
Completing an OLEP Report

A Step-by-Step Guide
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Carefully review 
the information in 
the Instructions & 
Important Info tab
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Add your school 
authority and 
contact details in 
the A. Contact 
Information tab
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In the B. Revenues tab, input your school authority’s matching 
contribution, and OLEP funding amounts 3

Matching contribution

Any in-kind supports 
(if applicable)

Refer to the allocation spreadsheet for these 
amounts and use the total for the school year

Must be ≥

Must = total contributions 
in Section D
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In the C1. ECS, Elementary Secondary tab, and the 
C2. Educational Staff tab, complete the fields for each initiative 
where any revenues (declared in B. Revenues) were allocated4

Enter your school 
authority’s result in the 
number field

Provide qualitative data that tells 
the story of how the revenues 
were spent and how these 
activities impacted the target
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5
Enter your school authority’s 
matching amount towards the 
initiative (if applicable)
Your school authority does not 
need to match OLEP funding in 
each initiative but must match the 
total OLEP funding for the level

Provide a breakdown of the total 
initiative funding by category
The breakdown should align with the 
story of the activity highlights 
described above

Enter the OLEP funding amount 
towards this initiative
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In the C1. ECS, Elementary Secondary tab, and the 
C2. Educational Staff tab, complete the fields for each initiative 
where any revenues (declared in B. Revenues) were allocated6

Check that the total initiative 
funding and expenses are equal, 
and the net balance is zero

If the net balance is not zero, it 
will turn red 
Check that amounts entered in 
the expense breakdown are 
equal to the total initiative 
funding
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In the D. Summary of Contributions tab, confirm:
• total school authority contribution per level ≥ OLEP contribution per 

level
• OLEP amount and the total contributions = total revenues in tab B
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Optional: In the E. Teacher FTE Data Collection tab, input any teacher 
FTE data your school authority may have8
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In the F. Certification tab, ensure all fields are complete, including 
signature from your school authority’s authorized signatory9

The signature page can be 
submitted as a separate 
PDF if a signature on the 
Excel file is not possible
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Email your report to 
EDC.officiallang@gov.ab.ca by 
September 15

Our office may follow up with 
questions or requests for clarifications
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