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SYSTEM OVERVIEW 

The Annual Financial Report (AFR) System enables the Louisiana Department of Education 
(LDE) to collect, consolidate, and review computerized fiscal data from public school 
districts and selected public schools to support LDE management decisions; and to respond 
to various requests for educational financial data.   The system also supports the 
mandated fiscal accountability program requiring the computerization, audit, and 
evaluation of financial information from local schools systems for use with development of 
the Minimum Foundation Program (MFP) and fund distribution. Directing legislation 
includes Revised Statutes 17:7(2)(c) thru (7)(2)(e), 17:25(A)(2), and 17:92. 

 
Other uses of the collected data include preparation of the Annual Financial and Statistical 
Report to the Governor and the Legislature; and to satisfy various fiscal information 
requirements of the Legislature, US Census Bureau, National Center for Education Statistics 
(NCES), National Education Association (NEA), and other governmental and/or private 
agencies. 

 
The AFR system is administered by the Louisiana Superintendent of Education.  Each public 
school district shall implement a computerized fiscal data system that, at minimum, will 
provide all financial data required by the state system and will make these data available in 
the appropriate input formats. 

  
The submitted fiscal data are not accepted as complete by the LDE until the district or 
school has adequately corrected or resolved MFP audit questions regarding the data; and 
the school district or agency superintendent (or equivalent) has subsequently provided 
written certification to the accuracy and completeness of final data for the fiscal year. 

HOW COLLECTED DATA ARE USED: 

Each submitted Annual Financial Report (AFR) to the Louisiana Superintendent of Education 
provides a summary of financial activities for the school district or selected school during 
the fiscal year being reported (i.e., preceding July 1- June 30), together with the status of 
selected funds and/or account groupings as of the end of that fiscal year (June 30).  The 
report must conform to the formats ŀƴŘ ƛƴǎǘǊǳŎǘƛƻƴǎ ǇǊƻǾƛŘŜŘ ōȅ ǘƘƛǎ ǳǎŜǊΩǎ ƎǳƛŘŜΦ 

 
Further explanation and definition of the account classification structure, accounting 
terminology, and specific codes applicable to the AFR report are contained within the 
Louisiana Accounting and Uniform Governmental Handbook, which may be reviewed, 
downloaded, and/or printed from the DepartmŜƴǘΩǎ Website at   
https://www.louisianabelieves.com/docs/school-choice/guide Questions regarding the 
handbook should be directed to the Division of Education Finance, (225) 342-4989. 

 
 Data Summary: The electronic reporting and review of fiscal data at the level of 

detail contained in each district or agency financial database would be time/resource-
consuming and unnecessary. Therefore, aided by recommendations from the Education 

https://www.louisianabelieves.com/docs/school-choice/guide
https://www.louisianabelieves.com/docs/school-choice/guide
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Finance Advisory Committee, the Department selected a limited set of AFR transaction 
records for summarizing the ȅŜŀǊΩs fiscal data.  

Each transaction is identified by a seven-digit Keypunch Code for ease of cross reference and 
economy in transmission of data: for example, the Keypunch Codes for revenue and other 
sources of funds transactions are tied to Source Codes defined within the Louisiana 
Accounting and Uniform Governmental Handbook; the expenditures and other uses of 
funds are cross referenced to specific Object Code and Function Code combinations; and 
balance sheet items are identified to groupings of Balance Sheet Account Codes. Keypunch 
Codes are also assigned to specific line items of data giving fund balances, ad valorem and 
sales/use tax information, and other account groupings such as fixed assets, long-term 
debt, and the status of proprietary and fiduciary funds. 

 
Questions involving selection of the proper Keypunch Code under which to summarize a 
specific financial activity should be directed to the Division of Educational Finance. 

 
 Fund Categories:  The financial data representing revenues and other sources 

of funds, expenditures and other uses of funds, governmental fund balances, and balance 
sheet status are reported in the AFR using the record format in Table I, Page 3.30.  Each of 
these transactions contains fields which depict the following categorization of 
governmental funds: 

 
Capital Projects Funds. Used to account for major capital acquisitions or 
construction. This category excludes construction financed by proprietary or trust 
funds. 

 
Debt Service Funds. Used to account for the accumulation of resources to pay 
principal and interest on general long-term debt that is recorded in the distǊƛŎǘΩǎ 
General Long-Term Debt Account Group. 

 
ESSA Funds. Special revenue fund established to account for Federal revenues 
acquired under the No Child Left 
Behind Act, and which may be expended only for specified purposes. 

 
Special Fund Federal. Consolidation of all revenue funds established for Federally 
funded programs other than those acquired under the No Child Left Behind Act. 

 
Other Special Funds. Used to account for all funds from state or local revenue 
sources that may be legally expended only for specific educational purposes. 

 
General Funds. Used to account for all financial resources except those required 
to be accounted for in another named fund category. 

 
 Presenting Numeric Data:  Reporting of financial data within the AFR follows the 

basic accounting equation of Assets = Liabilities + Equity.  Within this equation assets and 
expenses (as reductions to equity) are normally debit balances, while liabilities, equity and 
revenues (as increases to equity) usually have credit balances. 
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Data for all of these accounts should be reported within the AFR as positive numbers 
unless the total/balance of the specific field being reported is contrary to its άƴƻǊƳŀƭέ 
balance. Thus, negative entries could include overdraft of a ŦǳƴŘΩǎ ά/ŀǎƘέ ŀǎǎŜǘ account, 
the inadvertent overpayment of Accounts Payable (resulting in a debit balance), or a ŦǳƴŘΩǎ 
equity balance in which total ƭƛŀōƛƭƛǘƛŜǎ ŜȄŎŜŜŘ ǘƘŜ ŦǳƴŘΩǎ ŀǎǎŜǘǎΦ  Special attention is 
needed for the Prior Year Adjustments transaction (Keypunch Code 0051194).  This 
transaction represents the net equity increase (+) and/or decrease (-) adjustments 
identified since reporting the Balances At End Of Year (Keypunch Code 0051196) in last 
ȅŜŀǊΩǎ AFR submission. Since the prior ǊŜǇƻǊǘΩǎ Balances At End Of Year must be carried 
forward in the current report as the Balances At Beginning Of Year, (Keypunch 0051195), 
the Prior Year Adjustments transaction is the only means for properly reporting the 
identified adjustments. Additional guidance regarding the reporting and editing of fund 
balance transactions and their inter-relationship may be found in Section 6 and Appendix 
D. 

 
2.   Do not send a printed copy of the AFR report, itself.  Mail the district/school 
superintendent certifications and any letters of amended certification to the following: 

 
 
 

Louisiana Department of 
Education Division of 

Education Finance P.O. Box 
94064 

Baton Rouge, LA 70804-9064 
 
 
 

COLLECTION PERIODS: 

Date Action Item 
Monday, August 13, 2018 Collection opens for 2017-18 Annual Financial Data 

Monday, October 1, 2018 Deadline for error-free AA0 in order to meet other targets. 

  Print AFR630 and validate all data for FPC AA0 

Wednesday, October 31, 
2018 

Deadline to complete/final AFR for all FPCs for EXCELLENT 
rating (no outstanding AFR edit errors or unresolved issues) 

  Print AFR630s for all FPCs and validate all data 

Friday, November 30, 2018 Deadline to complete/final AFR for all FPCs for GOOD rating 

Monday, December 17, 2018 Collection closes for 2017-18 Annual Financial Data 

Friday, December 28, 2018 Deadline to complete/final AFR for all FPCs for NEEDS 
IMPROVEMENT rating 

Monday, December 31, 2018 UNACCEPTABLE rating for all FPCs received on or after this 
date 
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AFR SYSTEM COMPONENTS 

Data Elements- An individual alphabetical listing of data elements including 
meanings, codes, format, and length: 
 
 Implementation Date 07/01/1993 
ELEMENT NAME:  Additions 
 
Definition: 
 
The total of all increases made to a specific Fixed Asset, Long-Term Debt, Proprietary Fund, or 
Fiduciary Fund line item account over the period of the report: i.e., 1 July-30 June. 
 
(Round to whole dollars.) 
 

Length:  9 Program Requiring This Data Element: 
 
Annual Financial Report (AFR) Format:  Numeric 

Use Types: 
 
 x  State Reports 
 x  Local Accountability 
 x  Permanent Records 
 x  Federal Reports 
 

 

Batch Record Layout(s) and Position(s): 
 
Table III, 29 
Table IV, 29 

 
Revision Date: 07/01/1996 Implementation Date 07/01/1993 
ELEMENT NAME:  Balance (Beginning) 
 
Definition: 
 
The balance of a specific Fixed Asset, Long-Term Debt, Proprietary Fund, or Fiduciary Fund line item 
account as of the beginning of the reporting period: i.e., 1 July. 
 
Note: The Beginning (i.e., July 1, XXXX) Balance for a specific Table III or IV line item account in this 
ȅŜŀǊΩǎ ǊŜǇƻǊǘ Ƴǳǎǘ ōŜ ǘƘŜ ǎŀƳŜ ŀǎ ǘƘŜ 9ƴŘƛƴƎ όƛΦŜΦΣ WǳƴŜ олΣ ····ύ .ŀƭŀƴŎŜ ŦǊƻƳ ǘƘŜ ǇǊƛƻǊ ȅŜŀǊΩǎ 
report. 
 
(Round to whole dollars.) 

 

Length:  9 Program Requiring This Data Element: 
 
Annual Financial Report (AFR) Format:  Numeric 

Use Types: 
 
 x  State Reports 
 x  Local Accountability 
 x  Permanent Records 
 x  Federal Reports 

Batch Record Layout(s) and Position(s): 
 
Table III, 19 
Table IV, 19 



AFR User Guide 2017-18                                                                                                                9 
 

 
 
 
 Implementation Date 07/01/1993 
ELEMENT NAME:  Balance (Ending) 
 
Definition: 
 
The balance of a specific Fixed Asset, Long-Term Debt, Proprietary Fund, or Fiduciary Fund line item 
account as of the end of the reporting period: i.e., 30 June. This figure is the sum of the line item's 
Beginning Balance and the related Additions, less the related Deletions. 
 
(Round to whole dollars.) 

Length:  9 Program Requiring This Data Element: 
 
Annual Financial Report (AFR) Format:  Numeric 

Use Types: 
 
 x  State Reports 
 x  Local Accountability 
 x  Permanent Records 
 x  Federal Reports 
 
 
 

Batch Record Layout(s) and Position(s): 
 
Table III, 49 
Table IV, 49 

 Implementation Date 07/01/1993 
ELEMENT NAME:  Capital Projects Funds 
 
Definition: 
 
Governmental funds used to account for major capital acquisitions or construction. These funds are 
not used for construction financed by proprietary or trust funds. 
 
(See Louisiana Accounting and Uniform Governmental Handbook for further detail. Round to whole 
dollars.) 

Length:  9 Program Requiring This Data Element: 
 
Annual Financial Report (AFR) Format:  Numeric 

Use Types: 
 
 x  State Reports 
 x  Local Accountability 
 x  Permanent Records 
 x  Federal Reports 
 

Batch Record Layout(s) and Position(s): 
 
Table I, 69 
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 Implementation Date 07/01/1993 
ELEMENT NAME:  Combined Debt and Non-Debt Rate 
 
Definition: 
 
Total sales and use tax rate for the school district. The 5-character numeric field has an implied 
decimal 
(999v99); therefore, a tax rate of three-and-one-quarter percent (i.e., 3.25 %) would be entered as 
00325. 
 
Web AFR On-line System Users (Only): Key this rate with a decimal: for example, 3.25. 

Length:  5 Program Requiring This Data Element: 
 
Annual Financial Report (AFR) Format:  Numeric 

Use Types: 
 
 x  State Reports 
 x  Local Accountability 
 x  Permanent Records 
 x  Federal Reports 
 
 
 

Batch Record Layout(s) and Position(s): 
 
Table II (Sec B), 19 
 

 Implementation Date 07/01/1993 
ELEMENT NAME:  Debt Service Amount 
 
Definition: 
 
School district sales/use tax revenues dedicated to interest and principal amounts on outstanding debt. 
(Round to whole dollars.) 

Length:  9 Program Requiring This Data Element: 
 
Annual Financial Report (AFR) Format:  Numeric 

Use Types: 
 
 x  State Reports 
 x  Local Accountability 
 x  Permanent Records 
 x  Federal Reports 
 

Batch Record Layout(s) and Position(s): 
 
Table II, (Sec B), 34 
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 Implementation Date 07/01/1993 
ELEMENT NAME:  Debt Service Funds 
 
Definition: 
 
Governmental funds used to account for the accumulation of resources to pay principal and interest 
on general long- term debt that is recorded in the entity's General Long-Term Debt Account Group. 
 
(See Louisiana Accounting and Uniform Governmental Handbook for further detail. Round to whole 
dollars.) 

Length:  9 Program Requiring This Data Element: 
 
Annual Financial Report (AFR) Format:  Numeric 

Use Types: 
 
 x  State Reports 
 x  Local Accountability 
 x  Permanent Records 
 x  Federal Reports 
 

Batch Record Layout(s) and Position(s): 
 
Table I, 59 

 
 
 Implementation Date 07/01/1993 
ELEMENT NAME:  Deletions 
 
Definition: 
 
Total of all deletions made to a specific Fixed Asset, Long-Term Debt, Proprietary Fund, or Fiduciary 
Fund line item account over the period of the report: i.e. 1 July-30 June. 
 
(Round to whole dollars.) 

Length:  9 Program Requiring This Data Element: 
 
Annual Financial Report (AFR) Format:  Numeric 

Use Types: 
 
 x  State Reports 
 x  Local Accountability 
 x  Permanent Records 
 x  Federal Reports 

Batch Record Layout(s) and Position(s): 
 
Table III, 39 
Table IV, 39 
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Revision Date: 10/27/1993 Implementation Date 07/01/1993 
ELEMENT NAME:  District/Ward Rate Levied (Low/High) 
 
Definition: 
 
Separate data fields for the lowest and the highest school tax millages levied by the school board on 
a district or ward basis: i.e. as opposed to a parishwide basis. The associated revenues are reported 
as "District/Ward Revenue From Tax," Table II (Sec A); and the number of school taxing districts 
involved is reported as "Number of Districts," Table II (Sec A). Each 5-character numeric field has an 
implied decimal (999v99); therefore, rates of one-and-three-quarter mills (i.e., 1.75 mills) and two-
and-one-tenth mills (i.e., 2.1 mills) would be entered as 00175 and 00210, respectively. Note: Where 
only one millage rate applies (i.e., to one or more taxing districts/wards, but not parishwide), then 
enter the same rate for "Low" and for "High." 
 
 
Web AFR On-line System Users (Only)): Key the District/Ward Rates with a decimal: for example, 
1.75 and 2.10, respectively. 
 

Length:  5 Program Requiring This Data Element: 
 
Annual Financial Report (AFR) Format:  Numeric 

Use Types: 
 
 x  State Reports 
 x  Local Accountability 
 x  Permanent Records 
 x  Federal Reports 

Batch Record Layout(s) and Position(s): 
 
Table II, 34  (Low Rate) 
Table II, 39  (High Rate) 

 
 
 
 
Revision Date: 10/27/1993 

 
 
 
 
Implementation Date 07/01/1993 

ELEMENT NAME:  District/Ward Revenue From Tax 
 
Definition: 
 
Revenue collected from a category of school taxes (for example: all renewable taxes) levied by the 
school board on an individual taxing district/ward basis as opposed to a parish wide basis. 
Note: Entry of District/Ward Revenue also requires entries for "District/Ward Rate Levied 
(Low/High)," Table II (Sec A), and "Number of Districts," Table II (Sec A). 
 
[Round to whole dollars.] 

 

Length:  9 Program Requiring This Data Element: 
 
Annual Financial Report (AFR) Format:  Numeric 

Use Types: 
 
 x  State Reports 
 x  Local Accountability 
 x  Permanent Records 

Batch Record Layout(s) and Position(s): 
 
Table II (Sec A), 47 
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 x  Federal Reports 
 

 
Revision Date: 07/01/2003 Implementation Date 07/01/1993 
ELEMENT NAME:  Federal Every Student Succeeds Act (ESSA) Funds 
 
Definition: 
 
Special revenue fund established to account for Federal revenues acquired under the Every Student 
Succeeds Act (ESSA) 
to be expended for only specified purposes. 
 
(See Louisiana Accounting and Uniform Governmental Handbook for further detail. Round to whole 
dollars.) 

Length:  9 Program Requiring This Data Element: 
 
Annual Financial Report (AFR) Format:  Numeric 

Use Types: 
 
 x  State Reports 
 x  Local Accountability 
 x  Permanent Records 
 x  Federal Reports 
 

Batch Record Layout(s) and Position(s): 
 
Table I, 39 

 
 
 
Revision Date: 07/20/1999 Implementation Date 07/01/1993 
ELEMENT NAME:  General Funds 
 
Definition: 
 
Revenue fund used to account for all financial resources except those required to be accounted for in 
another of the fund categories named within Table I of the Annual Financial Report (AFR). 
 
(See Louisiana Accounting and Uniform Governmental Handbook for further detail. Round to whole 
dollars.) 

Length:  9 Program Requiring This Data Element: 
 
Annual Financial Report (AFR) Format:  Numeric 

Use Types: 
 
 x  State Reports 
 x  Local Accountability 
 x  Permanent Records 
 x  Federal Reports 
 

Batch Record Layout(s) and Position(s): 
 
Table I, 19 
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Implementation Date 07/01/1993 
ELEMENT NAME:  Keypunch Code 
 
Definition: 
 
The unique code assigned by the Louisiana Department of Education (LDE) to each separate line item 
of the Annual Financial Report, including specific totals and sub-totals. A separate Keypunch Code has 
been assigned each applicable revenue source code, balance sheet account, unique combination of 
object and function codes used in reporting expenditures, and to selected entries representing fund 
balances and/or adjustments, fixed assets, long-term debt, and tax information. 
 
(See Appendix B, AFR User's Guide, for Keypunch Codes and the Louisiana Accounting and Uniform 
Governmental 
Handbook for related accounting codes: e.g. source, object, etc.) 
 
 
 
WARNING: Keypunch Codes have become primary identifying data within LDE/PAIR (and some LEAs) 
financial database systems; thus, any subsequent reuse and/or redefinition of a specific code may prohibit 
the ability to consolidate and/or compare data from different reporting cycles. 

 

Length:  7 Program Requiring This Data Element: 
 
Annual Financial Report (AFR) Format:  Alphanumeric 

Use Types: 
 
 x  State Reports 
 x  Local Accountability 
 x  Permanent Records 
 x  Federal Reports 
 

Batch Record Layout(s) and Position(s): 
 
Table I, 11 
Table II (Sec A), 11 
Table II (Sec B), 11 
Table III, 11 
Table IV, 11 
 

Revision Date: 07/31/2009 Implementation Date 07/01/1993 
ELEMENT NAME:  Local Educational Agency (LEA) Code 

 
Definition: 
 
LEA Code of the district or 
agency submitting data:
 (**Lab & Charters submit 
AFR data by Site Code.) 
 

Parish/City School Districts: 
 

001 Acadia Parish 
002 Allen Parish 
003 Ascension Parish 
004 Assumption Parish 
005 Avoyelles Parish 

020 Evangeline Parish 
021 Franklin Parish 
022 Grant Parish 
023 Iberia Parish 
024 Iberville Parish 
025 Jackson Parish 
026 Jefferson Parish 
027 Jefferson Davis 

Parish 
028 Lafayette Parish 
029 Lafourche Parish 
030 LaSalle Parish 
031 Lincoln Parish 
032 Livingston Parish 
033 Madison Parish 

046 St. Helena Parish 
047 St. James Parish 
048 St. John the Bapt. 

Parish 
049 St. Landry Parish 
050 St. Martin Parish 
051 St. Mary Parish 
052 St. Tammany Parish 
053 Tangipahoa Parish 
054 Tensas Parish 
055 Terrebonne Parish 
056 Union Parish 
057 Vermillion Parish 
058 Vernon Parish 
059 Washington Parish 
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006 Beauregard Parish 
007 Bienville Parish 
008 Bossier Parish 
009 Caddo Parish 
010 Calcasieu Parish 
011 Caldwell Parish 
012 Cameron Parish 
013 Catahoula Parish 
014 Claiborne Parish 
015 Concordia Parish 
016 DeSoto Parish 
017 East Baton Rouge 

Parish 
018 East Carroll Parish 
019 East Feliciana 

Parish 

034 Morehouse Parish 
035 Natchitoches Parish 
036 Orleans Parish 
037 Ouachita Parish 
038 Plaquemines Parish 
039 Pointe Coupee 

Parish 
040 Rapides Parish 
041 Red River Parish 
042 Richland Parish 
043 Sabine Parish 
044 St. Bernard Parish 
045 St. Charles Parish 

060 Webster Parish 
061 West Baton Rouge 

Parish 
062 West Carroll Parish 
063 West Feliciana 

Parish 
064 Winn Parish 
065 City of Monroe 

School District 
066 City of Bogalusa 

School District 
067 Zachary Community 

School District 
068 City of Baker School  

District 
069 Central Community 

School District 
 
 

Length:  3 Program Requiring This Data Element: 
 
Annual Financial Report (AFR) Format:  Alphanumeric 

Use Types: 
 
 x  State Reports 
 x  Local Accountability 
 x  Permanent Records 
 x  Federal Reports 
 

Batch Record Layout(s) and Position(s): 
 
Table I, 8 
Table II (Sec A), 8 
Table II (Sec B), 8 
Table III, 8 
Table IV, 8 

 
 
Revision Date: 07/31/2009 Implementation Date 07/01/1993 
ELEMENT NAME:  Local Educational Agency (LEA) Code (continued) 
 
Definition: 
 
LEA Code of the district or agency submitting data: (**Lab & Charters submit AFR data by Site Code.)  
 

 

Length:  3 Program Requiring This Data Element: 
 
Annual Financial Report (AFR) Format:  Alphanumeric 

Use Types: 
 
 x  State Reports 

Batch Record Layout(s) and Position(s): 
 



AFR User Guide 2017-18                                                                                                                16 
 

 x  Local Accountability 
 x  Permanent Records 
 x  Federal Reports 
 

Table I, 8 
Table II (Sec A), 8 
Table II (Sec B), 8 
Table III, 8 
Table IV, 8 
 

 
 Implementation Date 07/01/1993 
ELEMENT NAME:  Non-Debt Service Amount 
 
Definition: 
 
School district sales/use tax revenues dedicated to operating expenses. (Round to whole dollars.)  

Length:  9 Program Requiring This Data Element: 
 
Annual Financial Report (AFR) Format:  Numeric 

Use Types: 
 
 x  State Reports 
 x  Local Accountability 
 x  Permanent Records 
 x  Federal Reports 
 

Batch Record Layout(s) and Position(s): 
 
Table II (Sec B), 24 

 
 
Revision Date: 10/27/1993 Implementation Date 07/01/1993 
ELEMENT NAME:  Number of Districts 
 
Definition: 
 
Number of school taxing districts within the school board's jurisdiction that have one or more 
district/ward millages levied: i.e. millages other than parishwide rates. 
Note:  Entry requires associated reporting of "District/Ward Revenue From Tax," Table II (Sec A), and 
"District/Ward Rate Levied (Low/High)," Table II   (Sec A).  

Length:  3 Program Requiring This Data Element: 
 
Annual Financial Report (AFR) Format:  Numeric 

Use Types: 
 
 x  State Reports 
 x  Local Accountability 
 x  Permanent Records 
 x  Federal Reports 

Batch Record Layout(s) and Position(s): 
 
Table II (Sec A), 44 
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Revision Date: 07/20/1999 Implementation Date 07/01/1993 
ELEMENT NAME:  Additions 
 
Definition: 
 
All funds from state or local revenue sources that may be legally expended for only specific educational 
purposes . (Round to whole dollars.)  

Length:  9 Program Requiring This Data Element: 
 
Annual Financial Report (AFR) Format:  Numeric 

Use Types: 
 
 x  State Reports 
 x  Local Accountability 
 x  Permanent Records 
 x  Federal Reports 
 

Batch Record Layout(s) and Position(s): 
 
Table I, 49 

 
 
 Implementation Date 07/01/1993 
ELEMENT NAME:  Parishwide Rate Levied 
 
Definition: 
 
School tax millage levied by the school board on a jurisdiction-wide basis. The five-character numeric 
field has 
an implied decimal (999v99); therefore, a rate of two-and-one-half mills (i.e., 2.5 mills) would be 
entered as 00250. 
 
 
 
Web AFR On-line System Users (Only): Key this rate with a decimal: for example, 2.50.  

 

Length:  5 Program Requiring This Data Element: 
 
Annual Financial Report (AFR) Format:  Numeric 

Use Types: 
 
 x  State Reports 
 x  Local Accountability 
 x  Permanent Records 
 x  Federal Reports 
 

Batch Record Layout(s) and Position(s): 
 
Table II (Sec A), 19 
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Implementation Date 07/01/1993 

ELEMENT NAME:  Parishwide Revenue From Tax 
 
Definition: 
 
Revenue collected from a category of school taxes (for example: all constitutional taxes) levied by the 
school board on a jurisdiction-wide basis. 
 
(Round to whole dollars.)  

Length:  9 Program Requiring This Data Element: 
 
Annual Financial Report (AFR) Format:  Numeric 

Use Types: 
 
 x  State Reports 
 x  Local Accountability 
 x  Permanent Records 
 x  Federal Reports 
 

Batch Record Layout(s) and Position(s): 
 
Table II (Sec A), 24 

 
 
 
 
Revision Date: 07/10/2000 Implementation Date 07/01/1993 
ELEMENT NAME:  School Year (Fiscal Year) 
 
Definition: 
 
Beginning year of the fiscal year covering the school session being reported. 
 
(Use format YYYY: for example, enter "1993" to report data for the 1993-1994 fiscal year or school session.)  

Length:  4 Program Requiring This Data Element: 
 
Annual Financial Report (AFR) Format:  Numeric 

Use Types: 
 
 x  State Reports 
 x  Local Accountability 
 x  Permanent Records 
 x  Federal Reports 
 

Batch Record Layout(s) and Position(s): 
 
Table I, 4 
Table II (Sec A), 4 
Table II (Sec B), 4 
Table III, 4 
Table IV, 4 
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Implementation Date 07/01/1993 

ELEMENT NAME:  Sign Field 
 
Definition: 
 
Used to indicate whether the associated numeric field (i.e., the preceding field) is to be treated as a 
positive or as a negative number in mathematical computations.  

Length:  1 Program Requiring This Data Element: 
 
Annual Financial Report (AFR) Format:  Alphanumeric 

Use Types: 
 
 x  State Reports 
 x  Local Accountability 
 x  Permanent Records 
 x  Federal Reports 
 

Batch Record Layout(s) and Position(s): 
 
Table I; Positions: 28, 38, 48, 58, 68, 78, 88 
Table II (Sec A); Positions: 33, 56, 66 
Table II (Sec B); Positions: 33, 43, 53 
Table III; Positions: 28, 38, 48, 58 
Table IV; Positions: 28, 38, 48, 58 
 

  
 
 
 
Implementation Date 07/01/1993 

ELEMENT NAME:  Site Code 
 
Definition: 
 
Code assigned by LDE within the Sponsor/Site (SPS) Database to each school or site within a district 
or agency. The first three positions of the site code will consist of the district or agency's LEA code. 
 
Applicability: 
 
a. The LSU or Southern University lab schools and ALL public charter schools (i.e., Types 1, 2, 3, 4, and 
5) must enter the applicable site codes within each record of their AFR reports. Note: Do not enter 
central office site codes (i.e., _ _ _ 700) or special education administrative center site codes (i.e., _ _ 
_ 000) since any revenues, expenditures, etc., associated with these sites should be distributed 
among the agency's schools following the guidance from LDE/Division of Education Finance. 
 
b. City/parish school districts that have one or more charter schools (Types 1, 3, and/or 4) must enter 
their LEA Code, followed by "XXX", within each AFR record. For example, the East Baton Rouge Parish 
School Board would contain 017XXX in the site code field of each AFR record. 
 
c. The site code field of each AFR record should be left blank for RSD-LDE; and for those city/parish 
school districts that DO NOT have Types 1, 3, and/or 4 charter schools. 
 
Note: See AFR Contacts/Coordinators list in Section 5 to identify individual schools that should be 
reporting site-level AFR data within the current reporting cycle.  
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Length:  6 Program Requiring This Data Element: 
 
Annual Financial Report (AFR) Format:  Alphanumeric 

Use Types: 
 
 x  State Reports 
 x  Local Accountability 
 x  Permanent Records 
 x  Federal Reports 
 

Batch Record Layout(s) and Position(s): 
 
Table I; Positions: 92-97 
Table II (Sec A); Positions: 92-97 
Table II (Sec B); Positions: 92-97 
Table III; Positions: 92-97 
Table IV; Positions: 92-97 
 

 
 
Revision Date: 07/20/1999 Implementation Date 07/01/1993 
ELEMENT NAME:  Special Fund Federal 
 
Definition: 
 
Consolidation of all revenue funds established for federally funded programs other than those 
acquired under the Every Student Succeeds Act (ESSA). 
 
(Round to whole dollars.)  

Length:  9 Program Requiring This Data Element: 
 
Annual Financial Report (AFR) Format:  Numeric 

Use Types: 
 
 x  State Reports 
 x  Local Accountability 
 x  Permanent Records 
 x  Federal Reports 
 

Batch Record Layout(s) and Position(s): 
 
Table I, 29 

 
 Implementation Date 07/01/1993 
ELEMENT NAME:  System Indicator 
 
Definition: 
 
The unique code identifying the automated data reporting system to which the data belongs.  The entry 
must always be "AFR" for Annual Financial Report records.  

Length:  3 Program Requiring This Data Element: 
 
Annual Financial Report (AFR) Format:  Alphanumeric 

Use Types: Batch Record Layout(s) and Position(s): 
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 x  State Reports 
 x  Local Accountability 
 x  Permanent Records 
 x  Federal Reports 
 

 
Table I, 1 
Table II (Sec A), 1 
Table II (Sec B), 1 
Table III, 1 
Table IV, 1 
 

 
 
 
Revision Date: 07/01/1996 Implementation Date 07/01/1993 
ELEMENT NAME:  Total Ad Valorem Tax 
 
Definition: 
 
Total revenue from a category of school taxes levied jurisdiction-wide (for example, all debt service 
taxes), plus total revenue from the same category of district/ward school taxes. 
 
Note: The amounts reported for the four categories of taxes in Table I, Section 1.a, Ad Valorem Taxes 
- Gross (i.e., Keypunch Codes 0000300 through 0000400) should equal the tax revenues reported in 
Table II, Section A, Ad Valorem Taxes (Keypunch Codes 0062220 through 0062650). 
 
 
(Round to whole dollars.)  

 

Length:  9 Program Requiring This Data Element: 
 
Annual Financial Report (AFR) Format:  Numeric 

Use Types: 
 
 x  State Reports 
 x  Local Accountability 
 x  Permanent Records 
 x  Federal Reports 
 

Batch Record Layout(s) and Position(s): 
 
Table II (Sec A), 57 

 
 Implementation Date 07/01/1993 
ELEMENT NAME:  Total Funds 
 
Definition: 
 
The total (by each line item) of the general, special, Federal ESSA, special fund Federal, debt service, 
and capital projects fund entries reported for that line item. 
 
(Round to whole dollars.)  

Length:  9 Program Requiring This Data Element: 
 
Annual Financial Report (AFR) Format:  Numeric 
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Use Types: 
 
 x  State Reports 
 x  Local Accountability 
 x  Permanent Records 
 x  Federal Reports 

Batch Record Layout(s) and Position(s): 
 
Table I, 79 

 
 
Revision Date: 07/01/1996 

 
 
Implementation Date 07/01/1993 

ELEMENT NAME:  Total Sales and Use Taxes 
 
Definition: 
 
Total school district revenues from sales and use taxes. This total should agree with the sum of debt 
service and non- debt service revenues for the same report line item. 
 
Note: The amounts reported for Table I, Section 1.b, Sales and Use Taxes - Gross (Keypunch Code 
0000500) should be the same as the tax revenues reported in Table II, Section B, Sales and Use Taxes 
(Keypunch Codes 0063300 thru 
0063320). 
 
(Round to whole dollars.)  

 

Length:  9 Program Requiring This Data Element: 
 
Annual Financial Report (AFR) Format:  Numeric 

Use Types: 
 
 x  State Reports 
 x  Local Accountability 
 x  Permanent Records 
 x  Federal Reports 
 

Batch Record Layout(s) and Position(s): 
 
Table II (Sec B), 44 

 

RESPONSIBILITIES  

 

 
 

The following sections address specific areas of responsibility affecting the accurate 
collection, reporting, and interpretation of Annual Financial Report (AFR) System data. 
 

 
 

ORGANIZATIONAL RESPONSIBILITIES: 
 

 
 

Public School Districts/Local Educational Agencies (LEA)- 
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Each public school district is required to maintain a means of tracking and reporting its 
financial activities and status that meet the requirements of the Louisiana Revised Statutes, 
applicable State and Federal regulations, and the policies of the State Board of Elementary 
and Secondary Education (SBESE). The public school district is responsible for accurately 
reporting these fiscal data to the Louisiana State Department of Education (LSDE), on a 
timely basis, in accordance with the requirements, methods, and schedules prescribed by 
this guide. 
 
LSDE/Division of Education Finance- 

 
The Division of Education Finance will provide other elements of the Louisiana State 
Department of Education and the Public School Districts with policy guidance and 
interpretation of the Louisiana Revised Statutes, applicable State and Federal regulations, 
and SBESE policies as they pertain to the required reporting of public school district fiscal 
data within the Annual Financial Report (AFR) System. 
 
LSDE/Division of Planning, Analysis and Information Resources- 
 
Data Management Section. The Data Management Section will coordinate the definition, 
collection and processing of data with the public school districts, ITS, and other elements of 
the Department that require use of the data collected. Data Management will provide 
technical guidance to Public School Districts on the inclusion of fiscal data within various 
record formats of the automated system and in the interpretation/resolution of 
transactions rejected as invalid by the system edits. In addition, the Data Management 
Section will review policy guidance issued by the Division of Education Finance regarding 
financial data reporting to determine whether change or enhancement of the automated 
system will be required to reflect the effect of new policy or legislation. 
 

Information Technology Services (ITS).  ITS is responsible for the creation and maintenance 
of databases for the storage and effective utilization of the data submitted by the Public 
School Districts. Data submitted by the public school districts will be processed on a timely 
basis. An edited, print-ready report from each submission of annual financial system data will 
be returned to the school district via Internet and Data Transfer Management (DTM) System; 
where applicable, a list of transaction errors will be returned for report correction and 
resubmission. ITS will provide school districts with copies of terminal emulation and/or 
encryption software necessary for the Internet file transfer of data required by the State. 
 

 
 

SCHOOL DISTRICT AFR CONTACTS/COORDINATORS: 

 
Districts are requested to notify LSDE/Data Management if the AFR contact needs to be 
changed or updated. ¢ƘŜ ŎƻǊǊŜŎǘƛƻƴ ŦƻǊƳ Ŏŀƴ ōŜ ŦƻǳƴŘ ƻƴ ǘƘŜ Lb{LDI¢ /ƻƻǊŘƛƴŀǘƻǊΩǎ 
Portal. {LSDE/Data Management Contact:                     Insert new coordinator. 
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AFR FILEBUILDER: INSTALLATION AND OPERATION**  

A separate submission of financial information to the Web-AFR system via the Louisiana 
Educational Accountability Data System (LEADS) Portal 
(https://leads.doe.louisiana.gove/ptl/) is required for each district or SBESE-approved 
charter school (i.e., types 1, 2, 3, 4, and 5) that operated during the just-completed school 
year, as well as for the LSU and Southern Lab schools.  An LEA-level report is also required 
for RSD-LDE. Each reporting agency or school may either create/update their AFR data 
through on-line entry directly to the AFR system; or upload the AFR data as a text file using 
the record formats described in Section 3 of this guide. This appendix is intended for any 
school district, school agency, or charter/lab school that does not have adequate file 
extract/preparation software; and who may wish to use LDE-furnished tools for 
creating/converting their AFR data. Content includes descriptions of available tools, the 
location(s) from which the tools may be obtained; and the steps by which these tools may 
be downloaded and operated.  Note:  In order to make use of these tools, the 
school/agency must have Excel and Microsoft Access software compatible with Version 
2003. 
 
Required Tools:  A pre-formatted Excel AFR spreadsheet and one of the LDE-developed 
Access modules in the AFR_Filebuilder (Ver 2017-2018) series.   These tools, together with 
applicable operating instructions,   may   be   downloaded   from   the   AFR   User's   Guide   
Webpage: https://leads13.doe.louisiana.gov/lug/AFR/AFR.htm.  
 
Two versions of the conversion tool are available from the Webpage.  The version named 
AFR_Filebuilder_LEA (Ver 2017-2018).mdb, which handles LEA-level AFR data, is intended 
for use by RSD-LDE; but,  is also available to any of the city/parish school districts who may 
lack the ability to create an AFR text file.  Unless directed otherwise, the remaining non-
district LEAs would use AFR_Filebuilder_SITE (Ver 2017-2018).mdb, which incorporates use 
of the site code within the text file.  A copy of the operating instructions starts at Page C-3. 
 

 
 
 
 

https://leads13.doe.louisiana.gov/lug/AFR/AFR.htm
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Pre-Formatted Excel Spreadsheet (4-Tab) 
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AFR_Filebuilder Access Module:  Control Form 
 

 
OPERATING INSTRUCTIONS:  AFR FILEBUILDER 

 
[Converting AFR Standard Excel Spreadsheet to AFR600 Batch Upload Text File Format] 

 
1.  General:  Prior to 2007-2008, reports of fiscal data by "non-district" LEAs such as 
university lab and charter schools consisted of pre-formatted Excel spreadsheets 
completed by the LEA staff and e-mailed to LDE (Division of Education Finance).  The pre- 
formatted Excel spreadsheets can still be used by "non-district" LEAs for entering their 
fiscal data.  However, starting with FY 2007- 
2008, the fiscal data submitted to LDE by university lab schools, charter schools (Types 1 
thru 5), and RSD-LDE must be formatted as fixed-width text files as described by the AFR 
record layouts in Section 3, AFR User's Guide; and (effective 2008-2009) must be uploaded 
directly to Web AFR via the LEADS Portal (https://leads.doe.louisiana.gov/ptl/). 
Conversion of   the Excel spreadsheet content into AFR text file format may be 
accomplished using one of the zipped Access "AFR Filebuilder" modules downloadable 
from this Webpage : 

 
a.  Each zipped file contains: the pre-formatted Excel spreadsheets (AFR Form - with 
formulas.xls); one of the Access modules (AFR_Filebuilder_SITE (Ver 2017-2018).mdb or 
AFR_Filebuilder_LEA (Ver 2017-2018).mdb); and a self-extracting version of that same 
Access module, i.e., with an "EXE" file extension. 
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b.   Access module "AFR_Filebuilder_SITE (Ver 2017-2018).mdb" is designed for use by 
the university lab schools (LSU & Southern Lab) and the individual charter schools (Types 
1, 2, 3, 4, and 5) to create a site-level AFR text file.  The applicable site code will be inserted 
into Positions 92-97 of each output record. 

 
c.   Access module "AFR_Filebuilder_LEA (Ver 2017-2018).mdb" is designed for use by 
RSD-LDE and any other "non-district" LEA for which LDE (Division of Education Finance) 
requires fiscal data be summarized/submitted as an LEA-level AFR text file. The 3-char 
LEA Code and "XXX" will be inserted into Positions 92-97 of each output record.  Note:  If 
desired, this version of Access module and related spreadsheets may also be used by a 
city/parish school district (LEAs 001-069) to create an AFR600 text file that can be uploaded 
directly to the LDE AFR data collection system via the LEADS Portal.  This option may be 
used as an alternative to the on-line update mode of file submission. 

 
2.  Procedures:     * * * PLEASE REVIEW STEP 1 INSTRUCTIONS BEFORE ATTEMPTING 
DOWNLOAD * * *  

 
While there may be several different ways or shortcuts by which actions described below 
can be performed and still obtain the desired results, the user is requested to print and 
follow the given steps (at least the first time) to ensure none of the required conditions 
or helpful features are overlooked. 
 

 
 

a.   STEP 1.  Determine whether the AFR data your agency or school will report must be 
summarized at Site-level or at LEA- level, then Open the applicable AFR_Filebuilder_xxxx 
(Ver 2017).ZIP file on this Website ("xxxx" = " SITE " or "LEA").  Select the self-extracting 
version (i.e., AFR_Filebuilder_xxxx (Ver 2017-2018).EXE) of the module, then extract by 
double-click or using the Extract button.   A PKSFX window will open that shows (upper 
left corner) Extract To:   C:\ AFR_FILEBUILD.   Select this option by pressing Extract 
(lower left corner). 

 
(1)  If directory (folder) "C:\AFR_FILEBUILD" has NOT been previously created on your 
PC, you will receive the question "Create 'C:\AFR_FILEBUILD' directory?"  Answer "Yes".  
The auto-extract process will then create the folder and place the Access module 
(AFR_Filebuilder_xxxx (Ver 2017-2018).mdb) into that folder. 

 
(2)  If your PC DOES have directory (folder) "C:\AFR_FILEBUILD", the "create directory?" 
question will not appear and the Access module will be extracted/placed into the folder on 
your PC - - - EXCEPT, if an Access Filebuilder module with the identical filename already 
exists at that location, you will asked whether you wish to overwrite the existing module - - 
-  answer "Yes" to get a fresh copy of the Filebuilder.  Note:  Delete any copies of 
AFR_Filebuilder_xxxx.mdb retained from previous year (i.e., one which does not have "Ver 
2017-2018" in name) since the prior versions will not correctly insert site codes or LEAXXX in 
output records. 
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(3)  Before closing the Zip window, select the pre-formatted Excel spreadsheets (i.e., AFR 
Form - with formulas.xls) and transfer that file to the C:\AFR_FILEBUILD folder.  By using 
the EXTRACT button and BROWSE feature to find the C:\AFR_FILEBUILD folder, you will 
retain the Excel file's assigned filename.  If you move the Excel file to the destination folder 
by OPENING (viewing) the Excel file, then selecting the "File/Save As" option, the original 
filename may or may not be retained (depending on your zip software).  Note:  This same 
Excel file format is used with both AFR Filebuilders, i.e., Site and LEA-level. The user's 
data reporting requirement (Site vs. LEA) determines which Filebuilder applies.  A copy of 
the Excel file is also separately available at this Webpage under:  Forms:  FY 2017-2018 AFR 
Form - with formulas.xls. 

 
b.   STEP 2.  Prepare the Excel spreadsheets by entry of the agency or school name in the 
first tab; then save (or rename) under whatever filename you find most descriptive.  DO 
NOT add columns/rows to the individual spreadsheets; and DO NOT overlay any heading 
rows with "paste" function - - - e i ther action could possibly destroy preloaded import 
headings & ranges that are critical to the conversion process.  The spreadsheets contain 
formulas that calculate row totals for each Keypunch Code; and calculate all value fields for 
rows that are subtotals or grand totals, including Keypunch Codes 0051190 and 0051196.  
Complete entry of your AFR data into the Excel spreadsheets and save the file.   Note:  The 
Excel file in which you enter the fiscal data does not have to remain within the 
C:\AFR_FILEBUILD folder - - - however, see Step 3. 

 
c.   STEP 3.  Open the completed AFR Excel file (wherever located and however named).  
Use "File/Save As" to save a copy of the completed file under filename 
"AFR_SPREADSHEET_SITE.xls" or άAFR_SPREADSHEET_LEA.xls", depending on the level of 
fiscal data being reported.  This renamed copy MUST be placed within the 
"C:\AFR_FILEBUILD" folder.  Close any open spreadsheets, then exit Excel.   Note:  Unless 
the filename is properly assigned and spelled correctly, and the file placed in the correct 
folder, the Filebuilder module WILL NOT be able to "find" the AFR Excel file and import the 
spreadsheet content. 

 
d.   STEP 4.  Open the Access Filebuilder module (AFR_Filebuilder_xxxx (Ver 2017).mdb), 
which will automatically take you to the  Filebuild Platform (Access Form).  Enter the LEA 
or site code, as applicable, and the FY (beginning year) of the AFR data being reported. 
Press the GO button to import/convert/export the AFR_SPREADSHEET_ (SITE or LEA).xls 
data into the proper AFR600 fixed-width text file format.  If decimal values (other than 
tax rates) are encountered, they will be rounded to nearest full dollar.   Depending on 
the version of Filebuilder used, the exported text file will be named "2017-
2018_AFR600_LEA-xxx.txt" or "2017-2018_AFR600_SITE-xxxxxx.txt"; and will be exported 
to the "C:\AFR_FILEBUILD" folder.   You should get a Process Complete message stating:  
"Review Data; Get AFR600.txt from C:\AFR_FILEBUILD."   Go to Step 5 before you exit 
the Access module Filebuild Platform form. 

 
Operational Problems or Errors: If you receive an error message or the Filebuilder 
macro halts for any reason, go to the 
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Troubleshooting section at the bottom of these instructions. 

 
e.   STEP 5.  Before using the AFR600 text file created by Step 4, make sure there are no 
obvious problems with your data. The Filebuild Platform (Post-Export Review Section) 
provides several tools to identify suspect data or basic error conditions. 

 
(1)  First, check "Review Imported Invalid/Inactive KPCs" count.  The review button lists 
any invalid keypunch codes or valid (but inactive) keypunch codes contained within the 
Excel spreadsheets from which the fiscal data was imported/extracted. Records containing 
invalid/inactive keypunch codes ARE NOT exported into the AFR600 text file.  However, 
if the review shows content other than zeroes associated with these records, it is possible 
that these values (revenues, expenditures, etc.) could have been left out of other, valid 
records. 

 
(2)  Second, check "Review Suspect Records" count.  The review button lists exported 
records whose content present "fatal errors" such as missing data; or a row with values 
that do not sum to the reported "Total" field.  (Missing data often results from moving a 
previously entered value to another field or row of the Excel spreadsheet, but failing to 
restore the original field to zero.) 

 
(3)  Other reviews available within the Filebuild Platform include:  imported data by 
table;  data that was extracted 
(with rounding of any decimal values) from the imported data; and a review of the final 
exported AFR600 file. 
 

IF there are suspect records, invalid or inactive keypunch codes having content greater 
than zero, or identified errors from reviewing the AFR600 file, go to STEP 7; Otherwise,  
continue with next action  (STEP 6). 
 

 

f.   STEP 6.  Using time/date information from the Filebuild Platform and the file's creation 
or modification date (visible using 
Windows Explorer or My Computer), confirm that the exported AFR600 file from Step 4 
(i.e., 2017-2018_AFR600_LEA-xxx.txt  or 
2017-2018_AFR600_SITE-xxxxxx.txt) is the correct file version. Replace "xxx" or "xxxxxx" 
with the appropriate LEA Code or Site Code.  If needed/desired, add any further identifiers 
to the filename needed for local control.  Any AFR600 files created through this process 
should be uploaded via the LEADS Portal (https://leads.doe.louisiana.gov/ptl/) as 
described within Section 4 of the AFR System User's Guide.  Note:  Do NOT send copies 
of your Excel or text files to LDE/Ed Finance or LDE/PAIR unless a copy has specifically 
been requested. 

 
g.   STEP 7.  If AFR data error conditions were identified (whether from Step 5, from local 
review, and/or from LDE review or automated edits), corrections should be made to the 
original Excel spreadsheet (see Step 2) with which the process began.  To prevent 
confusion, the AFR_SPREADSHEET_(SITE  or LEA).xls file that was last used as the data 
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import vehicle should be deleted or renamed.  Then, repeating Step 2 through Step 6, 
you should correct your fiscal data and resubmit the updated AFR600 file to Web- AFR via 
the LEADS Portal.   Once your AFR600 file is error-free, the process is complete. 
 

 
 

Troubleshooting Problems: 
. 
Problem No. 1:  The Microsoft Jet database engine (i.e., Access import macro) cannot 
find the expected source-data spreadsheet at folder C:\AFR_FILEBUILD.  Possible causes 
are: 

 
a.  CAUSE:  The user's PC does not contain folder (directory) C:\AFR_FILEBUILD. 

 
FIX:  Create folder C:\AFR_FILEBUILD and move the spreadsheet to that location.  Restart 
from Step 4.  
 
b.  CAUSE:  The completed and renamed Excel spreadsheet was not placed in the proper 
folder. 
FIX:  Move the spreadsheet to folder C:\AFR_FILEBUILD of user's PC.  Restart from Step 4. 

 
c.  CAUSE:  The Excel spreadsheet filename was misspelled. 

 
FIX:  Correct so that filename for site-level data reads "AFR_SPREADSHEET_SITE.xls"; or 
filename for LEA-level data reads "AFR_SPREADSHEET_LEA.xls".  Do not leave out the 
connecting underscores ( _ ).  Restart from Step 4. 
 

 

d.  CAUSE:  The assigned Excel filename does not match the version of Filebuilder being 
used. 
Reminder:  Access module "AFR_Filebuilder_SITE (Ver 2017-2018).mdb" is designed to 
import site-level fiscal data from Excel file "AFR_SPREADSHEET_SITE.xls"; while the module 
"AFR_Filebuilder_LEA (Ver 2017-2018).mdb" is designed to import LEA-level data from 
Excel file "AFR_SPREADSHEET_LEA.xls". 

 
FIX:  If the wrong AFR spreadsheet filename was used, correct the filename.  If the 
spreadsheet filename is correct, but the wrong Access Filebuilder module is being used; 
then delete the existing Filebuilder module and download the correct version from the LDE 
Website.  Restart from Step 4. 
 

 

e.  CAUSE:  The computer from which the user is attempting to operate the Filebuilder 
module cannot reach 
"C:\  AFR_FILEBUILD" using that path or drive designation.  For example: the required folder 
(directory) and AFR spreadsheet file are (properly) installed on C-Drive of  PC #1 and the 
Filebuilder module located on a network server (Drive-K).  However, the user attempts to 
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operate the Filebuilder from another computer (PC #2) on the network that has PC #1 
mapped as Drive-W. 

 
FIX:  The user must either use the original computer (PC #1) on which the proper folder and 
spreadsheet presently reside; 
or create/install the proper folder (C:\  AFR_FILEBUILD) and spreadsheet on C-Drive of the 
second computer (PC #2) 
.  Restart from Step 4. 

 
Problem No. 2:  Receive Microsoft Access message that:  "Field [xx] does not exist in 
destination table."  Possible causes are (in suggested order of review): 

 
a.  CAUSE:  The spreadsheet used for data entry and import is NOT a copy of  the correct 
pre-formatted Excel spreadsheet (AFR Form - with formulas.xls) available from the LDE 
Website.  If so, the format is probably from one that was used for FY 2007-2008, or earlier 
periods.  Note:  The spreadsheet's Filebuild Process version number can be identified by 
selecting "File/Properties" and looking in Subject field; or by right-clicking the filename from 
Windows Explorer. 

 
FIX:  If Properties (Subject Field) of the Excel file being used does not contain a Filebuild 
Process version number equal to or greater than Version 07-23-2009-0, then download the 
correct pre-formatted Excel spreadsheet file and re-enter all 
fiscal data.  This means restarting process at Step 2. 

 
b.  CAUSE:  The Access Filebuilder module import table formats and/or macros have been 
corrupted or modified. 

 
FIX:  Download "fresh" copy of Filebuilder module, overwriting the "old" copy. Be sure to 
get the correct version, i.e., SITE (Ver 2017-2018) vs. LEA (Ver 2017-2018).  Restart process 
at Step 4. 

 
c.  CAUSE(s):  Additional column(s) was/were inserted into the Excel spreadsheet; OR one 
or more pre-loaded import field names (in hidden rows, spreadsheet) were deleted or 
modified; OR spreadsheet's named import range(s) was/were modified to take in additional 
column(s).  (Note:  For any of these changes to occur, the password protection of individual 
spreadsheets must have been compromised.) 

 
FIX:  If user cannot return the spreadsheets to original format (delete inserted columns 
and/or replace deleted field names), then user must re-enter fiscal data into a new copy of 
pre-formatted spreadsheet (AFR Form - with formulas.xls) downloaded from the LDE 
Website.  Restart process at Step 2. 
 

 
 

Problem No. 3:   Any other error messages or conditions that preclude the AFR data 
conversion and filebuild function from running to successful completion.   Action:   Refer 
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to LDE Contact only after completing any applicable troubleshooting actions described 
above. 
 

LDE Contact:   
Yaxin Lu: yaxin.lu@la.gov 
 

MFP AUDITOR NOTES 

 
This appendix provides comments from the Audit Section, Division of Education Finance, 
regarding the creation, submission, review, and correction of data within the Annual 
Financial Report (AFR). Questions or requests for further clarification may be directed to the 
MFP Audit staff at staudit@la.gov. 

 
 

1. Local school districts should pay special attention to the timeliness, accuracy, and 
completeness of the data they report.  For example, incorrect reporting of the tax 
information in Table II by one district may ultimately affect the distribution of State dollars 
to all districts. The reported information, which will be used in the Minimum Foundation 
Program (MFP) funding formula, is subject to audit by the Division of Education Finance and 
the Legislative auditors. Specific areas of concern are: 

 
a. Risk Analysis. The AFR data submission schedule requires each district to provide an 

initial AFR submission by September 30th  (next workday, if September 30 is on a 
weekend), with completion of final corrections by the end of October.  Districts are 

reminded that the AFR status as of October 31st each year is now an element in the annual 
Financial Risk Analysis conducted at the direction of the Board of Elementary and Secondary 
Education (BESE). In the Financial Risk Analysis, a clean, complete submission by October 

31st (no outstanding AFR edit errors or unresolved issues with MFP audit staff) is 
considered a timely submission. 

 
b.  Indirect Cost Rate.  The calculation of each district's indirect cost rate is completed 

using financial data supplied and reported by the district's AFR. Several districts have not 
been reporting Health Benefits for Retirees as a separate line item in each section of the AFR 
as required. Instead these benefits have been grouped in the health benefits for active 
employees, or have been reported in total under General Administration. When reported 
incorrectly, these health benefits, along with sick leave severance pay, will adversely affect 
the calculated indirect cost rate for the district. It is vital to the district to correctly report 
each item required in the AFR within the correct category. 

 
c.   Incorrect Data Reporting. As a reminder, the MFP resolution requires that at least 

seventy percent (70%) of all general fund expenditures be for instruction.  This 
requirement uses data reported in the AFR, as do the calculations for ESSA Maintenance 
of Effort and for IDEA Excess Costs requirements.  Incorrect reporting of data in the AFR can 
negatively affect these calculations. 

mailto:staudit@la.gov
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2.  Reporting Federal ά9-wŀǘŜέ Monies.  The Schools and Librarians Universal Service 
Program (re: Telecom Act of 1996) provides Federal reimbursements and discounts to 
school districts on telecommunications services, Internet access, and internal connections. 
These funds are commonly referred to as ά9-wŀǘŜέ monies.  Discounts received on 
expenditures made in the same fiscal year should not be reported as revenue; instead the 
expenditures should be reported net of the discount. If reimbursements should be received 
instead, these should be reported as local revenues under Keypunch Code 0002236, E-Rate 
Reimbursements, in the general fund and/or other special fund columns. 

 
3.  Revenue Blockout:  The figures on Pages D-7 and D-8 identify the fund columns in 
which revenues should not be entered for specific Table I, Revenue, and Keypunch Codes. 
These restrictions are also contained within the άƘŀǊŘŎƻǇȅέ Annual Financial Report, which 
is mailed (or e-mailed) each year directly to school district/school business managers. 

 
4.  School Lunch Funds.  The minimum amount to be reported under Keypunch Code 
0004450, 
State Public School Fund (MFP) School Lunch, is computed as 
follows: 

 
5.  Reporting Sales and Use Taxes. When reporting sales tax rates and revenues, pay special 
attention to include the rate in effect for the entire fiscal year. If a sales tax goes into effect 
during the fiscal year, prorate the tax rate to report an annual rate applicable for the total 
revenue generated. For example, if a new 1% sales tax rate goes into effect on October 1 of 
a given year, then the rate in effect for that tax for the entire year would be 0.75% (1% 
x 3/4 of the year).  All revenues collected from that tax during October 1 through June 30 
should be reported to correspond with the rate levied. 

 
6. Financial Data Reviews.  Periodic downloads of the mainframe AFR database are made 
to the MFP Audit Section for further analysis and the identification to school districts of 
specific items for review, correction, and/or clarification.  Supporting reports include: 

Error Reports: 
 

Edit #1        Revenue Amounts Violating Blockouts.   This report identifies revenue 
amounts reported in a fund or funds blocked out on the AFR for that source of revenue.  
Any errors appearing on this report must be corrected. 

 
Edit #2        Calculated vs. Reported Excess/Deficiency. This report identifies any differences 

that occur when the calculations of (Total Revenues plus Other Sources of Funds) minus 
(Total Expenditures plus Other Uses of Funds) are compared with the excess/deficiency 
fund balances reported in Keypunch Code 0051190. Any errors appearing on this report 
(beyond that attributable to rounding error) must be corrected. 

 
Edit #3        Calculated vs. Reported End of Year (EOY) Fund Balances.  This report notes 

any differences that occur when the calculations of EOY Fund Balances from detail data 
within the submitted report (e.g., revenues, expenditures, etc.) are compared with the EOY 
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fund balances reported in Keypunch Code 0051196. Any errors appearing on this report 
(beyond that attributable to rounding error) must be corrected. 

 
Edit #4        Check Internal Mathematics of Reported Fund Balances.  This report notes 

any differences that occur when EOY Fund Balances are calculated solely from submitted 
Fund Balance records (i.e., Keypunch Codes 0051190-0051195) and then compared with the 
EOY Fund Balances reported in Keypunch Code 0051196. Any errors appearing on this report 
(beyond that attributable to rounding error) must be corrected. 

 
Caution:  When making corrections in the Revenue Section of the AFR, be sure to make any 
corresponding changes that may be needed in the Expenditures Section - - - especially 
changes involving fund columns. 

 

 
 

AFR Data Reviews: 
 
 
 

Review #1      Zero balances.  This report identifies keypunch codes that have been reported 
with a zero balance.  The report should be examined carefully and any 
errors must be corrected. 

 
Review #2      Negative balances.   The report identifies keypunch codes and specific funds  

that have negative amounts reported.  Any errors must be corrected. 
 
Review #3      άwŜǉǳƛǊŜŘ Daǘŀέ list.  This report lists keypunch codes that generally would 

include reported expenditures. Not all districts are expected to report 
expenditures in every category listed; however, the entire report should be 
examined for zero balances that may have been reported in error.  Make 
appropriate corrections. 

 
Review #4 Salaries vs. related benefits. This report groups reported salaries and 
related benefits.  Where salaries have been reported, one or more of the related 
benefits should reflect expenditures. The reverse is also true: i.e., reported benefits 
should have related salaries greater than zero.  Make appropriate corrections. 

 
Review #5      70% evaluation.  This report provides the calculation and supporting details 

used to determine what percentage of the school diǎǘǊƛŎǘΩs general fund 
expenditures was for instruction, as defined by the Minimum Foundation 
Program (MFP) Handbook. 

 
Other Comparisons and Reviews: 

 
Comparison of Ad Valorem Tax Revenue reported in the Revenue Section 
and the amounts reported in Tax Table IIA. If these amounts do not agree, 
the data must be corrected. 
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Comparison of Sales Tax Revenue reported in the Revenue Section and the 
amounts reported in Tax Table IIB.  If these amounts do not agree,   the    
data    must    be corrected. 

 
Comparison of the Ending Fund Balance in last ȅŜŀǊΩǎ AFR report with the 
Beginning Fund Balance submitted in the current AFR report. If these 
amounts do not agree, make appropriate corrections.   Use the Prior Year 
Adjustments transaction to reflect any valid, άǇƻǎǘ closingέ adjustment to last 
ȅŜŀǊΩs Ending Fund Balance. 

 
Comparison of the Ending Fund Balance entries with the Balance Sheet άTotal 
Fund Equityέ ŦƻǊ ŀƭƭ ŦǳƴŘǎ ŀƴŘ ǘƻǘŀƭǎΦ  If the differences (beyond that 
attributable to rounding error) are not zeroes, the data must be corrected.   
Note: Ensure ǘƘŀǘ ƭƛŀōƛƭƛǘƛŜǎ ƻǊ ƻǘƘŜǊ άŎǊŜŘƛǘέ ŀŎŎƻǳƴǘǎ ǿŜǊŜ ƴƻǘ ŀǊōƛǘǊŀǊƛƭȅ 
reported as negative amounts. 

 
Comparison of the Balance Sheet άTotal Assetsέ ǿƛǘƘ ǘƘŜ άTotal Liabilities 
Plus Fund 9ǉǳƛǘȅέ by fund category and grand total. The compared totals 
should agree (within a reasonable range due to rounding error); otherwise, 
the data must be corrected. 

 
Comparison of the Long Term Debt/Fixed Asset Group Ending Balance in 
ƭŀǎǘ ȅŜŀǊΩǎ AFR report with the ŀŎŎƻǳƴǘΩǎ Beginning Balance submitted in 
the current AFR report.  If these amounts do not agree, make appropriate 
corrections. 

Comparison of Prior Year vs Current Year 
Data: 

 
 
 

Comp. #1        Percent/Amount of change.   This report uses certain criteria to report 
changes in amounts reported in each keypunch code between prior and 
current year.  An example of criteria used in this comparison is as follows: 

 
a.  Any increase or decrease  
over 20%. 
b.  No differences under 10,000. 

c.  All differences over $500,000. 
 

The report is printed in two parts.  Part one shows all fund category 
amounts, by keypunch code that meet the selected criteria.  Part two 
reports the fund totals for the same keypunch codes. This report should be 
used to determine whether amounts reported are correct.  Any errors should 
be corrected. 
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Comp. #2        ά{ǳǎǇŜŎǘέ data.    This report lists all keypunch codes in which amounts 
were reported in one year, but not in the other.  Any errors should be 
corrected. 

 
 
 
 
Verification of Payments:  This report compares amounts recorded as disbursed to each local 
school district by the Department to the amounts the district reports as revenue.  If 
ŘƛŦŦŜǊŜƴŎŜǎ ŜȄƛǎǘ ƛƴ ŀ ŘƛǎǘǊƛŎǘΩǎ data, a report detailing the differences is sent for district 
review and correction of any errors. 

 

 
 

MFP payments (Keypunch Codes 0004300 + 0004450).  The amount reported on the 
AFR should equal the amount shown as disbursed by the Department.   
 
Keypunch Code 0004450 should always have an amount reported equal to 
the amount provided by the district to the food service operation. 

 
PIP (Keypunch Code 0007601).   The amount reported on the AFR should equal 
the amount shown as disbursed by the Department. 

 
Nonpublic Textbook/Textbook Adm. (Keypunch Code 0007960).  The amount 
reported on the AFR should equal the amount shown as disbursed by the 
Department. 
 

2017-2018 DATA COLLECTION TIMELIME 

The 2017-18 Benchmark Calendar lists the timeline and system specific due dates for data 
collection.  Refer to the INSIGHT PORTAL 
https://insight.doe.louisiana.gov/coordinators/SitePages/Dashboard.aspx for the most 
current version. 
 

LDE APPLICATION SYSTEMS ACCESS AND SECURITY 

DATA SECURITY: 

Data security standards define specific requirements for managing and controlling access to 
all LDE Application Systems.  Security goals require all personnel using the LDE Application 
Systems to have a unique user access code, hereafter referred to as a User ID.  Each User ID 
is associated with a security profile that monitors and controls access using automated 
security software. 

https://insight.doe.louisiana.gov/coordinators/_layouts/xlviewer.aspx?id=/coordinators/Lists/Announcements/Attachments/5/2013-2014%20Milestones-Benchmark%20Calendar_updated%2010_23.xlsx&Source=https%3A%2F%2Finsight%2Edoe%2Elouisiana%2Egov%2Fcoordinators%2FSitePages%2FDashboard%2Easpx&DefaultItemOpen=1&DefaultItemOpen=1
file://doe.la.gov/fs/doe/mf/pair/DM/User%20Guides%20TEMPLATES/INSIGHT%20Portal
https://insight.doe.louisiana.gov/coordinators/SitePages/Dashboard.aspx
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SECURITY COORDINATOR: 

Each Local Education Agencies (LEA) and Charter Managing Organizations (CMO) must 
identify an individual in the organization to function as the Security Coordinator.  The 
Security Coordinator is responsible for granting authorized users access to the LDE 
Application Systems.  They must be made aware of any changes in status for users (i.e. new 
users and users no longer needing access due to termination or job reassignment). Such 
updates are critical to the security of the LDE Application Systems. 

Security issues that cannot be resolved by the Security Coordinator should be referred to 
the LDE Security Administrator by phoning the ITS Help Desk at 225-342-1821 or by 
submitting a request by e-mail to SecurityDOE@la.gov 

USER ACCESS AND AUTHORIZATION: 

Users requiring access to the LDE Application Systems must complete a Security Request 
Form and forward it to their Security Coordinator.  Once their authorization has been 
verified, the appropriate User ID and security profile will be assigned which will determine 
what LDE Application System(s) a user has access to and specifically what functionality.  
These logon credentials will be communicated to users in confidence.   
 
User IDs are not to be shared among users.  Users will be held individually accountable for 
all system access and any violations recorded under their User ID.  If revoked due to sign-on 
or resource access denials, the User ID may be reactivated and/or resumed only by the 
Security Coordinator after a review of the circumstances and a discussion with the user. 
User IDs may be revoked in any of the following circumstances: 

ω After five unsuccessful sign-on attempts. 
ω After five resource access denials in one terminal session. 
ω At the scheduled end of consulting or temporary labor engagements. 
ω During their investigation of an actual or suspected security violation, if revocation     
is requested by management. 
ω On management request and/or direction due to termination 

User IDs and Password Standards:  

¦ǎŜǊ L5ǎ ŀǎǎƛƎƴŜŘ ōȅ ǘƘŜ {ŜŎǳǊƛǘȅ /ƻƻǊŘƛƴŀǘƻǊ Ŏƻƴǎƛǎǘǎ ƻŦ ǘƘŜ ƭŜǘǘŜǊ ά9έ Ǉƭǳǎ ǎƛȄ ŎƘŀǊŀŎǘŜǊǎΦ 
The first three numbers is the Sponsor Code. 
 
In addition to a User ID, an initial password will be assigned.  This initial password will be 
ǎŜǘ ǘƻ ŜȄǇƛǊŜ ŀƴŘ ǘƻ ŦƻǊŎŜ ŀ ƴŜǿ ǇŀǎǎǿƻǊŘ ǎŜƭŜŎǘƛƻƴ ƻƴ ǘƘŜ ǳǎŜǊΨǎ ŦƛǊǎǘ ǎƛƎƴ-on to the 
system.  Users are required to maintain the confidentiality of their passwords and to 
change their password when they suspect that the privacy of their password may have 
been compromised.  
 
Each user will be allowed to select their own password based on established password 
standards.  Passwords must be of the following format: 

ω aƛƴƛƳǳƳ ƭŜƴƎǘƘΥ у ŎƘŀǊŀŎǘŜǊǎ 

mailto:SecurityDOE@la.gov
https://leads3.doe.louisiana.gov/ptl/LeadsInfo/Security%20Request%20Form.docx
https://leads3.doe.louisiana.gov/ptl/LeadsInfo/Security%20Request%20Form.docx
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ω aǳǎǘ contain at least 3 of the 4 complexity categories as follows: 
ω ¦ǇǇŜǊ ŎŀǎŜ ŎƘŀǊŀŎǘŜǊǎ ό!-Z) 
ω [ƻǿŜǊ ŎŀǎŜ ŎƘŀǊŀŎǘŜǊǎ όŀ-z) 
ω bǳƳŜǊƛŎ ŘƛƎƛǘǎ όл-9) 
ω bƻƴ-alphanumeric characters (e.g. %, &, $) 
ω bŜǿ ǇŀǎǎǿƻǊŘǎ Ŏŀƴƴƻǘ ōŜ ǘƘŜ ǎŀƳŜ ŀǎ ŀƴȅ ƻŦ ǘƘŜ ǇǊŜǾƛƻǳǎ р Ǉŀǎǎǿƻrds. 

Resetting A Password Using the Password Reset System (PRS):  

To change an initial password or to reset a forgotten or expired password, LDE has 
implemented a self-service password reset system called PRS. The PRS URL is 
https://password.doe.louisiana.gov.  The PRS User Guide can be found at 
https://password.doe.louisiana.gov/PRSHelp.pdf   

MINIMUM COMPUTER SYSTEM REQUIREMENTS: 

The following are the minimum computer system requirements to access the LDE 
Application Systems. 

o Hardware:  A PC connected to the Internet   
o Browser:  LDE Application Systems are designed for Internet Explorer, Version 9.0 

or lower.  Alternatively, compatibility view can be enabled (see compatibility view 
section p. 6). 

o Screen Resolution: The optimum screen setting is 1024 x 768. If a lower resolution, 
such as 800 x 600 is used (not recommended), it will be necessary to scroll in order 
to see an entire page. To adjust your resolution, right-click on your desktop, click 
Properties, then Settings. Adjust the slider to a screen resolution of 1024 x 678 or 
higher, and then click OK. 

o Software:  WinZip, PKZip (PKZip is okay but WinZip is preferred); Compression 
reduces the file size and it will take less time to transfer the file.  

SCREEN DISPLAY PROBLEMS: 

Problems with screen display for the LDE Application Systems may be due to Security and 
Privacy settings or the incompatibility of newer Internet Explorer (IE) versions. 

Internet Explorer (IE) Options: 

If there are problems with the LDE Application Systems screen display, it may be due to the 
ōǊƻǿǎŜǊΩǎ ǇƻǇ-up blocker or security and privacy settings. Users should check the following 
Internet Explorer (IE) options: 

¶ Dƻ ǘƻ ¢ƻƻƭǎ ҔҔ LƴǘŜǊƴŜǘ hǇǘƛƻƴǎ ҔҔ {ŜŎǳǊƛǘȅҔҔ /ǳǎǘƻƳ [ŜǾŜƭΦ aŀƪŜ ǎǳǊŜ ǘƘŜ ά!ƭƭƻǿ 
script-ƛƴƛǘƛŀǘŜŘ ǿƛƴŘƻǿǎ ǿƛǘƘƻǳǘ ǎƛȊŜ ƻǊ Ǉƻǎƛǘƛƻƴ ŎƻƴǎǘǊŀƛƴǘǎέ ƻǇǘƛƻƴ ƛǎ ŜƴŀōƭŜŘΦ 
!ƭǎƻΣ ƳŀƪŜ ǎǳǊŜ ǘƘŜ ά5ƛǎǇƭŀȅ ƳƛȄŜŘ ŎƻƴǘŜƴǘέ ƻǇǘƛƻƴ ƛǎ ŜƴŀōƭŜŘΦ 

¶ Go to Tools >> Internet Options >>Privacy >> Pop-Up Blocker Settings. Enter 
leads.doe.louisiana.gov ƛƴ ǘƘŜ ά!ŘŘǊŜǎǎ ƻŦ ²Ŝō ǎƛǘŜ ǘƻ ŀƭƭƻǿέ ŦƛŜƭŘΦ   

https://password.doe.louisiana.gov/
https://password.doe.louisiana.gov/PRSHelp.pdf
https://leads.doe.louisiana.gov/ptl
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¶ Go to Tools>>Pop Up BlockŜǊ {ŜǘǘƛƴƎǎҔҔŎƘƻƻǎŜ ά¢ǳǊƴ ƻŦŦ tƻǇ-ǳǇ .ƭƻŎƪŜǊΦέ 

Internet Explorer (IE) Compatibility View: 

Compatibility View may be a solution for those IE users experiencing problems viewing LDE 
web pages. Problems rendering all or parts of a web page can occur when newer browsers 
try to display sites that are built with older programming components.  For IE versions 8 
through 10, users Ŏŀƴ ŜƴŀōƭŜ ŎƻƳǇŀǘƛōƛƭƛǘȅ ǾƛŜǿ ŦƻǊ ŀ ǿŜōǎƛǘŜ ōȅ ŎƭƛŎƪƛƴƎ ǘƘŜ ά/ƻƳǇŀǘƛōƛƭƛǘȅ 
±ƛŜǿέ ƛŎƻƴ ǘo the right of the address bar. 

 
 

The browser should reload the page and begin displaying the page in compatibility view 
mode. 

For IE version 11, Microsoft removed the Compatibility View button from the address bar 
but there is an alternate method to turn on compatibility for a website. (This process can 
also be used in IE8 thru IE10). 

 
CƛǊǎǘΣ /ƭƛŎƪ ǘƘŜ ά¢ƻƻƭǎέ ōǳǘǘƻƴ ƻƴ ǘƘŜ ƳŜƴǳ ōŀǊΣ ŀƴŘ ǘƘŜƴ ǎŜƭŜŎǘ ǘƘŜ ά/ƻƳǇŀǘƛōƛƭƛǘȅ ±ƛŜǿ 
{ŜǘǘƛƴƎǎέ ƻǇǘƛƻƴΦ 

¢ƘŜƴΣ ƛƴ ǘƘŜ ǘŜȄǘ ōƻȄ ǳƴŘŜǊ ά!ŘŘ ǘƘƛǎ ǿŜōǎƛǘŜέΣ enter Louisiana.gov and ŎƭƛŎƪ ǘƘŜ ά!ŘŘέ 
button. 
Finally, close the Compatibility View Settings dialog box and close IE 11. Restart IE. 
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LDE LOGIN SCREEN: 

To access the LDE Application Systems, users must enter a User ID and Password on the 
LDE LOGIN SCREEN. 

 
 
After access has been granted, users should then log into the INSIGHT PORTAL  
https://insight.doe.louisiana.gov/coordinators/SitePages/Dashboard.aspx  

file://doe.la.gov/fs/doe/mf/pair/DM/User%20Guides%20TEMPLATES/INSIGHT%20PORTAL%20
https://insight.doe.louisiana.gov/coordinators/SitePages/Dashboard.aspx
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INSIGHT PORTAL LOGIN SCREEN: 

The INSIGHT PORTAL brings together data submitted by Louisiana School Districts (LEAs) 
and Charter Management Organization (CMOs), merges it with the data LDE collects from 
other sources, and presents it as one unified system for reporting and analysis.   
 
The Security Coordinator can grant authorized users access to the INSIGHT PORTAL by 
adding LDS_LEAS_DATACOORD role under the Longitudinal Data Systems (LDS) in TAS. . 

To access the INSIGHT PORTAL, users must enter a User ID and Password on the INSIGHT 
PORTAL login screen.  

 

The Coordinator Portal screen will be displayed.  User Guides, announcements, 
notifications and other useful information is regularly posted on the Coordinator Portal. 

 
Next, {ŜƭŜŎǘ ǘƘŜ άMy Appsέ ǘŀō 

file://doe.la.gov/fs/doe/mf/pair/DM/User%20Guides%20TEMPLATES/INSIGHT%20Portal
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All LDE Application Systems for which a user is authorized to access will be displayed. 
 
Select the AFR link to access the application. 

 
 

DATA SUBMISSION **  

Each public school district or agency determines the method by which it creates and 
maintains the files containing its local financial data. However, in reporting extracts of these 
data to the Louisiana Department of Education (LDE) as the Annual Financial Report (AFR), 
the school district, agency, or independently-reporting school must format and summarize 
the data as provided in Section 3 and Appendix B. The methods by which these public school 
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districts, agencies, and schools may submit AFR data are outlined within the Web AFR 
System section, below. 

 
WEB AFR SYSTEM. 
 
Effective with 2007-2008 AFR data collection, the automated AFR System was removed 
from the Department's mainframe computer and reprogrammed to operate within a 
Web/server environment. The URL address titled Louisiana Educational Accountability 
Data System (LEADS) Portal 
* (https://leads.doe.louisiana.gov/ptl/) provides access to the AFR System; and to all other 
Web/server-based LDE data collection and reporting systems.  As other LDE data systems 
are developed for Web/server-based operation, the related system user IDs will be added 
to security folders that grant applicable access and privileges.  Once properly logged-on to 
the LEADS Portal (see Figure 4-1), the user will have access to all data systems for which the 
user ID is approved; as well as "one-stop" access to certain universal services such as:  
user's guides for all LDE data systems, security request forms, reference tables, and for 
LEADS inquiries. The system or service links approved and available to the logged-on user 
will appear on the LEADS Portal in bold, black lettering; the remaining links will appear as 
red, italicized lettering. If a system to which the user should have access is listed in red, the 
user should contact the local security coordinator for resolution.  

 
Figure 4-1:  LEADS 

Portal 

 
 

*A different URL (i.e., from development or testing sites) may appear in some Webpage 
examples on following pages. 

An authorized AFR user transfers from the LEADS Portal to the Web AFR home page (Figure 
4-2) by left-clicking the name Annual Financial Report on the Portal view.  The user 
should take special notice of any alerts in the announcements frame. The frame and heading 
appears only when announcements are inserted. The user has permission to do any 
functions from the buttons on the navigation bar (see arrow, Figure 4-2) with blue writing, 












































































































































































































