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SYSTEM OVERVIEW

TheAnnualFinanciaReport(AFRBystenenablesthe LouisianeDepariment of Education
(LDE)o collect, consolidate,and review computerized fiscal data from public school
districtsandselected publischoolsto supportLDEmanagenent decisions; and to respond
to various requests for educationdinancial data. Thesystem also supports the
mandated fiscal accountability program requiringthe computerization, audit, and
evaluationof financialinformation from localschools systasfor usewith development of
the Minimum Foundation Program (MFP) and fund distribution. Directing legislation
includesRevised Statutes 17:73(2)thru (7)(2)(9, 17:25(A(2), and17:92

Otherusesof the collecteddata includepreparationof the AnnualFinanciabnd Statistical
Report to the Governor and the Legislature; and to satisfy various fiscal nnaftoon
requirements of the Legislaturé)SCensufureauNationalCenterfor EducatiorStatistics
(NCES)National Educatin Association (NEA), and other goweental and/or private
agencies.

TheAFRsystem isadministeredby the LouisianeBuperintendenbf Education.Eachpublic
school districtshallimplement a computerizedfiscaldata systemthat, at minimum, will
provideallfinancial dataequiredbythe state systemandwill makethesedataavailablen
the appropriateinput formats.

The submitted fiscal data are not acceptedas complete by the LDE until the district or
school has adequately corrected or resolved MBIt questions regarding the data; and
the school district or agencyuperintendent(or equivalent)has subsequentlyprovided
written certificationto the accuracy and aopleteness of final data for the fiscal year.

HOW COLLECTED DATA ARE USED:

Ead submitted Annud FinancidRepot (AFRto the Louisiam Superintendenof Educatio
providesa summary of financialactivitiesfor the schooldistrict or selectedschoolduring
the fiscalyearbeing reported(i.e., precedingJuly1- June30), togetherwith the status of
selected funds and/or account groupings of the end of that fiscalyear (June30). The
report must conformto the formatsk Y R Ay A G NUzOG A2y & LINPODARSR o8

Further explanation and definition of the account classificatio structure, accountirg
terminology, and specifi codes applicabé to the AR report are contained within the
Louisiaa Accountirg and Uniform GovernmentalHandbook which may be reviewed,
downloaded, and/or printed from the DeparmSy (i QWebsite at
https://www.louisianabelieves.com/docs/schacohoice/quide Questions regarding the
handbookshould be directed to the Divisiarf Education Finance, (225) 34289

DataSummary Theelectronic reporting and review of fiscaldata at the level of
detail contained in each district or agency finahaatabase would be rme/resource
consuming and unnecessaryTherefore,aided by recanmendatiors from the Educatim
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Finane Advisoy Canmittee, the Depariment selectel a limited set of AR transaction
recordsfor summarizingthe@ S kfiskRdata.

Eachransactionisidentified by asevendigit Keypunb Codfor eas of crossreferene and

econanmy intransmissionof data: for example, the Keypurch Codedor revenueand other

sourcesof funds transactionsare tied to Source Codesdefined within the Louisiana
Accountingand Uniform GovernmentaHandbook the expendituresand other usesof

fundsare cross referenced to specific Obj&xdeand Functon Codecombinations;and

balancesheetitemsareidentifiedto groupingsf BalancesheetAccountCodes.Keypunch
Codesarealsoassignedo specifidine items of datagivingfund balances ad valoremand

sales/usetax information, and other accountgroupingssuchas fixed assetslongterm

delt, and the status oproprietary and fiduciary fursl

Questionsinvolvingselectionof the proper Keypunch Code under which torsmarize a
specific financial activity should be directed to the Division of Edutaitiéinance.

Fund Categories The financial data representingrevenuesand other sources
of funds, expenditures and other uses of funds goverrmental fund balancesand balan@
shed statusarereportedin the AFRusingthe recordformat in Tablel, Pag 3.30. Eachof
these transactions contains fields which depict the following categorization of
governmental funds

CapitalProjectd~unds Usedto accountfor major capitalacquisitionsor
construction. Thiscategoryexcludes constructiofinancedby proprietaryor trust
funds.

DebtServicd-unds Usedto accountfor the accumulation of resourcego pay
principalandintereston general longterm debtthat is recordedn the digNA O (i Q &
GeneralongTermDebtAccountGroup.

ESSAund. Speciatevenuefundestablishedo accountfor Federarevenues
acquiredunderthe No ChildLeft
BehindAct, andwhichmay be expendedonly for specifiedpurposes.

SpeciaFundrFederd Consolidatiorof all revenuefundsestablishedfor Federally
fundedprogramsother than thoseacquiredunderthe No ChildLeftBehindAd.

OtherSpeciaFunds Usedto accountfor all fundsfrom state or localrevenue
sourceghat maybe legally expendednlyfor specificeducationalpurposes.

GeneraFund. Usedto accountfor all financialresourcesexceptthoserequired
to be accountedor in another naned fund category.

PresentingNumericData: Reportingof financialdatawithin the AFRfollowsthe
basic accountingquationof Assets= Liabilities+ Equity Within this equation asets and
expensesds reduction$o equity) are normally debit balanceswhile liabilities,equity and
revenuegasincreaseso equity) usually have credit balances.

AFR Usr Guide 201718 6



Datafor all of these accountsshoud be reported within the AFRas positive numbers

unless the total/balanceof the specificfield being reported is contraryto its a y 2 NI | £ €
balance Thus,negative entriesouldincludeoverdraftof a ¥ dzy R/Qla & K éaccouata S (
the inadvertentoverpaynent of AccountsPayableresultingin adebitbalance)por a¥ dzy R Q &

A N v oA A

equity balancein whichtotal t A 6 Af AGAS& SE O SHeRialatiekition isF dzy RQ a

needed for the Prior Year Adjustmentstransaction (Keypunch Cod@051194. This
transaction representsthe net equity increase (+) and/or decrease -] adjustments
identified since reportinghe BalancesAt EndOf Year(KeypunchCode005119§ in last

& S I NEBRSubmission. Since theprior NB LJ2BslENEe#At EndOf Yearmust be carried
forward in the current report asthe BalancesAt BeginningOf Year,(Keypunch0051195,
the Prior Year Adjusiments transactionis the only means for properly reporting the
identified adjusiments. Additional guidanceregardingthe reporting andediting of fund
balancetransactionsandtheir inter-relationshipmay be found irSection 6 and Appendix
D.

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

Louisiana Department of
Education Division of
Educaton Finance P.O. Box
94064
Baton Rouge, LA 70868064

COLLECTION PERIODS

Date Action Item
Monday, August 12018 | Collection opens for 2018 Annual Financial Data
Monday, October 1 2018 | Deadline for errorfree AAO in orer to meet other targets.
Print AFR630 and validate all data for FPC AAOQ
Wednesday, October 31 Deadline to complete/final AFR for all FPCs for EXCELLEN
2018/ rating (no outstanding AFR edit errors or unresolved issues

Print AFR630s for all FPCsdavalidate all data
Friday, November 30, 2018 Deadline to complete/final AFR for all FPCs for GOOD ratin
Monday, December 17, 201 Collection closes for 201¥8 Annual Financial Data

Friday, December 28, 201 Deadline to complete/final AFR for all FP&@s NEEDS
IMPROVEMENT rating
Monday, December 31, 201 UNACCEPTABLE rating for all FPCs received on or after th
date
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AFRSYSTEM COMPONENTS

Data ElementsAn individual alphabetical listing of data elements including
meanings, codes, format, and length

Implementation Date 07/01/1993
ELEMENT NAMEdditions

Definition:

Thetotal of allincreasesnadeto a specificFixedAsset,LongTermDebt,ProprietaryFund,or
FiduciarnyFundline itemaccountoverthe periodof the report:i.e., 1 July30June

(Roundto wholedollars.)

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

Use Types: Batch Record Layout(s) aRosition(s):

X StateReports Table IlI, 29

X LocalAccountability Table IV. 29

x PermanenRecords ’

X FederaReports

Revision Date: 07/01/1996 Implementation Date 07/01/1993

ELEMENT NAMBalance (Beginning)
Definition:

The balance of a specific Fixed Asset, Ebergn Debt, Proprietary Fund, or Fiduciary Fund line item
accaunt 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 Ill or IV line item account in thi
8SINRAE NBLER2NI Ydzad 6S GKS aryS Fa GKSNDPERRMNRA:
report.

(Round to whole dollars.)

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

Use Types: Batch Recat Layout(s) and Position(s):
X StateReports Table Ill, @

X LocalAccountability Table IV. @

X PermanenRecords !

X FederaReports
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Implementation Date 07/01/1993
ELEMENT NAMBalance (Ending)

Definition:

The balance of a specific Fixed Asset, Eergn Debt, Proprietary Fund, or Fiduciary Fund line item
account as oftie 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:
Format: Numeric Annual FinancidReport (AFR)

Use Types: Batch Record Layout(s) and Position(s):
X StateReports Table 11149

X LocalAccountability Table IV. @

X PermanenRecords ’

X FederaReports

Implementation Date 07/01/1993
ELEMENT NAMEapitd 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 Harldfowdurther detail. Round to whole
dollars.)

Length: 9 Program Requiring This Data Element:
Format. Numeric Annual Financial Report (AFR)
Use Types: Batch Recat Layout(s) and Position(s):

X StateReports Table ] 69
X LocalAccountability

X PermanenRecords

X FederaReports
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Implementation Date 07/01/1993
ELEMENT NAMEEombined Debt and Noiebt Rate

Definition:

Total sales and use tax rate for the school district. Hebdacter numeric field has an implied
decimal

(999v99); therefore, a tax rate of threend-one-quarter percent (i.e., 3.25 %) would be entered as

00325.

Web AFR Odine System Users (Only): Key this rate with a decimal: for example, 3.25.

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

Use Types: Batch Record Layout(s) and Position(s):
X StateReports Table Il (Sec B), 19

X LocalAccountability

X PermanenRecords

X FederaReports

Implementation Date 07/01/1993
ELEMENT NAMBebt Serice Amount

Definition:

Schoolistrict sales/useax revenuesdedicatedto interestand principalamountson outstandingdebt.
(Roundto wholedollars.)

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

Use Types: Batch Record Layout(s) and Position(s):
X StateReports Table Il, (Sec B), 34

X LocalAccountability

X PermanenRecords

X FederaReports

AFR Usr Guide 201718
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Implementation Date 07/01/1993
ELEMENT NAMBebt Service Funds

Definition:

Governnental funds used to account for the accumulation of resources to pay principal and interest
on general longterm debt that is recorded in the entity's General Lefgrm Debt Account Group.

(See Louisiana Accounting and Uniform Governmental Handboolrtbef detail. Round to whole
dollars.)

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

Use Types: Batch Record Layt(s) and Position(s):
X StateReports Table ] 59

X LocalAccountability
X PermanenRecords
X FederaReports

Implementation Date 07/01/1993
ELEMENT NAMBPBeletions

Definition:

Total of all deletions made to a specific Fixed Asset,{Ieng Debt, Proprietary Fund, or Fiduciary
Fund line item account over the period dfet report: i.e. 1 Jukg0 June.

(Round to whole dollars.)

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

Use Types: Batch Record Layout(s) and Position(s):
x StateReports Table 11, 9

X LocalAccountability Table IV. 8

X PermanenRecords '

X FederaReports
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Revision Date: 10/27/1993 Implementation Date 07/01/1993
ELEMENT NAMBistrict/Ward Rate Levied (Low/High)

Definition:

Separate data fields for the lowest and the highestosdhax millages levied by the school board on

a districtor wardbasis: i.e. as opposed to a parishwide basis. The associated revenues are reported
as "District/Ward Revenue From Tax," Table Il (Sec A); and the number of school taxing districts
involved & reported as "Number of Districts," Table Il (Sec A). Eabtlafacter numeric field has an
implied decimal (999v99); therefore, rates of eard-three-quarter mills (i.e., 1.75 mills) and two
and-one-tenth mills (i.e., 2.1 mills) would be entered as 08&nd 00210, respectiveldote: 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 Odine System Users (Only)): Key the District/Ward Ratdthva decimal: for example,
1.75 and 2.10, respectively.

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

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

X StateReports Table I, 34 (Low Rate)

X LocalAccountability ;

« PermanenRecords Table I, 39 (High Rate)

X FederaReports

Revision Date: 10/27/1993 Implementation Date 07/01/1993

ELEMENT NAMBistrict/Ward Revenue From Tax

Definition:

Revenue collected from a categoryszhool taxes (for example: all renewable taxes) levied by the
school board on an individual taxing district/ward basis as opposed to a pédstbasis.

Note: Entry of District/Ward Revenue also requires entries for "District/\Ward Rate Levied
(Low/High),"Table Il (Sec A), and "Number of Districts," Table Il (Sec A).

[Round to whole dollars.]

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

Use Types: Batch Record Layout(s) and Position(s):
X StateReports Table 1(Sec A), 47

X LocalAccountability

X PermanentRecords
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X FederaReports

Revision Date: 07/01/2003 Implementation Date 07/01/1993
ELEMENT NAMEederalEvery Student Succeeds Act (ESBANds

Definition:
Special revenue fundstablished to account for Federal revenues acquired undelBtery 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:
Format: Numeric Annual Financial Report (AFR)
Use Types: Batch Record Layout(s) and Position(s):

X StateReports Tablel, 39
X LocalAccountability

X PermanenRecords

X FederaReports

Revision Diz: 07/20/1999 Implementation Date 07/01/1993
ELEMENT NAME3eneral Funds

Definition:

Revenue fund used to account for all financial resources except those required to be accounted for ii
another of the fund categories named within Table | of the Aalrikinancial Report (AFR).

(See Louisiana Accounting and Uniform Governmental Handbook for further detail. Round to whole
dollars.)

Length: 9 Program Requiring This Data Element:
Format: Numeric Annual Financial Report (AFR)
Use Types: Batch Record Layout(s) and Position(s):

X StateReports Tablel, 19
X LocalAccountability

X PermanenRecords

X FederaReports

AFR Usr Guide 201718 13



Implementation Date 07/01/1993

ELEMENT NAMEKeypunch Code

Definition:

The unique code assigned by the Louisiana Depamt of Education (LDE) to each separate line item

of the Annual Financial Report, including specific totals anetatatbs. A separate Keypunch Code has
been assigned each applicable revenue source code, balance sheet account, unique combination of
objectand function codes used in reporting expenditures, and to selected entries representing fund
balances and/or adjustments, fixed assets, kbexgn debt, and tax information.

(See Appendix B, AFR User's Guide, for Keypunch Codes and the Louisiana Acaod tdimform
Governmental
Handbook for related accounting codes: e.g. source, object, etc.)

WARNING: Keypunch Codes have become primary identifying data within LDE/PAIR (and some LEA:
financial database systems; thus, any subsequent reuse and/oringitef of a specific code may prohibit
the ability to consolidate and/or compare data from different reporting cycles.

Length: 7

Format: Alpharumeric

Use Types:

X StateReports

X
X
X

LocalAccountability
PermanenRecords
FederaReports

Revision Date: 07/31/2009

ELEMEN NAME:Local Educational Agency (LEA) Code

Program Requiring This Data Element:

Annual Financial Report (AFR)
Batch Record Layout(s) and Position(s):

Table I, 11

Table 1l (Sec A), 11
Table 1l (Sec B), 11
Table Ill, 11

Table IV, 11

Implementation Date 07/01/1993

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

AFR Usr Guide 201718

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. LandryParish

050 St. Martin Parish

051 St. Mary Parish

052 St. Tammany Paris|

053 Tangipahoa Parish

054 Tensas Parish

055 Terrebonne Parish

056 Union Parish

057 Vermillion Parish

058 Vernon Parish

059 Washington Parish

14



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
Paridh

Length: 3

Format: Alpharumeric

Use Types:

X StateReports
LocalAccountability

X
X PermanenRecords
X FederaReports

Revision Dated7/31/2009

034 Morehouse Parish

035 Natchitoches Parish

036 Orleans Parish

037 Ouachita Parish

038 Plaquemines Parisf

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 ZacharyCommunity
School District

068 City of BakeBchool
District

069 Central Community
School District

Program Requiring This Data Element:

Annual Financial Report (AFR)
Batch Record Layout(s) and Position(s):

Table |, 8

Table Il (Sec A), 8
Table Il (Sec B), 8
Table 111, 8

Table IV, 8

Implementation Date 07/01/1993

ELEMENT NAMHE:ocal Educational Agency (LEA) Codécontinued)

Definition:

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

Length: 3

Format: Alphaomeric
Use Types:

X StateReports

AFR Usr Guide 201718

Program Requiringhis Data Element:

Annual Financial Report (AFR)
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X LocalAccountability Table |, 8
X PermanenRecords
= Table Il (Sec A), 8
FederaR t
X Federakeports Table Il (& B), 8
Table Ill, 8
Table IV, 8

Implementation Date 07/01/1993
ELEMENT NAMBon-Debt Service Amount

Definition:

School district sales/use tax revenues dedicated to operating expenses. (Round to whole dollars.)

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

Use Types: Batch Record Layout(s) and Position(s):
X StateReports Table Il (Sec B), 24

X LocalAccountability

X PermanenRecords
X FederaReports

Revision Date: 10/27/1993 Implementation Date 07/01/1993
ELEMENT NAMB umber 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/\WWard Revenue From Tax," Table Il (Sec A), ant
"District/Ward Rate Levied (Low/High)," Table Il (Sec A).

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

Use Types: Batch Record Layout(s) and Position(s):
X StateReports Tablell (Sec A), 44

X LocalAccountability

X PermanenRecords

X FederaReports
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Revision Date: 07/20/1999 Implementation Date 07/01/1993
ELEMENT NAMEdditions

Definition:

All funds from state or local revenue sources that may be legally expended for only specific educatio
purposes . (Round to whole dollars.)

Length: 9 Program Requiring This Data Element:
Format: Numeric Annual Financial Report (AFR)
Use Typs: Batch Record Layout(s) and Position(s):

X StateReports Tablel, 49
X LocalAccountability

X PermanenRecords

X FederaReports

Implementation Date 07/01/1993
ELEMENT NAMERarishwide Rate Levied

Definition:

School tax millage lexl by the school board on a jurisdictigvide basis. The fiveharacter numeric
field has

an implied decimal (999v99); therefore, a rate of tad-one-half mills (i.e., 2.5 mills) would be
entered as 00250.

Web AFR Gtine System Users (Only): Key ttate with a decimal: for example, 2.50.

Length: 5 Program Requiring This Data Element:
Format: Numeric Annual Financial Report (AFR)
Use Types: Batch Record lyaut(s) and Position(s):

X StateReports Table Il (Sec A), 19
X LocalAccountability

X PermanenRecords

X FederaReports
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Implementation Date 07/01/1993
ELEMENT NAMBarishwide Revenue From Tax

Definition:

Revenue collected from a category of school taxes (for example: all constitutional taxes) levied by th
school boad on a jurisdictiorvide basis.

(Round to whole dollars.)

Length: 9 Program Requiring This Data Element:

Format: Numeric Annual Financial Report (AFR)

Use Types: Batch Record Layout(s) and Position(s):
StateReports Table Il (Sec A), 24

X
X LocalAccountability
X PermanenRecords
X FederaRepors

Revision Date: 07/10/2000 Implementation Date 07/01/1993
ELEMENT NAMESchool Year (Fiscal Year)

Definition:

Beginning year of the fiscal year covering the school session beingadpo

(Use format YYYY: for example, enter "1993" to report data for the-1993 fiscal year or school sessiol

Length: 4 Program Requiring This Data Element:
Format: Numeric Annual Financial Report (AFR)
Use Types: Batch Record Layout(s) and Position(s):
X StateReports Table |, 4
X LocalAccountability Table Il (Sec A), 4
X PermanenRecords ’
X FederaReports Table Il (Sec B), 4
Table 111, 4
Table 1V, 4
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Implementation Date 07/01/1993
ELEMENT NAMESign 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:

Format: Alpharumeric Annual Financial Report (AFR)

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

X StateReports Table I; Positions: 28, 38, 48, 58, 68, 78, 88
LocalAccountability Table Il (Sec A); Positions: 33, 56, 66

Table Il (SeB); Positions: 33, 43, 53
Table IlI; Positions: 28, 38, 48, 58
Table IV; Positions: 28, 38, 48, 58

X
X PermanenRecords
X FederaReports

Implementation Date 07/01/1993
ELEMENT NAMESite Code

Definition:

Code assigned by LDE within the Sponsor/Site (SPS) Database to each siteulithin 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,
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., agsat 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 ente
their LEA Coddollowed by "XXX", within each AFR record. For example, the East Baton Rouge Paris
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 fet RISand for those cityarish
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 sitelevel AFR data within the current reporting cycle.
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Length: 6 Program Requiring This Data Element:

Format: Alphaomeric Annual Financial Report (AFR)
Use Types: Batch Record Layout(s) and Position(s):
x StateReports Table I; Position€2-97

LocalAccountability Table Il (Sec A); Positions-92

Table Il (Sec B); Positions:®2
Table IlI; Positions: 927
Table 1V; Positions: 927

X
X PermanenRecords
X FederaReports

Revision Date: 07/20/1999 Implementation Date 07/01/1993
ELEMENT NAMEBESpecial Fund Federal

Definition:

Consolidation of all revenue funds established for federally funded programs other than those
acquired under théevery Student Succeeds Act (ESSA

(Round to whole dollars.)

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

Use Types: Batch Record Layout(s) and Position(s):
x StateReports Table |, 29

z LocalAccountability
X PermanenRecords
X FederaReports

Implementation Date 07/01/1993
ELEMENT NAMEystem Indicator
Definition:

The unique cod@entifying the automated data reporting system to which the data belongs. The entr
must always be "AFR" for Annual Financial Report records.

Length: 3 Program Requiring This Data Element:
Format: Alphaomeric Annual Financial Report (AFR)
Use Vpes: Batch Record Layout(s) and Position(s):
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X StateReports Table I, 1
X LocalAccountability Table Il (Sec A), 1
X PermanenRecords '
X FederaReports Table Il (Sec B), 1
Table lll, 1
Table IV, 1
Revision Date: 07/01/1996 ImplementationDate 07/01/1993

ELEMENT NAMH:otal Ad Valorem Tax
Definition:

Total revenue from a category of school taxes levied jurisdistime (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 Taxe

- Gross (i.e., Keypunch Codes 0000300 through 0000400) should equal the tax revenues reported in
Table II, Section A, Ad Valorem Taxes (Keypunch Codes 0@baifh 0062650).

(Round to whole dollars.)

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

Use Types: Batch Reard Layout(s) and Position(s):
X StateReports Table Il (Sec A), 57

X LocalAccountability

X PermanenRecords

X FederaReports

Implementation Date 07/01/1993
ELEMENT NAMH:otal Funds

Definition:

The total (by each line item) of the general, special, Fede®8&Aspecial fund Federal, debt service,
and capital projectfund entries reported for that line item.

(Round to whole dollars.)

Length: 9 Program Requiring This Data Element:

Format: Numeric Annual Financial Report (AFR)
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Use Types: Batch Record Layout(s) and Position(s):

StateReports Table I, 79
LocalAccountability
PermanenRecords

X
X
X
X FedealReports

Revision Date: 07/01/1996 Implementation Date 07/01/1993
ELEMENT NAMH:otal Sales and Use Taxes

Definition:

Total school district revenues from sales and use taxes. This totaldsagrde with the sum of debt
service and nondebt service revenues for the same report line item.

Note: The amounts reported for Table I, Section 1.b, Sales and Use-Tas (Keypunch Code
0000500) should be the same as the tax revenues reportdalie Il, Section B, Sales and Use Taxes
(Keypunch Codes 0063300 thru

0063320).

(Round to whole dollars.)

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

Use Types: Batch Record Layout(s) and Position(s):
X StateReports Table Il (Sec B), 44

X LocalAccoungbility
X PermanenRecords
X FederaReports

RESPONSIBILITIES

Thefollowing sectionsaddressspecificareasof responsibilityaffectingthe accurate
collection, reporting, and intemgtation of Annual Financial Report (AFR)stendata.

ORGANATIONAL RESPONSIBILITIES

Public School Districts/Local Educational Agencies{LEA)
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Each public school district is requiredrnt@intain ameans of tracking and reporting its
financial acvitiesandstatusthat meetthe requirementsof the LouisianaRevisedtatutes,
applicableState and~ederareguations,andthe policiesof the Sate Boad of Elenentary

and Seconday Education(SBESE)hepublicschooldistrictis responsiblefor accuately
reportingthesefiscaldatato the Louisian&tateDepariment of Education(L®E), on a
timely basis, in accordance with the requirents, methods, and schedules prescribed by
this guide.

LSDE/Division of Education Finance

The Divisian of Educaton Finane will provide other elementsof the Louisiama Staie
Deparment of Educatiorandthe PublicSchooDistrictswith policyguidanceand
interpretation of the LouisianeRevise Statutes applicabé State and Federaregulations
and SBEBpoliciesasthey pertaintothe requiredreporting of publicschooldistrict fiscal
datawithin the Annual Financial Report (AFR) Syste

LSDE/Division of Planning, Analysis and Information Reseurces

DataManagemen Sction. The DataManageanent Sectia will coordinate the definition,
collectionand processingf datawith the publicschool districts, ITS, and other glents of
the Deparment that require use of the datacolleced. DataManagement will provide
technicaguidane to PublicSchooDistrictson the indusionof fiscal data within various
record fomats of the autanated system andn the interpretation/resoltion of
transactiongejectedasinvalidby the systenmedits. In addition,the DataManagement
Sectionwill reviewpolicyguidancessuedoythe Divsion of EducationFinanceregarding
financial datareportingto determine whether changeor enhancenent of the automated
system willbe requiredto reflect the effect of newpolicyor legislation.

Information TechnologyServicegITS. ITS is responsiblfor the creation and maintenance
of databasedor the storage and effective utilization of the datasubmitted by the Public
SchooDistricts. Datasubmitted by the publicschooldistrictswill be processedn atimely
basis. Aredited,print-readyreport from eachsulmissionof annualfinancialsystemdatawill
bereturned tothe schooldistrictvialnternetandDataTransfeManaganent (DTM)System;
where applicablealist of transactionerrorswill bereturnedfor report correctionand
resubmission. ITSwill provide schootlistrictswith copiesof terminal emulation and/or
encryption software necessary for the Internet file transfer of data required by the State.

SCHOOL DISTRICT AFR CONTACTS/COORDINATORS

Districtsarerequestedto notify LSDHDataManageament if the AFR contact needs to be
changed orupdatedt KS O2NNBXOGA2Yy F2N¥Y Oly 06S F2dzyR
Portal. {LSDE/DatManagement Contaciiie i ICOO G0
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AFR FILEBUILDER: INSTALLATION AND OPERATION

A separate submission of financial information to the WAHR system via tHepuisiana
Educational Accountability Data System (LEADS) Portal
(https://leads.doe.louisiana.gove/pt)/is required for each district or SBEsg#proved

charter school (i.e., typek, 2, 3, 4, and 5) that operated during the jesimpleted school
year, as well as for the LSU and Southern Lab schools. AeveEreport is also required

for RSELDE. Each reporting agency or school may either create/update their AFR data
through online 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 adefjigate
extract/preparation software; and who may wish to use HDfgished 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 oy

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 Toots A preformatted Excel AFR spreadsheet and one of theddé¥eloped

Access modules in the AFR_Filebuildar(2017-2018) series. These tools, together with
applicable operatinginstructions, may be downloaded from the AFR User's Guide
Webpagehttps://leads13.doe.louisiana.gov/lug/AFR/AFR.htm

Two versions of the conversion tool are available from the Webpage. The version named
AFR_Filebuilder_LE¥er 207-2018).mdb, which handles LEW&vel AFR data, is intended

for use by RSIDDEput, 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 us&FR_Filebuilder_SITE (Ver2018).mdb which incorporates use

of the site code within the text fileA copy of the operating instructions starts at Page. C

AFR Filebuild Tools (Version 2013-2014)

The two zipped "Version 2013-2014" files below each contain a self-extracting file { EXE) consisting of an Access module that will convert content of the formatted Excel spreas
formulas, above) into the standard AFRG00 fixed-width text file format. The first Access module (AFR_Filebuilder_SITE (Ver 2013-2014)) inserts the user's site code into positi
entities required to report AFR: data by individual school ( .g., all charter and [ab schools). The second Access module (AFR_Filebuilder_LEA (Ver 2013-2014)) is foruse by R
and (if desired) for use by any multi-school entity that reports a consolidated AFR covening all their sites (e.g., individual city/parish school districts; SSD # 1, QJJ, etc.). Both m
AAD or other valid code) for insertion into positions 89-91 of each output record. Completed AFR text files must be uploaded directly to the Web-AFR System via the LEADS P
these file creation tools will require 10 MB of hard drive (specifically C-Drive) on a PC having both Microsoft Excel and Access (Version 2003 or greater compatible). Note: Ope
clicking icon) the self-extracting file, which will create the folder "CAAFR_FILEBUILD" on the target PC and insert the Filebuilder module within that folder. Direct questions to Y

Requires Microsoft Access and Excel (both Version 2003 compalible) on users PC

IMPORTANT: Flease review Operating Instructions Step 1 BEFORE downloading the zipped files .

OPERATING INSTRUCTIONS PDF @ Read carefully

AFE_Filebuilder LEA (2013-14)
AFF. Filebulder SITE (2013-14)
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PreFormatted Excel SpreadsheetTdb)
d .

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW
r-
D % Courier - - Nrap Text
Egy -
Paste v M
Clipboard Faont Alignment
H73 - Sl o
c D E

Use drop-down to enter 3-Char Fiscal Project
Code from list in last tab. (Basic AFR = AAQ)

VIEW DEVELOPER ACROBAT
- Conditional Format as
Formatting
Mumber
F G H

ANNUAL FINANCIAL REPORT (AFR)
FISCAL YEAR 2017-2018
TABLE 1

Table
Styles

| Enter Applicable LEA or Site Code and Name  [Tab 1, Cell D5]

El AutoSum -
Fill
Insert Delete Format Sort
- - - £ Clear~ Filter
Cells Editing
K L

ROUND TO WHOLE DOLLARS.

SECTION A. REVENUES

REVENUES FROM LOCAL SOURCES

15 1 Taxation

16 a.  AdValorem Taxes - Gross

17 (1) Constitutional Tax

18 (2) Renewable Taxes 0000350
19 (3) Debt Service Taxes 0000400
20 (4) Up to 1% Coliections by Sheriff on

21 Taxes Other than School Taxes

22 (5) Result of Court-Ordered Settlement 0000500
23 (6) Penalties/Interest on Property Taxes 0000550
24 (7) Taxes Collected Due to

25 Tax Incremental Financing (TIF)

26 b Sales and Use Taxes

27 (1) Sales and Use Taxes 0000750
28 (2) Sales/Use Taxes - Court Settlement 0000800
29 (3) Penalties/Interest on Sales/Use Taxes

30 (4) Sales/Use Taxes Collected Due to

<y Tax Incremental Financing (TIF) 0000800
32 2 Revenue From Local Governmental

33 Units Other Than LEA's

34 3 Tuition

35 a From Individuals

36 (1) Excluding Summer School 0001150
37 (2) For Summer School 0001200
38 b. From Other LEA's

39 (1) Within The State

40 (2) Outside The State

41 C. From Other Government Sources

42 (1) Within The State 0001450
43 (2) Outside The State 0001500 1331
44 d From Other Sources 0001550 1390 a

45 4 T}ansponalion Fees
» Rev_Expenditures

BalanceSheet Taxes_Capitalassets

Prop_Fiduciary

FiscalProjectCo ...
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AFR_Filebuilder Access Module: Control Form

fm Filebuild Platform
Excel Spreadsheet-to-AFRG00 (Text) Conversion: Software Version 2003.LEA. 3.4, 15-May-2012

Version: For: M EA 396 (RSD-LDE) and (optional) Exit

(2017-2018] LEAs 001-069, 101, 304, or AD2.
Current AFR Report Criteria: : X
— L Liriteria See Valid Proj Codes SR EAD
Change LEA [ 056 § =001-069 or 3A1-3A7 or - il
l—] (2] 101 or 304 or 396 or AD2 Change Project Code | [_2A0 ) |
Change FY 2017-2018 ' Operating
Proy Cdf Needs BS, Taxes, Tables 3 & 4 (¥ ﬂ Instructions

... are Criteria Above Correct?

—— Press to Import Excel File: AFR_SPREADSHEET LEA.xls,
Go Extract/Convert Data Content, & Export AFR600 Text File
to C:\AFR_FILEBUILD\2017-2018_AFR600_LEA-xxx. txt

POST-EXPORT Review: :i <= Impoarfed Profect Code Imported:

Imports: => [Table 1 “ Bal Sheet “Table 28 “Table 2B “Table 3 “ Table 4 J

Extract &
Round: => ITabIe i “ Bal Sheet “Table 24 HTabIe 2B “Table 3 “ Table 4 J

Exported
Output: => [ Review Output AFRE00 File ] Date {mm/dd) =>

Time (24-Hr) ==

Possible I Review Imported InvalidfInactive KPCs I

I Wipe ImportfExport Data I

OPIRATING INSIUCTIONS: AFR BBUH DER

[Corverting AFR Standard Excel SpreadsheAHR600 Batch Upload Text File Fdima

1. Generd& Priorto 2007-2008,reports offiscaldataby "non-district" LEAsuchas
universitylab and charter schoolsconsistedof pre-formatted Excel spreadsheets
completed by the LEA staff andmailed to LDE (Division of Education FinancE)e pre
formatted Excelspreadsheetganstill be usedby "non-district” LEAdor enteringtheir
fiscaldata. However,startingwith FY2007-

2008, the fiscal dataubmitted to LCE by uniersity lab schools, charter schools |§€g 1
thru 5), and RSIDDEmust be famatted as fixed-width text filesasdescribedby the AFR
recordlayoutsin Sectior3, AFRUser'sGuide and (effective20082009)must be uploaded
directly to Web AFRvia the LEADSPortal (https://leads.doe.louisiana.gov/pt)/
Conversionof the Excelspreadsheet conteninto AFRtext file format may be
accomplished usingone of the zipped Access'AFRFilebuilder"modulesdownloadable
from this Webpage :

a. Each ppedfile contains:the pre-formatted Excel spreadsheeaFR Formwith
formulas.x|$; one of the Accessiodules AFR_Filebuilder_SITE (¥2617-2018).mdbor
AFR_Filebuilder_LEA (\2€17-2018.mdb); and a selextracting version of that sae
Accessnodule,i.e., with an "EXE" file extension.
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b. Accessmodule "AFR_FilebuildeSITE(Ver 2017-2018.mdb" is designedfor use by

the university lab schools(LSU & SouthernLab)andthe individualcharterschoolg(Types
1,2,3,4,and5)to createa site-level ARRtext file. The applicale site code will be inseted

into Positions 9297 ofeach ouput record.

c. Accessnodule "AFR_FilebuildeLEA(Ver 2017-2018.mdb" is designedfor use by
RSBLDE and any other "non-district" LEAfor which LDE(Divisionof Edwcation Fnhance)
requiresfiscaldata be summarized/sumitted asan LEAlevel AFRtext file. The3-char
LEACodeand"XXX'will be insertedinto Positions92-97 of eachoutput record. Note: If
desired,this versionof Access modulandrelated spreadsheet may alsobe usedby a
city/parishschooldistrict (LEA001-069)to createan AFR60Qext file that canbe uploaded
directlyto the LDEAFRdata collectionsystem viathe LEAD®atal. Thisoption maybe
usedasan alternativeto the online updatemode of file submission.

2. Procedures *** PLEAE REVIEWSTEP 1 INSTRUONS BEBRE ATTEMPTING
DOWNLOAD * *

Whilethere may be several differentvays or shortcuts by which actions descdbed below
canbe performed and still obtain thedesired resul$, the useris requested to print and
follow the givensteps(at leastthe first time) to ensure none of the required conditons
or helpful featuresare overlooked.

a. STEH. Detemine whetherthe AFRdatayour agencyor schoolwill report must be
summarizedat Sitelevel or at LEA level,then Openthe applicable AFR_Filebuder_xxxx
(Ver2017).ZIPfile on this Website("xxxx"=" SITE or "LEA"). Selectthe selfextracting
version (i.e., RR_Filebuilder_xxxx (V@017-2018.EXEpf the module,then extract by
double-click or using thé&xtractbutton. A PKSFXvindow will open that shows (upper
left corner) Extract To: CAAFRFILEBUD. Selectthis option by pressindgextract
(lower left corner).

(1) If directory (folder) "CAAFR_FILEBUILBAs NOTbeen previouslycreatedon your
PC,you will receivethe question"Create CA\AFR_FILEBLD'directory?" Answer"Yes.
Theauto-extract processwill then createthe folder and placethe Accessnodule
(AFR_Fileblder xxxx (VeR017-2018.mdb) intothat folder.

(2) If your PCDOESavedirectory (folder)"CAAFR_FILEBUILENe "create directory?
guestionwill not appear andhe Accessnodulewill be extracted/placed into thefolder on
your PC- - - EXCEPTIf an AccesdHlebuildermodulewith the identicalfilename already

exists at that location, youwill askedwhetheryouwishto overwrite the existingmodule- -

- answer"Yes' to get a fresh copy of the Filebuilder. Note: Deleteany copiesof
AFR_Filebuildexxxx.mdbretained from previousyear (i.e., one which does not hav&/ér
20172018 in nane) since the prior versions will not correctigert site codes or LEAXXX in
output recads.

AFR Usr Guide 201718 27



(3) Before closing the Ziwindow, selectthe pre-formatted Excekpreadsheetgi.e.,AFR
Form - with formulas.xI$ and tranger that file to the CtAFR_FILEBUIli@der. Byusing
the EXTRAJutton and BROWStEeatureto find the C\AFR_FILEBUIEdder, you will
retainthe Excefile's assignedilename. If youmovethe Excefile to the destinationfolder
by OPENIN®riewing) theExcefile, then selectingthe "File/Sve As' option, the original
filename may or may not be retained (dependingn your zip software). Note: Thissane
Exceffile format is usedwith both AFRFilebuildersj.e., Siteand LEAlevel. Thausers
datareporting requrement (Sitevs.LEA) determineswhich Filebuilcer applies. A copy of
the Excefile is also sepastely available at thi$Vebpage under:Forms: FY2017-2018AFR
Form- with formulas.xls

b. STER. Preparethe Excelspreadsheetdy entry of the agencyor schoolnamein the

first tab; then save(or rename) under whatever filenene you findmost descriptive. DO
NOT add colmns/rows to the individual spradsheets; and DO NOT overlay any heading
rows with "paste” function - - - either action could possiblydestroy preloadedimport
headings& rangesthat are critical to the conversionprocess. Thesprealsheetscontain
formulasthat calalate row totals for eachKeypunchCode;and calailate all value fieldsfor
rowsthat are subtotalsor grand totals, including Keypunch Codes 00511900&5d.196.
Camplete entry of your AFRdata intothe Excel spreadsleets and save the file. Note: The
Exceffile in whichyou enter the fiscaldata doesnot haveto remain within the
C\AFR_FILEBUIE®)er - - - however, see Step 3.

c. STEBS. Openthe completed AFREXxcelfile (whereverlocatedand however named).
Use"File/Save As"to savea copy ofthe completed file under filename
"AFR_SPREADSHEET_ SITé.&iAFR_SPREADSHEER.xI§ dependingon the level of
fiscaldatabeingreported. This renaned copy MUSTbe placed within the
"CAAFR_FILEBUILDIder. dose any open spreadsheethen exit Excel. Note: Unless
the filename is properly assignedand spelledcorrectly, and the file placed in the correct
folder, theHlebuilder moduleWILL NODe able to find" the AFR Excéle and import the
spreadsteet content.

d. STER. Openthe Accesd-ilebuildermodule (AFR_Filauilder xxxx(Ver2017).mdb),
which will automatically take you to the Fileébuild Platfarm (Accesd=om). Erter the LEA
or site code, as applicable,and the FY(beginningyear) of the AFRdata beingreported.
Presghe GO button to import/convert/exportthe AFR_SPRESHEET (SITEor LEA).xIs
datainto the proper AFR60@ixed-width text file format. If decimal values(other than
tax rates) are encountered,they will be roundedto nearestfull dollar. Dependingon
the versionof Filebuiter used,the exported text file will be named "2017-

2018 AFR600_L&xxx.txt' or "2017-2018 AFR600_SIP&xxxx.txt; andwill be exported
to the "CAAFR_FILEBUILIBIder. YoushouldgetaProcess Completmessagestating:
"ReviewData; Get AFR600.txfrom C\AFR_FILEBUILD Goto Sep 5 before you exit
the Access mdule Fiebuild Patform form.

Operational Problemsor _Errors  If you receivean error messageor the Fileluilder
macro halts for any reason,go to the
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Troubleshooting section at theotbom of these instructions.

e. STER. Beforeusingthe AFR60Qext file createdby Step4, make surethere are no
obviousproblems with your data. TheFilebuild PlatfornfPostExport Review Section)
provides several tools to identify suspedata or basic error conditions.

(1) Eirst, check"Review Importednvalid/Inactive KPG' count. Thereviewbutton lists
anyinvalidkeypunchcodes orvalid (but inactive)keypunchcodescontainedwithin the
Excebkpreadsheet$rom which the fiscaldatawasimported/extracted. Recordscontaining
invalid/inactivekeypunchcodes ARENOT exported into the AFR60Gext file. However,
if the review shows contenbther than zeroesassociatedvith theserecords,it is possible
that thesevalues(revenues, expendituregtc.) couldhavebeen left out of other, valid
records.

(2) Secondcheck"Review Suspect Recofdsount. Thereviewbutton listsexported
recordswhose content present "fatarrors’ suchasmissingdata; or arow with values
that do not sum tothe reported "Total" field. (Missingdataoften resultsfrom moving a
previoudy entered value to another field or row of the Excel spreadshadtfailing to
restore the originalfield to zero.)

(3) Other reviewsavailablewithin the Filekuild Platforminclude: imported data by
table; data that was extracted

(with rounding ofany deamal valuesfrom the imported data; and a review of the final
exported AFR600 file.

IFthere are suspectrecords,invalidor inactivekeypurch codeshavingcontentgreater
than zero,or identified errorsfrom reviewing the AFR600 file, go$bEF7; Otherwise,
continue with next action STEP 6).

f. STEB. Usingtime/date information from the Filehuild Platformand the file's creation
or modificationdate (visible using

Windows Exploreror My Camputer), confirm that the exported AFR60Gile from Step4
(i.e.,2017-2018 AFR600_L Exxx.txtor

20172018 AFR600_SID&xxxxxt) is the correct file version. Replace "xxx" or "XxXxxxx"
with the appropriateLEACodeor Site Code.If needed/desiredadd anyfurther identifiers
to the filename neededfor local control. AnyAFR60Gilescreatedthroughthis process
should be uploadedvia the LEADSortal (https://leads.doe.louisiana.gov/pt)/ as
describedwithin Section4 of the AFR Systerdse's Guide. Note: Do NOT sendcopies
of your Excelor text files to LOE/EdFinanceor LDE/PAIRInlessa copy has specifically
been requested.

g. STEH. If AFRdataerror conditionswere identified (whetherfrom Step5, from local
review,and/or from LDEeviewor automated edits), corrections should leade 1 the
originalExcekpreadshee{seeStep 2)with whichthe processbegan. Toprevent
confusion,the AFR_SPREADSHEET_(@ITHER).xIs file that was last used as the data
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import vehicle should be deleted or renamed. Then, repeating Step 2 through Stép
you should correct your fiscal data and resubthe updated AFR600 file toVeb- AFR via
the LEADS Portal. Once your AFRB®error-free, the pocess is caplete.

Troubleshooting Problems

ProblemNo. 1: TheMicrosoft Jetdatabaseengine(i.e., Accessmport macro)cannot
find the expectedsourcedata spreadsheetat folder C\AFR_FILEBWIL Posible causes
are:

a. CAUE The useés PC does not contain folder (directoGAAFR_FILEBWIL

EIX Create foldeC\AFR_FILEBUIBDBd move tle spreadsheet to that location. Restart
from Step 4

b. CAUSE The capleted and renaned Excel spreadsheet was not placed in the proper
folder.
FIX Move the speadsheet tofolder CYAFR_FILEBUILD of us&C. Restaftom Step4.

c. CAUE TheExcekpreadsheet filenene wasmisspelled.

FIX Corret so that filename for site-level data reads"AFR_SPREADSHEET SITBrxI
filename for LEAevel data readsAFR_SPREADSHEET _LEADdsnot leave out the
connecting mderscores ( ). Restart fom Step 4

d. CAUSE The assigned Excel filena does nommatchthe version of Filebuilder being
used.

Reminder: Accessnodule "AR _FilebuilderSITEVer2017-2018.mdb" is designed to
import site-level fiscal data fronkxcel file'AFR_SPREADSHEREXIS'; while the module
"AFR_FilebuildeLEA(Ver 2017-2018.mdb" is designed tomport LEAlevel data from
Excel file AFR_SPRESHEETLEAXIS".

EIX If the wrong AFR spreadsheet filemawas used, correct thBlename. If the
spreadsheefilename iscorrect, but the wrong Access Filebuildeodule is being us
then delete the existing=ilebuildermodule and downloadhe correct version fronthe LDE
Website. Restart fromStep4.

e. CAUE The conputer fromwhich the user is attepting to operatethe Filebuitier
module cannot reach

"C\ AFR_FILEBWILusing that path or drive designatiorzor exam: the required folder
(directory) and AFR spreadsheet file are (propeirigtalled on €rive of PC #1 and the
Filebuilder module located on a netrk server (Drivek). However, the user attempts to

AFR Usr Guide 201718 30



operate he Filebuilder fromanother computer(PC #2) on the network that has PC #1
mapped as DrivaV.

EIX The usemust either use te original computer (PC #1) on whhithe proper folder and
spreads$eet presently reside;

or create/instll the properfolder (C\ AFR_FILEBWILand spreadsheet on-DOrive of the
second canputer (PC #2)

. Restart fronBtep4.

ProblemNo. 2: ReceiveMicrosdt Accesamessagethat: "Field[xx] doesnot existin
destinaion table." Possiblecausesare (in suggested order of review):

a. CAUE The spreadsheet used for data entry amgort is NOT a copy of the correct
pre-formatted Excel spreadsheeAFR Formwith formulas.x$) available fronthe LDE
Website. Ifso, the format is probably fronone that was used for FY 20@Q008, or earlier
periods. Note: The spreadshé&sfkilebuild Process version numibsan be idetified by
selecting'File/Prgerties’ and looking irSubject field; or byight-clicking the filenarafrom
Windows Explorer.

EIX IfPropertiegSubjectFeld) of the Excel file being uselbes notcontain a Filebuild
Process version maber equal to or greater thaWersion 0723-20090, then download the
correct pre-formatted Exel spreadsleet file andre-enter all

fiscal data Thismeansrestarting processat Sep 2.

b. CAUSE The Access Filebuilder moduigoort table formats and/ormacros have been
corrupted or modified.

FIX Download "freh" copy of Filebilder module, overwriing the "old" c@y. Be sure to
get the correct vesion, i.e, SITEVer2017-2018 vs. LEA (Ve2017-2018. Restart process

at Step4.

c. CAUSE) Additional colmn(s) was/were inserted into the Exc@readsheet; ORone

or more pre-loaded mport field names (in hidén rows, spreadsheet) were deleted or
modified; ORspreadsheés naned import range(s) was/werenodified to take in additional
column(s). (Note: For any of these changes to ocdhe password protection of individual
spreadsheetsnust have been compraised.)

EIX If user canat return the spreadsheetto original format (deleteinsertedcolumns
and/or replacedeleted field names), then usenust re-enter fiscal datanto a new copy of
pre-formatted spreadsheet (AFR Fo - with formulas.xIs) downloadettom the LDE
Website. Restart process Step 2

ProblemNo. 3: Anyother error message®r conditions that precludethe AFRdata
converson and filebuild function from running to sucesgul completion. Action: Refer
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to LDEContactonly after completing any applicabletroubleshootingactions descrited
above

LDE Contact

Yaxin Luyaxin.lu@la.gov

MFP AUDITOR NOTES

This appendk provides comments from the Audt Section, Division of Educdion Hnance
regarding the creation, submission, review, and correction of data within the Annual
FinanciaReport{AFR. Question®r requestdor further clarificationmaybe directedto the
MFPAudit staff at staudit@Ia.gov

1. Localschooldistricts should pay specialattention to the timeliness,accuracy,and
completenessof the data they report. For exaple, incorrectreporting of the tax
information in Tablell by one districtmay ultimately affect the distribution of Statedollars
to all districts. Thereported irformation, which will be usedin the Minimum Foundation
Program (MFPundingformula, is subjecto auditbythe Divisionof EducatiorFinanceand
the Legisdtive auditors. Speciftareasof concern are:

a. RiskAnalysis TheAFRdata submissionschedulerequireseachdistrictto providean
initial AFR submission by September 30" (next workday, if Septenber 30 is on a
weekend), with completion of final correctionsby the end of Octobker. Districtsare
remindedthat the AFRstatus aof October31® eachyearis now an element in the annual
FinanciaRiskAnalysiconductedat thedirectionof the Boardof Elementaryand Secondary
Education BESE)In the Financial Risknalysisa clean,complete submissionby October
31" (no outstanding AFR edit errors or unresolved issues with MFP audit staff) is
considered a thely submission.

b. IndirectCostRate Thecalculationof eachdistrict's indirect costrate is completed
using financiatlata suppliedandreported by the districts AFR. Severalistrictshavenot
beenreportingHealthBenefitdor Retireesasaseparatdineitem in eachsectionof the AFR
asrequired. Instead thesébenefitshavebeengroupedin the health benefitsfor active
employees,or havebeenreported intotal under GeneralAdministration. Whenreported
incorrectly,thesehealthbenefits,alongwith sickleaveseveranceay,will adverselyaffect
the calculatedindirect costrate for the district. It is vital to the district to correctly report
each itemrequired in the AFR within géhcorrect category.

c. IncorrectData Reporting Asareminder,the MFPresolutionrequiresthat at least
seventy percent(70%) of all general fund expenditures be for instruction. This
requirement usesdata reported in the AFR, as do the calculatiorsESSAMaintenance
of Effortand forIDEAEXcess Costgquirements. Incorred reportingof datainthe ARRcan
negativey affed these calculations.
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2. ReportingFederald Qv | { Nohies The Schoolsand Librarians Universabervice
Program (re:Teleom Actof 1996) provides Federalreimbursements and discountsto

schooldistrictson teleconmunicationsservices|nternetaccessandinternalconnections.
Thesefunds are commonly referred to as & @v |- (i iBohies. Discountsreceived on

expendituresmade n the sane fiscal yeashoul not be reported asrevenue instead the

experdituresshout bereported net of thediscount If reimbursementsshouldbe received
instead,these should be reported as local revenues under Keyp@uocie0002236 E-Rate
Reimbursments,in the general fund and/or other special fund colns.

3. RevenueBlockout The figureson PagesD-7 and D-8 identify the fund columns in
which revenuesshouldnot be entered for specificTablel, Revenueand Keypunci€odes.
Thesaestrictionsarealsocontainedwithin the & K I NJR Ahual&iaancial Repowhich
ismailed (or emailed) each year directly to school district/school busirmaasagers.

4. SchoolLunchFunds. The minimum amount to be reported under KeypunchCode
000440,

State Riblic School Fund (MFBghool Lurg is caonputed as

follows:

5. ReportingSalesandUseTaxesWhen reporting sales tax rates and revenues, pay special
attention to includethe rate in effect for the entire fiscalyear.If a salesaxgoesinto effect
during thefiscalyear,prorate the tax rate to report an annud rate applicabé for the total
revente generated Forexample, if anew 1%salegax rate goesinto effecton Octoberl of
agivenyear,thenthe rate in effect for that tax for the entire year would be 0.75%(1%

x 3/4 of the year). All revenues collecteffom that taxduringOctoberl throughJune30
shouldbereportedto correspondwith the rate levied.

6. FinanciaDataReviews. Periodicdownloadsof the mainframe AFRdatabaseare made
to the MFPAudit Sectionfor further analysisand the identification to schooldistricts of
specficitemsfor review, correction, and/or clarification. Supporting reports include:

Error Reports

Edit #1 RevenueAmounts Violating Blockous. This report identifies revenue
amounts reportedin a fund or fundsblockedout on the AFRfor that sourceof revenue.
Any errors appearing on this report must be corrdcte

Edit#2 Calculatelvs Reportel Excess/Deficiegc Thisreport identifiesany differences
that occurwhen the calculationsof (TotalRevenes plus Other Sources of Funasinus
(Total Expenditureplus Other Usesof Funds)are compared with the excess/deficiency
fund balances reporteth Keypund Coce 0051190 Any errors appearirg on this report
(beyordthat attributable to rounding errormust be corrected

Edit #3  Calculatedss.ReportedEndof Year (EOYund BalancesThis report notes

any differenceghat occurwhen the calculationsof EOYFundBalancedrom detail data
within the submitted report (e.g., revenues, expenditures, etc.) arenpared with the EOY
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fund balances reporteth Keypund Coce 0051196 Any errors appearirg on this repott
(beyordthat attributable to rounding errormust be corrected

Edit#4  ChecklInternal Mathematicsof ReportedFundBalanca. Thisreport notes
any differencesthat ocaur when EQY Furd Balance are calculatel solely from submitted
Furd Balanceaecords(i.e.,KeypunctCode€0511900051195nndthencompared withthe
EOrFurd Bdancesreportedin Keypund Code 0051196 Anyerrorsappearirgonthisrepoit
(beyordthat attributable to rounding errormust be corrected

Caution Whenmakingcorrectionsnthe Revenué&ectiorof the AFRbesureto makeany
corresponding changekat maybe neededn the ExpenditureSection - - especially
changesnvolvingfund columns.

AFR Data Reviews

Review #1 Zerobalances Thisreport identifieskeypund codesthat have beenreported
with a zerobalance. The report should be examined carefully and any
errors must be corrected

Review #2 Negativebalances Thereportidentifieskeypunchcodesand specificfunds
that have negative mounts reported. Any errors must be corrected

Review #3 & w S |j @aAiNIBtR Thisreport listskeypund codesthat generaly would
include reported expenditures. Not all districts are expectedto report
expendituresn every categoryisted; however,the entire report shouldbe
examined for zero balancesthat may have been reported ierror. Make
appropriate corrections

Review #4  Salariesvs. related benefits Thisreport groups reported salariesand
relatedbenefits. Where salarieshave beenreported, one or more of the related
benefits shouldreflectexpenditures.Thereverseisalsotrue: i.e.,reportedbenefits
should have related salaries greater than zektake appropriate corrections

Review #5  70%evaluation Thisreport providesthe calculationandsupportingdetails
usedto detemine what percentageof the schooldia ¢ MJyeDdidaCiund
expenditures was for instruction, as defined by th&inimum Foundation
Program (MFPHandbodk.

Other Conparisons and Reviews

Camparisonof Ad ValoremTaxRevenuaeported in the Revenue Section
and the amountsreportedin TaxTablellA. If theseamountsdo not agree,
the datamustbe corrected.
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Camparisonof SalesTaxRevenueeportedin the Revenue Sdion and the
amounts reported in Tax Table IIBIf these amounts do not agree,the
data must be corrected.

Camparisonof the EndingFundBalancein last& S | ARRré&port with the

BeginningFund Balancesubmitted in the current AFRreport. If these
amountsdo not agree, make appropriate correctiondJse thePrior Year
Adjustmentdransactionto reflectanyvalid,& LJZlasing adjusimenttolag

& S kBxddy FundBalance

Camparisonof the Endirg Furd Balan@ entrieswiththe Balane Shee drota

FundEquité F2NJ | f f ¥ difftReidiffdreyides (begoad thah &
attributable to roundingerror) are not zeroes the data must be corrected.

Note:Ensureli KI G € AF0Af AGASE 2NJ 20KSNJ aONBRA
reported as negative amounts

Camparison of the Balance Sheéfotal Assets ¢ A (i Rotal(Listfities
Plus Fund® |j dzbyifénd categoryand grandtotal. Thecomparedtotals

shouldagree (withina reasonableangedueto rounding erroy; otherwise,
the data must be corrected.

Camparisonof the LongTerm Debt/FixedAssetGroup EndingBalancein

f &0 AFRdpditwih thel OO 2 @mginrhgBalance submitted in
the current AFR report.If these amounts do not agree, make appropriate
corrections

Camparison of Prior Year vs Current Year
Data

Comp. #1 Percent/Amountof change Thisreport usescertain criteria to report
changesin amounts reported in eachkeypunchcode between prior and
current year. An exanple of criteria used in this cgparison 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 pnted in two parts. Part one shows all fund category
amounts, by keypuncttode that meet the selectedcriteria. Part two
reports the fund totals for thesame keypunchcodes. Thisreport shouldbe
usedtodeterminewhether amountsreported are correctAny errors should
be corrected
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Comp. #2 & { dza Ld&aO (i Ehisreport lists all keypunchcodesin which amounts
were reported in one year, but not in the otherAny errors should be
corrected

Verificaionof Paynents. Thisreport comparesamountsrecorded asdisburseltoeadlocd
school district by the Deparnent to the anounts the district reports as revenuelf
RAFTFSNByYy OSa Sdata,a iepork détailing the diffekendt@si®se for district
reviewand correctionof anyerrors.

MFPpaymentgKeypunciCode©004300+000440). Theamount reportedonthe
AFRshouldequalthe amount shownasdisbursedby the Depariment.

KeypunchCode000440 shouldalwayshavean amount reported equal to
the amount provided by the disict to the food service operation.

PIP(KeypunciCode000760). Theamount reported on the AFRshouldequal
the amount shown as disbursed by the Depadnt.

NonpublicTextbook/TextbookAdm. (KeypunchCode000796Q. The amount
reported on the AFR slutd equal the amount shown as disbursed by the
Depariment.

20172018 DATA COLLECTION TIMELIME

The201718 Benchmark Calenddists the timeline angystem specific due dates for data
collection. Refeto the INSIGHT@RTAL
https://insight.doe.louisiana.gov/coordinators/SitePages/Dashboard.&spthe most
current version

LDE APPLICATION SYSTEMS ACCESS AND SECURITY

DATA SECURITY

Data security standards defineesgfic 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 tdsexrdD Each User ID

is associad with a security profile that monitors and controls access using automated
security software.
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SECURITY COORDINATOR

Each Local Education Agencies (LEA) and Charter Managing Organizations (CMO) must
identify an individual iniie organization to function as theecurity Coordinatar The

Security Coordinator is responsible for granting authorized users access to the LDE
Application Systems. They must be made awam@ngfchanges in status for users (i.e. new
users and users nonger needing access due to termination or job reassignment). Such
updates are critical to the security of the LDE Application Systems.

Security issueshat cannot be resolved by th&ecurity Coordinatashould be referreda
the LDE Security Administraitby phoning the ITS Help Deska@6-342-1821 or by
submitting a request by-enail to SecurityDOE@Ia.gov

USER ACCESS AND AUTHORIZATION:

Users requiring access to the LDE Application Systamsscomplete é&Security Request
Formand forward it to their Security Coordinator. Once their authorization has been
verified,the appropriate User ID ahsecurity 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 amorggers. Users will be held individually accountable for
all system access and any violations recorded under their Uséf i®:oked due to sigion
or resource access denials, the User ID may be reactivated and/or resumed only by the
Security Coordinatoafter a review of the circumstances and a discussion with the user.
User IDs may be revoked in any of the following circumstances:

wAfter five unsuccessful siggn attempts.

wAfter five resource access denials in one terminal session.

wAt the scheduleand of consulting or temporary labor engagements.

wDuring their investigation of an actual or suspected security violation, if revocation

isrequested by management.

wOn management request and/or direction due to termination

User IDsaand Password Standards

' AaSNJ L5&4 FaaA3dySR o0& (KS {SOdaNAGe [/ 22NRAYL 2N
The first three numbers is the Sponsor Code.

In addition to a User ID, anitial passwordwill be assigned. This initial password will be

aS0i (G2 SELANB FyR (2 FT2NOS || ySotolh#t 3362NR aSt
system. Users are required to maintain the confidentiality of their passwords and to

change their password whehey suspect that the privacy of their password may have

been compromised.

Eachuser will be allowed to select their own password based on established password

standards. Passwords must be of the following format:
w aAyAYdzy fSy3idKyY y OKINFOGSNE
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a dpatdinat least 3 of the 4£omplexity categories as follows:

L LILISNI OF a&) OKEF NFX OGSNBR 6!

[ 26 SNJ OF a8 OKI NI OGSNR oI

bdzYSNA-9 RAIAGA 6n

b-&@pylanumeric characters (e.%, &, $)

bS¢ LI aag2NRa OFlyy2id 06S (GKSdsal YS | a

gegegeeee

Resetting A Passwordsing the Password Reset System (PRS)

To change an initial password or to reset a forgotten or expired password, LDE has
implemented a selkervice password reset system call@SThe PRS URL is
https://password.doe.louisiana.govlhe PRS User Guide can be found at
https://password.doe.louisiana.gov/PRSHelp.pdf

MINIMUM COMPUTER SYSTEEQUIREMENTS

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 designedriternet Explorer,Version 9.0
or lower. Alternatively, compatibility view can be enabled (see compatibility view
sectionp. 6).

0 Screen ResolutionThe optimum screen setting is 1024 x 768. If a lower resolution,
such as 800 x 600 is used (not recommendaill be necessary to scroll in order
to see an entire page. To adjust your resolution, rglitk 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.

LREEN DISPLAY PROBLEMS:

Problems with screen display for the LBplication Systemsay be due to Security and
Privacy seihgs or theincompatibilityof 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
0 NB ¢ & S-NIbiockerarisgécurity and privacy settings. t$sshould check the following
Internet Explore(lE) options:

1 D2 G2 ¢22ta HBH LYUGSNYSG hLGA2ya BH { SOdzNA (

scriptA YA GAF SR gAYR2648 o6AGK2dzi &AT S 2NJ LI

1 f322 YH]1S 3adABRIGBY GSy@st2iNaAy Aa Syl

1 Goto Tools >> Internet Options >>Privacy >>PpBlocker Settings. Enter
leads.doe.louisiana.gdvy G KS &! RRNBaa 2F 2S6 aAras
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Internet Explorer (IE) Compatibility View

Compatibility View may be a solution for those IE users experiencing problems viewing LDE
web pages. Problems rendeg all or parts of a web page can occur when newer browsers

try to display sites that are built with older programming componerisrlE versions 8

through 10,usersOl 'y Syl 6f S O2YLI GA0AfAGE GOASE FT2NI |
+ A S ¢ ¢ o theQighyof thhie address bar.

(@ LEADS Portal - Windows Interet
= -

\ https://|eads3.doe.louisiana.gov. ptl_‘ v % | [&;I;,I X H Bin

P —

File Edit View Favorites Tools Help

s Favorites | 5 @] Suggested Sites v ] Web Slice Gallery ¥

LEADS Portal ‘ r . ]

Click this icon to
enable Compatibility View

Louisiana Educational Accountability Data System

LEADS APPLICATION PORTAL User Guides  Ar

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

ForlEversion11, Microsoft removed the Compatibility View button from the address bar
but there is an alternate method to turon compatibility for a website. (This process can
also be used in IE8 thru IE10).

CANRGXE /fAO1 @ Ge¢22faé odzidz2y 2y (KS YSydz
{SGidAy3Ia¢ 2L A

¢tKSys Ay GKS 4GS
button.

Finally, close the Compatibility View Settings dialog box and close IE 11. Restart IE.
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(& LEADS Portal - Windows Internet
_—

https://leads3.doe.louisiana.gov/ptl/

File Edit View Favom

7.7 Favorites | 75 &) Sugge Delete Browsing History...

| LEADS Portal

InPrivate Browsing

InPrivate Filtering

Louisiana Edu InPrivate Filtering Settings

LEADS APPLICATION PO Pop-up Blocker

SmartScreen Filter
24 _
i SPC - School Calendar Manage Add-ons

#2 CUR - Curriculum Datab; I
~ urreuiam v | Compatibility View

3'{ LIQ - LEADS Inquiry —Fb Compatibility View Settings

®  NPR - Non-Public Report Subscribe to this Feed...

B upe Man Duklic @ehon Feed Discovery

LDE OGIN SCREEN

To access the LDE Application Systems, users migstaUser IDand Passwordon the

LDH.GGIN SCREEN

Connect to serp.doe. louisiana.gov

requires a username and password,

Diagnose Connection Problems...

Recpen Last Browsing Session

Compatibility View Settings -

=)

-

ﬁ ‘You can add and remove websites to be displayed in

m Compatibility View.

Add this website:

Iouisiana.gov h

Websites you've added to Compatibility View:

["]include updated website lists from Microsoft
Display intranet sites in Compatibility View
[ pisplay all websites in Compatibility View

The server serp,doe.louisiana.goy at serp,doe.louisiana,goyv

e

lser name: | ﬂ E999000

¥

Password: | sessnee

[ Iremember my passward

| o

H Cancel ]

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

The INSIGHTORTAIrings together data submitetby 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 authorizegns access to th&lSIGHT ®RTAby
adding LDS_LEAS DATACOORD role under the Longitudinal Data Systems (LDS) in TAS. .

To access the INSIGHDHTALusers must eter aUser IDand Passwordon the INSIGHT
PORTAIlogin screen

LDOE INSIGHT

Please enter your user name and password to
access to your INSIGHT account.

Forgot your password, click here. Login

What is INSIGHT?
The INSIGHT portal was created to provide a data-driven resource that will help

improve student performance by making accessible more accurate, reportable,
and researchable data

Frequently Asked Questions

If you have questions or comments about the INSIGHT system, click here to
read the frequently asked questions.

LDOE | TermsofUse | PrivacyPolicy | ContactUs

TheCoordinator Portakcreen will be displayedJser Guides, announcements,
notifications and other useful information isgelarly posted on the Coordinator Portal.

lnnE : g I " 5 I G HT Coordinator Portal » Home =

INSIGHT Reports My Apps LASATS Search this site...
Home Announcements

Welcome to the Coordinator Portal
B @ Title Modified
Monthly DC Webinars e e
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LDOE @INSIGHT »== ==

INSIGHT  Reports LASATS  Coordinator Portal

Lists
My Apps Calendar 24 SPC - School Calendar System

Tasks
\>» CUR - Curriculum Database

User Guides
Resources 3'{ LIQ - LEADS Inquiry

% LRS- LEADS Reporting System

NPS - Non-Public Schools Data Collection

»

OTS - Official Transcript System

PEP - Profile of Educational Personnel
TBL - Reference Tables

SEE - Scholarships for Educ. Excellence

SCS - School Choice Scholarships

SER - Special Education Reporting

SPS - Sponsor-Site

P 2N ¥l- ®

444 SIS - Student Information System

‘-;) STS - Student Transcripts

44 TIA- Title I, Part A - October 1 Data Collection

J45 TID - Title I, Part D

All LDE Application Systems for whichser isauthorizedto acceswill be displayed.

Select theAFRink to access the application.

3 AFR - Annual Financial Report

DATASUBMISSION

Eachpublic schooldistrict or agencydetermines the method by which it createsand
maintainsthe filescontainingits localfinancialdata. Howeverinreportingextractsof these
datato the LouisianaDeparment of EducationLDEpsthe AnnualFinanciaReport(AFR,
the school district,agency, oindependentlyreportingschoolmustformat andsummarize
thedataasprovided in Section 3and AppendixB. Themethodsbywhichthese publicschod
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districts agenciesand schoot may submit AFR data are outlined within th&/eb AR
Systensection, below.

WEB AFR SYSTEM.

Effectivewith 20072008 AFRdata collection,the automated AFRSystemwas removed

from the Departnent's mainframe computer and reprogrammed to operate within a

Web/serve envirorment. The URL addresstitled Lousiana Educational Accountability
Data System(LEADSPortal

*(https://leads.doe.louisiana.gov/pt)/ provides access to the AFR Sgstand to all other
Web/serverbasedLDEdata collectionand reporting systans. Asother LDEdata systans

are developedor Web/serverbasedoperation,the related system usetDswill be added
to security folderghat grantapplicableaccessandprivileges. Onceproperlyloggedonto

the LEAD®ortal (sed-igure4-1), the userwill have accesgo all datasysemsfor whichthe

useriDisapproved;as wellas "one-stop" accessto certain universalservicessuch as:

users guidesfor all LDEdata systens, securityrequestforms, referencetables,and for

LEADS$quiries. Thesystemor service linkapprovedandavailableto the loggedon user
will appearonthe LEAD®ortalin bold, black lettering the remaininglinkswill appearas
red,italicizedlettering. If asystemto whichthe user shoulchaveaccessslistedin red,the

usershoudd contact the local security coordir@tfor resolution.

Figure 41: LEADS
Portal

Louisiana Educational Accountability Data System

LEADS AI—‘PLICéTION PORTAL User Guides | Annual Financial Report h

Bl AFR - Annual Financial Report I R 0OTS - Official Transcript System ADDITIONAL LINKS

N -

24 SPC - School Calendar System B4 PEP - Profile of Educational Personnel LEADS News

Timelines

2 CUR - Curriculum Databass ili TBL - Reference Tables
Security Request Form

5| U@ - LEADS Inquiry " SER - Special Education Reporting Contact Us

PTA - LEADS Portal Administration 6 SPS - Sponsor-Site Check Response Time

% LRS- LEADS Reporting System 444 SIS - Student Information System Browser Popularity

Yy ¥y yvyvyvwy

OnBase - Hyland ActiveX Control
ller

== NPS - Non-Public Schools Data Collection i:_,' STS - Student Transcripts Software Install

[ show all systems.

Welcome to the LEADS Portall

*A different URL(i.e.,from developmenbr testing sites)may appearin someWebpage
exampleoon following pages.

AnauthorizedAFRusertransfersfrom the LEAD®ortalto the Web AFRhome page(Figure
4-2) by left-clickingthe name Annual FinancialReport on the Portal view. The user
shouldtake speciahoticeof anyalertsinthe announcenentsframe. Theframeandheading
appearsonly when announcenents are inserted. The user has permissionto do any
functionsfrom the buttons on the navigationbar (seearrow, Figure4-2) with bluewriting,
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