Attachment B to Inf. Supts. Menp No. 59

I nstructions for Accessing the Cal cul ation Tenpl ate for
Cal culating Total and Per Pupil Expenditures by Fund Source
for Fiscal Years 2002, 2003, and 2004 (I nformational
Superi ntendent’ s Menor andum Nunber 59)

A downl oadabl e Excel file has been created to allow
divisions to view detailed calculations related to Table
15, Sources of Financial Support for Expenditures, Total
Local Expenditures for Operations and Total Per Pupi
Expendi tures for Operations, fromthe Superintendent’s
Annual Report for Virginia. The Excel file allows school
di visions to downl oad actual fiscal year 2002 total and per
pupi | expenditures and provides a tool for divisions to
estimate total and per pupil expenditures for fiscal years
2003 and 2004. This information is provided to assist you
in conplying with the reporting requirenments of Section
22.1-92, Code of Virginia.

The Excel file is located on the departnent’s Wb site and
can be downl oaded fromthe foll ow ng address:

http://ww. pen. k12. va. us/ VDOE/ Publ i cati ons/ asrst at/2001-
02/ asr book. ht n

This address brings you to the Virginia Departnent of
Education’ s “Superintendents Annual Report 2001 - 2002” Wb
page. To downl oad the Excel file, click on the “Table
15.xlIs” link located to the right of the Table 15
description. You may al so access the tenplate by | oggi ng
onto the departnment’s Wb site at http://ww. pen. kl 2. va. us.
Fromthe top nenu bar on this hone page, select the option
titled "Reports,” then select “Cick Here to Review the
Reports Listed Bel ow and under Superintendent’s Annual
Report (near the bottom of the page), click on "2001-02".

1. After you click on the file name on the Wb site, you
will be pronpted to open the file or save it to a
drive. You nay choose either option.

2. A box wi || appear warning you that the file contains
macros. The box will pronpt you to disable the nacros
or to enable the macros. Please note that in order
for each tenplate to operate correctly, you nust click
on the "ENABLE MACROS"' button.

Downl oadi ng I nstructions for Internet Expl orer Users only:

To downl oad the Excel file using Internet Explorer:
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1. RI GHT- CLICK on the "Table 15.xIs" link located to the
right of the Table 15 description.

2. Sel ect "Save Target As" and save the file to your
|l ocal drive. (Note: The file will be renaned once
you sel ect your school division fromthe drop-down
box. )

3. After the file is saved, close Internet Explorer and

open the file using Excel.

The Excel file consists of four spreadsheets. The first
spreadsheet contains Table 15 of the Superintendent’s
Annual Report for Virginia for fiscal year 2002.

The second spreadsheet, |abeled “FI SCAL YEAR 2002

Wor ksheet,” is used to cal cul ate actual fiscal year 2002
total and per pupil expenditures by fund source. Fromthe
dr op- down box, select the appropriate school division.
After you have nade your selection, you will be pronpted to
verify the division nane and nunber. Once you have
verified this data by clicking “OK,” a nessage box wil |
appear to provide you with the file nane and path where the
Excel file will be saved on your C drive. After clicking
“OK,” the spreadsheet will be automatically populated with
i ndi vi dual school division data that corresponds to the
data in the fiscal year 2002 Table 15 spreadsheet. No
further manipulation is needed. Please note that the
fiscal year 2002 wor ksheet uses sales tax on an accrual
basis to match data reported on the ASR

The third spreadsheet, | abeled “FlI SCAL YEAR 2003

Wor ksheet,” is used to calculate your division s estimted
fiscal year 2003 total and per pupil expenditures. The
Excel file automatically adds the division nunber and nane
in the upper left hand corner of this file. This
spreadsheet requires data entry as foll ows:

Item 1 — Include your estimate of total expenditures
for operations.

Item 2a — Include your estinmate of total state
revenues.
Item 2b — Include your estimate of the sum of al

begi nni ng-year bal ances from state funds.
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Item 2c — Include your estimate of the sum of al
end- of -year bal ances from state funds.

Item 2d — Include your estimate of total state funds
used for capital expenditures.

Itens 2e and 2f — These line entries will be
automati cal ly popul ated usi ng fornul a-driven
cal cul ati ons.

Item3a — DCE's estimate for state sales tax (cash
basis) will automatically populate this line entry.
You have the option to accept this figure or enter
your own esti mate.

Item 4a — Include your estinmate of total federa
revenues.
Item 4b — Include your estinmate of the sum of al

begi nni ng-year bal ances from federal funds.

Item 4c — Include your estinmate of the sum of al
end- of -year bal ances from federal funds.

Item4d — Include your estimate of total federa
funds used for capital expenditures.

ltens 4e and 4f — These line entries wll be
automati cal |y popul ated using formul a-driven
cal cul ati ons.

ltem5 — This line entry will be automatically
popul ated using a formul a-driven cal cul ati on that
deducts state expenditures for operations, state
sal es tax, and federal expenditures for operations
fromtotal expenditures for operations.

ltem5b — This line entry will be automatically
popul at ed using a formul a-driven cal cul ati on.

ltem6a — This line entry will be automatically
popul at ed based on your entry in item1 of the
spr eadsheet .
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Item6b - This line entry will be automatically
popul ated using a formul a-driven cal cul ati on.

Item 7 — I nclude your estinmate of end-of-year
average daily menbership. This entry serves as the
denom nator for calculating the per pupil anounts.

The fourth spreadsheet, |abeled *FI SCAL YEAR 2004

Wor ksheet,” is used to calculate your division’ s estinmated
fiscal year 2004 total and per pupil expenditures. This
spreadsheet also requires data entry in the sane manner as
the fiscal year 2003 spreadsheet.



