
The following Instructions provide the steps to be taken to enter a nonpublic school’s 
Administrative Cost for a school year.  The first step is to access the Non Public Data 
System (NPDS) after logging into the user’s SAFE account.

Select NPDS (Non-Public 
Data System



The “Non-Public Application Search” page for the non-public school appears.
Under “Status” (right side), open the drop down box and click “Admin Cost.” Then click 
”Search” box (lower left corner).
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Check to be sure that the “Non-Public State FY” is correct in front of the name of the 
non-public school (1).  The click the “Details” button at the end of the line. (2)
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On the tool bar under the non-public school’s name, click “Admin Cost”.



The first time a user selects “Admin Cost” a status of “Not Started” appears. The user 
should click “Started” to update the status.

Not Started

Started



In the “Current Admin Cost Status” of “Started”, the user should check the PENCIL 
after “Administrative Cost”.



A worksheet will appear in which should be entered the amounts for each 
Administrative Cost category.  When all amounts have been entered, the “Save” 
button (lower right) should be clicked.



If a correction has to be made, the “Cancel” button (lower right) can be clicked so that 
corrected amounts can be entered.



The “Saved” worksheet has a status of “Submitted.” The principal (and only the 
principal) should check the “Principal Approved” tab—or indicate a “Correction 
Needed” status, as that correction can be made to the amounts.



After the “Principal Approval”, schools that belong to a diocese will automatically have the Admin 
Cost application upgraded to a “Diocese Pending” status. Applications in “Diocese Pending” need 
to be approved by Diocese Superintendent before application is advanced to ODE for review.



A completed Admin Cost application containing all approvals will have a status of “ODE 
Approved”.



A “Comments” tab is available on the tool bar for comments.  The “Add New Subject” 
box has to be clicked in order to enter comments.

Add New Subject
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