sales Tax Refund Federal Check Check

IDEA Maintenance of Effort Federal Check Check

Questioned Costs (i.e. Annual Audit 

Exception, Fiscal Monitoring Exception)

Federal Check Check



Refunds and 
Repayment Form

Refunds and Repayments 
Form 

       

See NC DPI Refunds 
Guidance document on NC 
DPI SBS Website
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https://app.droplet.io/form/NP1r5K
https://app.droplet.io/form/NP1r5K
https://www.dpi.nc.gov/documents/fbs/resources/nc-dpi-refunds-guidancepdf/download?attachment
https://www.dpi.nc.gov/documents/fbs/resources/nc-dpi-refunds-guidancepdf/download?attachment
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Cash Management Tips

• Know the cash calendar and Funds Requirement Date (FRD)

• Do not order more cash than needed to cover the current 

expenditures

• Cash is processed once a week – for Friday deposits (FRD)

• Request is due by 11:45 PM on Monday and by 12 noon on 

Tuesday for emergency requests

Guidelines and forms: See the Cash Management section on the website.

https://www.dpi.nc.gov/districts-schools/district-operations/financial-and-business-services/school-district-finance-operations/cash-management#Procedures-1071


Cash Management Review

• Always review the weekly cash calendar.  Review the cutoff 
day and time. There may be a week when the FRD is not on a 
Friday.

• Data Inquiry – All Cash Requests.  Provides all state and 
federal cash requests (Positive and Negative amounts) made 
by the PSU and monthly zero out amounts (Positive and 
Negative).

• Data Inquiry – Funds available to Request. Provides the PRC 
Allotment minus YTD Cash Approved equal Available to Draw.

• Data Inquiry – Cash Overages – Need to prepare a negative 
cash request entry.

19



Year to Data Zero Out Process

• The Year to Date (YTD) Zero Out process is used to balance 
state and federal certifications with state and federal 
expenditures reported to DPI each month

• Meaning: YTD cash must equal YTD Expenditures (actual payments) 
reported in your monthly datafiles.

• The Zero-Out occurs monthly within the first two weeks of the 
month.

• Excess cash will be pulled from your bank account

• If expenditures exceed cash requests and you have funds available, 
they will be deposited into your bank account
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Zero Out Process

What does the zero out process ensure?

This process reconciles the year-to-date cash requests against 
the year-to-date payroll and general expenditures. 

YTD Cash requests = YTD expenditures = $0 zero out

YTD Cash request > YTD expenditures = bank pullback

YTD Cash request < YTD expenditures = bank deposit
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Zero-Out Example (Pull-back)

• You have a PRC 036 allotment of $1,000,000

• You request cash for $500,000
• Allowable because you have that amount available to you for that PRC

• $500,000 is put in your bank account on the Funds Requirement Date 
(FRD)

• You report expenditures of $498,000

• DPI pulls $2,000 back from your bank account during the zero-
out process
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Zero-Out Example (Deposit cash)

• You have a State PRC 036 allotment of $1,000,000

• You request cash for $500,000
• Allowable because you have that amount available to you for that PRC

• $500,000 is put in your bank account on the Funds Requirement Date 
(FRD)

• You report expenditures of $502,000

• DPI sends you an additional $2,000 to your bank account 
during the zero-out process

• ONLY because you have the allotment funds available 

• It is important to be as accurate as possible when requesting cash
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Data Analytics and Reporting 
(DART)
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Requesting DART Access
• Go to: https://dart.schoolbusiness.ncdpi.gov/login

• Login with your UID information—NC EdCloud Login Info

• If you are a Finance Officer requesting access for the first time, 
you will select the psu_user role and then select your PSU. 

• Approval can take up to 24 business hours
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https://dart.schoolbusiness.ncdpi.gov/login


Multiple PSU?

• You can request access for multiple PSUs
• You will need to hold an applicable position in EDDIE for each PSU or 

DPI will need approval from someone in an applicable position (i.e. 
Finance Officer, Datafile Coordinator, School Director)

• Who may need access to multiple PSUs?
• Finance Officers serving multiple LEAs

• Charter Management Organizations

• Outsourced CPA Consulting Firms
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What types of reports are available?

Monthly

Year-End

Annual
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Monthly Reports

FIN 101
Invalid Codes

Over-Obligated PRCs

DART 103—Remaining Allotment 
Balance

Monthly snapshot of remaining allotment balances

DART 201—Current Month Zero Out Money given/received in the Zero-Out broken out by PRC

DART 107—MFR Full Details
The full details of the MFR ledger submitted for 
comparison to PRC obligations and Zero-Out calculations
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Year-End 
Reports

FIN 102—Year-End Ledger 

Reconciliation 

• Year-end Corrections DPI made 
to reconcile over-obligated PRCs

• Should be mirrored in PSUs 
ledger
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Annual Reports
(Learn more at the DART-Financial Health Workshop)

FINANCIAL TRENDS BUDGET PLANNING—
PLANNING VS. INITIAL

HISTORICAL BEST 1 OF 2 
ADM
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FIN 101:Monthly Actions
“The One Stop Shop”
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Click here to see 
expenditures with 
invalid codes
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Expenditure codes that 
are missing the grant 
year. 

Expenditure codes that 
are not found in the 
Chart of Accounts

All invalid codes must 
be corrected prior to 

the next data file 
submission
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Click here to see 
expenditures 
reported above 
dollar allotment for 
any PRC
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Total amount of 
expenditures that need to 
be moved to an allowable 
PRC with funds available or 
to a local expense fund.
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Click here to see 
obligated funds over 
your allotment. 
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Three Solutions:
1. Reduce expenditures
2. Reduce/Liquidate encumbrances
3. Reduce a combination of the two



38

Click here to see overages 
in PRCs allotted by 
days/months.
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Click here to see 
positions paid more 
than the certified 
salary.
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DPI sent me an error notification that 
does not match my general ledger?

• What date did your run your general ledger report?
• Check to ensure you run your report on the same day as the last 

datafile submission. 

• Any changes made after the datafile submission date will not be 
reflected in DART monthly reports. 

• Compare your ledger to the “107. MFR Full Details” report
• This report shows exactly what was submitted to DPI in the latest 

datafile upload. 

• No changes or edits are made on DPI’s end before uploading to DART.
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DART 107 MFR Full Details
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44

Sort by PRC and Grant Year to compare expenditures to the general ledger.
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If this does not match your ledger you must reach out to your software vendor and inquire as to why the 
file sent to DPI does not match. No edits are made to datafiles once they are sent to DPI. 



DART 103—Remaining Allotment 
Balance
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Unknown Deposits & Withdraws 

• I see a deposit or withdraw from DPI in my bank account but I 
do not know why

• Zero-Out
• This is a DPI action

• Prior Year Refunds
• This would have required action on the PSU side

• Check the Zero Out Details
• DART or Cash App
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DART 201—Current Month Cash Zero 
Out
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𝑌𝑇𝐷 𝐸𝑥𝑝𝑒𝑛𝑑𝑖𝑡𝑢𝑟𝑒𝑠 − 𝑌𝑇𝐷 𝐶𝑎𝑠ℎ = 𝑍𝑒𝑟𝑜 𝑂𝑢𝑡



Monthly Reporting Takeaways

• Errors should be corrected each month prior to the next datafile 
submission

• Cash is not received for expenses with invalid codes or 
expenses above the approved allotment. 

• Numerous tools are available for PSU to analysis YTD 
expenses and maintain alignment with their budget, cash 
request, and general ledger
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What happens to errors at year-end?

• Invalid Codes
• These expenses were never properly recorded and therefore PSUs 

never received the cash. 

• PSUs lose their ability to draw down any cash for these expenditures 
after June 30th. 

• Expenditures reported in excess of allotment
• PSUs never received cash for these expenditures

• These expenditures must be corrected on DPI's year-end records

• PSUs should mirror corrections made on their general ledger to ensure 
alignment with DPI's final year-end record
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FIN 102- Year End Ledger 
Reconciliation 

This report/process applies to all LEAs 
and IPSs. 

If your PSU completed the necessary 
corrections prior to the final data file 

submission and maintained fully 
balanced records, the report will 

indicate that no additional corrections 
are required. 
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Zero-Out Details — Contains reference information for 
the first and second zero-out processes.

PRC Details — Summarizes each PRC allotment and 
associated excess expenditures, allowing PSUs to 
review the data used by DPI for ledger corrections.

Corrections — Outlines how DPI will reallocate 
expenditures within the ledger to ensure proper 
alignment between cash and the final entries. 
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Example: DPI's records will 
reflect a move of $3482.90 in 
PRC 055 from fund 1 to fund 2 
for this PSU

Example: DPI's records will 
reflect a move of $21.54 in PRC 
103 from fund 3 to fund 2 for 
this PSU

PSUs should make ledger 
corrections to mirror these 

actions



Strong year-end outcomes are never 
accidental—they’re the result of consistent 
monitoring, early intervention, and disciplined 
use of financial tools.
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Questions?
schoolfinancialreporting@dpi.nc.gov
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