
 

 

 

Invoice Report 

Because Head Starts and School Districts are no longer sending Scholarship Award forms to 

their Regional Administrators (RA), they need to show the RA the children they are requesting 

reimbursement for are participating in the Scholarship program and are eligible for 

reimbursement. The way to show the RA they child is participating in the Scholarship program is 

to generate a report out of ELSA. This report is replacing the Verification Form that was used for 

a short period of time. Pathway II child care programs will continue to use the Verification Form 

to report to RA’s the children awarded scholarships by their program.  

Running the Invoice Report: 

There is a reports section on the bottom left navigation panel: Select ‘available reports’ 

 

 

Select ‘Invoice Report’ 

 

 

The only selection you need to make is the Start and End Date and Output Format selections. 

The dates correspond to the Award Start Date. Therefore, you do not run the report for the 



 

 

service period you are invoicing for, you run the report for the entire fiscal years. If you are 

invoicing for FY2016 children only, you may leave the Start Date as 2015/07/01. If you are 

invoicing for FY2015 children too, change the start date to 2014/07/01. Leave the end date the 

date you are running the report. Select the output you would like. If you are saving or printing 

the report you should select PDF.  

 

 

 

The report will generate a list of the children with a scholarship awarded (the children with no 

award will not pull into the report). The child will appear multiple times if they have attended 

more than one program/site. If you are running the report for both FY2015 and FY2016 and the 

child has an award in each year (renewed children), they will pull on the report once for each 

fiscal year.  

Tips: 

- The font is small, to increase the readability of the report please change the PDF layout 
to landscape and zoom to 130 percent. This makes the font larger so the RA can read 
the names. 

 


