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Introduction

The WDEG601 WISE Annual District Report is completed by the school district in order to report the district’s
detailed revenue and expenditure activity for the previous fiscal year. The information reported by the district in
the report is used for adjustments to the WDE100, several state reports including Stat #3, and numerous federal
reports such as the National Public Education Survey, Public Education Finance Report, Impact Aid, Title I
Maintenance of Effort, and Food Match. The WDE Finance Unit and the Department of Audit review the
WDEG01 to ensure correctness in reporting and perform a crosscheck with the other School Foundation forms in
an effort to ensure consistency in the district’s data. Due to the level of impact these data have on school districts,
please ensure adequate time to complete the collection and review for accuracy, completeness, and sensibility. If
you should have questions regarding the WDEG601 Annual District Report, please contact:

e Jed Cicarelli at (307) 777-5808 ot jcicar(@educ.state.wy.us

School Districts are required to submit a variety of data collections each year. The data collected by the
Wyoming Department of Education (WDE) is critical and essential to the continual growth of Wyoming’s
education system. Data are utilized in an array of fashions, which include (but are not limited to) funding models,
Adequate Yearly Progress, and special education programs.

WDEG01 Authority

There are numerous authorities that require the WDE to collect data for the WDEG01 collection. The different
authorities have been listed below.

Wyoming Statute § 21-2-203

Wyoming Statute § 21-3-110(a) (v)

Wyoming Statute § 21-13-117(a) ()

Wyoming Statute § 21-13-101 through Wyoming Statute § 21-13-331
WDE Rules and Regulations; Chapters 5, 8 and 20

Collection Schedule

Collection Window:
07/01/2010 - 08/12/2010

The WDEG60L1 is due August 12, 2010.

It is highly recommended that each school district load data by Monday, August 9, 2010. This will ensure that
data can be validated and Errors can be corrected before the due date.

School district personnel may upload data and submit files at any time on any day of the collection window.
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Instructions

The Wyoming State Report Manager (SRM) provides you with a way to ensure that your student reporting data
meets the WDE validation standards before you submit it officially. The process is divided into several steps:
Export data from your local accounting system to the appropriate file format (if applicable) (appendix A).
Upload or manually enter data to the Wyoming SRM server to run a data trial (sections B and C).

View the trial summary and the violations listings (section J).

Correct invalid data (section ).

Revalidate the data.

Repeat step 3 through 5 until the trial runs without errors.

N A -

Download and archive reports and file data (section K and N).
8. Certify and submit the data (section M).

Trial data

Before you submit your data to the WDE you must make sure that it is error-free. The SRM enables you to run
trials of your data against the WDE's validation rules. After you run a trial, you can view reports that show you any
errors that were found in your data. You can correct errors and rerun trials until your data is error free.

When a trial is completed, you are shown a summary of the trial which has links to more details about the trial
results. You can view records from the trial organized by error types or error status, and you can search these
listings based on values contained in the records.

Data validation rules
The SRM data validation rules are defined by the WDE. For a complete listing of current data validation rules for
this collection, see the WDE website at: http://www.k12.wy.us/wise/ .

Uploading Data Files
You must upload your data to the SRM before you can run a trial. Data files must be propetly formatted (see

appendix A).

Certifying data files

Once your data can pass trial validations, you can certify and submit your data to the WDE. When you certify a
file, you attest that the information you are submitting is accurate and complete. You cannot certify a file that has
trial errors, but you can certify a file that has trial warnings.

When you certify a file, it is subsequently sent to the WDE. Therefore, do not certify data until you have corrected
all errors and verified trial warnings.
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A. Accessing the SRM

In order to run a trial and submit data to the WDE, the user must first access the SRM by logging into
Fusion. By utilizing Fusion to access the SRM, collections such as the WDEG601 can be accessed by
specified users assigned by the district. The following steps outline how to access the WDEG01 collection:

1. Access the Fusion site at http://fusion.edu.wyoming.gov/MySites/Home/default.aspx .

2. Click Login below the title bar.

WYOMING EDUCATION

FUSION

Login Request Login Password Help Find Fusion Administrator Site Map Help About Fusion Contact Us

(P ————

Applications

3. Enter your user name and password. Please note that your user ID and password are case-sensitive.

Connect to fusion.edu.wyoming.gov @

The server Fusion.edu.wyoming.gov at
fusion,edu,wyoming.gov requires a username and password,

User name: |ﬂ jicarell [v]

Password: sssssnsnnel

Remerber my password

[ Ok ] [ Cancel

@ Note: If you do not have a Fusion account, or have forgotten your password, select Request Login or Password Help a7
the top of the screen.

4.  Select Applications at the top of the page.

Hello, JED CICARELLI!

TT—— ——— P T ———— O ——— S p—], T ——————— T ————
Home ‘Directory “Data Collection Data Reporting Career Guidance Communities Applications

Fusion Home : My Page : WDE Home : Communication Center :
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5. Under My Applications, click on the State Report Manager link

Hello, JE RELLI! Logout Find Fusion Administrator  Site Map Help  About Fusion Contact Us

Home Directory Data Collection Data Reporting Career Guidance Communities Applications

Applications Home | State Report Manager | Communication Center |

v Applications “Wrom Do TAsk? searcH [ <

Application Links My Applications

Request Access to an
Application

AR BookFinder

Find a Book with Lexiles
Gowyld

Math At Home

Success

State Report Manager

6. After successfully logging in, the district page will load. This page contains links and the status of all of the
open SRM collections specific to your district for which you have access rights. Locate the WDEG601 District
Annual Financial Report collection under Current State Reports. Click on the blue link under Trail
Name called Run a Trial.

State Report Manager

Logoyt: Jed Cicarel leed Helo?
Home = District 0101000

Welcome to the Wyoming Department of Education State Report Manager
WODE has dentfizd the folowng state reports. Please select 3 state report by ddkng on a name below:

Current State Reports

MName Collection Start Date  Due Date Trial Name  Trial Date Submission Status

SifChirck - Fitered WDESOO SIF Objects for 2010 A 15, 2009 B a Trial

SifChack - Fitered WDEGSS SIF Objects for 2010 Aug 15, 2009 Latest Trnal 04-06-2010 1:25pm MNOT SENT
Badup Toal 04-01-2010 B:01am MNOT SENT

SifCheck - Unfitered WDEGES SIF Objects Aug 15, 2009 Run a Trial

SifChack - WDEGOD for SIF Admins Aug 15, 2009 Bun 3 Trial

SifCheck - WDEGSS for SIF Admins Aug 15, 2009 Latest Trial 04-10-2010 10:22pm  NOT SENT
Badwp Tral 04-06-2010 1:28pm MNOT SENT

WDE6GZE Course Inventory (2009-2010) Oct 15, 2009 Sent Trial 12-21-2009 am  SENT

'WDEGE5 Uncestified TCS Sep 1, 2009 Badkup Trial (4 0 11:08am  NOT SENT
Sent Trial P-23-2010 4:09pm SENT

WDESD1 Distriet. Annwsal Friancial Report (2009-2010) d 1, 2010 Aug 12, 2010 Bun a Trial

WDESD0 Arendance and Membershp (Jun 2010) un 1, 2010 Jun 15, 20010  Funa Tral

WDEGE4 TeacherCourse/Student (Mar 2010) Mar 26, 2010 Apr 16, 2010 Sent Trial 04-13-2010 9:37am SENT

WDE425 Specal Education (Nov 2009) MNov 2, 2009 Mov 13, 2009 Sent Tral 12-09-2009 11:54am  SENT

WDEGD? Salary Schechde (Oct 2009) Oct 1, 2009 Oct 27, 2009 Gent Tral 10-01-2009 7:31am SENT

B. Importing District Data
The SRM application will take you directly to the Import Source Data Screen. Some users may not have a data
file to import and therefore will need to manually enter their data. This process is outlined in section C.

@ Note: If you will not be importing any data files, simply select Ieaport without loading any files

Before creating a data file for upload, review the data elements document available on the WISE website:
https://www.k12.wy.us/wise/. The data element document contains definitions of each required element,
accepted values, and the proper layout. Once compiled, the spreadsheet must be saved as a Comma-Separated
Value file (CSV). Please refer to Appendix A for detailed instructions on creating a .CSV file.
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1. Once the .CSV file has been created and saved, the next step is to import the data files. You have the
option of importing one or more data files at the same time. Select Browse to locate the revenue,
expenditure, bond election, or home school file you wish to upload (see diagram below).

State Report Manager

Logout: Jed Cicareli

Need Help?
Home > District 0301000 > WDEGD1 District Annual Financial Report (2008-2010) > Import Source Data

MB.

Select File to upload (601Revenue): (optional) Browse...

Please upload your data files. You can upload tab-delmited (.TXT) or comma-separated (.CSV) files. If a file is large, you may zip t first. Uploaded ﬁlesyaller than 20

Select File to upload (601Expense): (optional) Browse

Select File to upload (601BondElection): (optional)

|
Browse... |
Select File to upload (601HomeSchool): (optional) |

Browse

2. To upload your district data file(s), navigate to the location of the desired file.

a. After the file is located, select the file, and then select Open. (see diagram below)

Choose file @

x| & ® ck E-

:: () 2583a8c439b61ce5e5abdesss513

Dapp
My Recent (ded
Documerits [C)Documents and Settings
r F () Intkel

[C)Program Files

Deskton |yumpows

. osmbr.bak

‘_—'/' t8s.2
wirtpart

Vilp amumes wvirtpart,wrndk
ty Computer
My Metwork  File name: | ﬂ Open |

Flaces
Files of type: |A|| Files [%.%) ﬂ Cancel

@ Note: You will return to the Import Source Data screen where you can browse for additional files and npload nultiple
files in one step.
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3. 'The next step will be to upload the files you selected in the previous steps. From the Import Source
Data screen, click on the Import button in the middle of the screen.

F
State Report Manager

Leqout: Jed Cicarell Heed Help?

Homee = District 0101000 > WIEANT Disrict Anrual Financial Report (2009-2010] = Import Source Data

Flease upbad your data fles. You can upbad tab-delmited (. TXT) or comma-separated (.C5V) fles. 1f a fie i large, you may zip & first. Uploaded fles must be smaler than 20

MB.

Select File to upload (601Revenue): (optional) Co\Docurnents and Seltings)jeicarDecklop 0101000 Teting\601_R| Browse...
Select File to upload (60 1Expense): {optional) C:\Decuments and Settings!jcicarPeskicp\ 0101000 Testing601_E| Browse...
Select File wo upload (60 1BondElection): {optional) Browse...
Select File to upload (601HomeSchool): {optienal) Brows

[ tmport I concel ]

/

@ Note: You can import additional files at later times with the option to replace or add to the records that have already been
tmported or entered manually. See section 1 for appending or replacing files.

C. Revenue File

Entering Data Manually
Users may enter data manually; add to records after importing files, or edit existing records. The following steps
will guide you through the manual entry process.

@ Note: You can easily move from screen to screen by using the “bread crumb” trail at the top of the screen. The link named
WDEG601 District Annual Financial Report (2009-10) s zhe main page of the WDEGOT collection. Y ou can use these
links to back ont of any screen versus using the back button on your browser.

State Report Manager

Logout: Jed Cicareli Need Help?

Home > District 0101000 > WDEG01 District Annual Financial Report (2009-2010) > Latest Trial > 601Expenses violating R09063 > 20 OTHER

1. Select the Records link under the double stack of paper to the right of the screen.

State Report Manager

Logout: Jed Cicarell Need Help?

Home > District 0101000 > WDEG01 District Annual Financial Report (2009-2010)

Latest Trial
DE
Generated: 04-15-2010 10:13am y
Errors (64 Records (700 Reports
[ save Warnings (5)

Submitted: This state report has not yet been sent to WDE.
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2. 'The next screen is the Latest Trial screen. Select the file on the left of the screen for which you wish to add
or edit records.

Logout: Jed Cicareli

Home * District 0101000 > WDEG01 District Annual Financial Report (2009-2010) > Latest Trial

Generated 04-15-201gf10:13am.

Records
601Revenues 61
601Expenses 639
601BondElections i}
601HomeSchools 1]

Violations

Errors

R09058 - Invalid FundCode for DistrictID

R09059 - Invalid FundCode for DistrictID

15 Errors

45 Errors

R09063 - Invalid FundCode for FundGroupCode, Object Code, and Function Code 3 Errors
R09065 - Invalid FundCode for FundGroupCode and RevenueSourceCode 1 Error

Warnings
R0O9039 - Amount must be greater than zero.

5 Warnings

State Report Manager

Need Help?

Reports

Violations Summary (MS Excel

WDEGOD1 Code List (MS Excel)

WDEG01 Detail Report (MS Excel)
WDE6G01 Annual District Report (MS Excel)
WDE6G01 Expense Pivot (MS Excel)

WDE601 Revenue Pivot (MS Excel)

Adding a Revenue Record

1. The All 601Revenues screen will appear similar to the one below if data was imported. If you have not
imported any data, the screen will be similar, with the exception that no data will be shown in the field list in
the center of the screen.

a. To add a record, click on the Add a record button at the bottom of the screen.

Logout: Jed Cicarell

Show: -All 601Revenues

m

O OC Ol O O
F 3

View

Showing 1-10 of 61

Violations

0
]
0

=]

S © © & ©

Page0f7 >> >>|

Show Search Fields to search for items in the list.

FundGroupCode *  RevenueSourceCode FundCode

01
01
01
01

Showing 1-10 of 61

81111 (nfa)
81120 (nfa)
81130 (nfa)
81140 (nfa)
81510 (nfa)
81590 (nfa)
81990 (nfa)
82110 (n/a)
82120 (n/a)
82130 (nfa)

Add a record

Pageof7 >> >>|

Home > District 0101000 > WDESOL District Annual Financial Report (2009-2010) > Latest Trial > All 601Revenues

Rows per page: 10

TargetID  PaidFrom
0101000

0101000
0101000
0101000
0101000
0101000
0101000
0101000
0101000
0101000

Rows per page: 10 |

-

StudentCount  Amount

v

State Report Manager

Need Help?

$3,019,085.56
$264,726.44
$9,194.48
$8,081.42
$26,827.81
$7,028.48
$01,321.81
$978,393.36
$88,182.50
$8,635.30
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b. Choose the appropriate Fund Group, RevenueSourceCode, Fund (if applicable), and TargetID, from the
drop-down lists. If the record is for tuition revenue, enter the text for source of the payment in the
PaidFrom field, as well as the StudentCount number. Enter the Amount of the revenue in the last field
(see arrows on diagram below).

s
State Report Manager

Logout: Jed Ccarall bsed Heb?
Hame > District 0101000 > WDEGO] District Annual Financial Report (2008-2010) > Latest Trial > All 601Revenves > Add Record

Sva == e

Remember to ako update your Student Information System,

Element Value

DestrctlD 0102000

FundGroupCode Please selact ... v | < —

RevenueSourceCode = —

FundCode —

TargetlD h

Padifrom e

StudentCount —

Amount —

c. You have the option to Save the record, Save & Revalidate the entire trial, or Cancel by clicking on the
buttons at the top or bottom of the page (see circles in previous diagram).

Editing a Revenue Record
1. To edit a record click on the hyperlink “View” that corresponds with the record you wish to edit.

S.t.llu R.Iep.o.l;‘t Manager
Logout: Jed Cicarel Heed Helo?
Harme > Distct 0101000 > WEGD1 District Annual Fmancial Report (2009-2010) > Latest Tral > AOO1Revenues
Show: (Al G0OIRevenuss | ~
Showing 1-10 of 61 Page 1 of7 G0 nn e Rows per page: | 10 | ¥
Shows Search Fields to search far items in the list,
I 4 Fi ode * Code FumndCode TargetID PaidFrom StudentCount  Amount
r wiew 01 81111 (n/a) 0101000 $3,919,085.56
v 0 o1 81120 (nfa) 0101000 $264,776.44
r view 0 o1 81130 (nfa) 0101000 59,194.48
r Wigwe o 0 21140 (nfa) 0101000 £8,081.42
r ieve 0 01 21510 (nfa) 0101000 526,827.81
r vew O o1 E1590 (n/fa) 0101000 $7,028.98
r wiew O 01 81990 (n/a) 0101000 £91,321.81
r oview 0 ot 82110 (nja) 0101000 $078,793.36
r view 0 01 82120 (nfa) 0101000 $88,182.50
r View 0 ot &2130 (nfa) 0101000 $8,635.30
[ pelete J
Showing 1-10 of 61 Page 1 of 759 >3 >3] Hows per page: | 10 [ .
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@ Note: You can scroll to other records by clicking on the double arrow button at the top or bottom of the screen. The donble arrow
with the line will jump to the last page of records. In addition, you can jump to specific pages of records by entering the page number in
the box and selecting GO.

Also, you can change the amount of records on the screen by changing the drop down list titled Rows per page.

2. The next screen provides a summary of the record. Click on the Edit button at the top of the screen.

State Report Manager
Logout: Jed Cicareli Meed Help?
Home > District gf01000 > WDES01 District Annual Financial Report (2009-2010) > Latest Trial > All 501Revenues = 01 (nfa)
€d text>

Element Value

DistrictID 0101000

FundGroupCode 01 - General Fund

RevenueSourceCode 81111 - 25 Special District Taxes

FundCode (nfa) - No Fund Available

TargetiD [D)lerllgtﬂﬂ#l Albany County School

PaidFrom

StudentCount

Amount $3,919,085.56

3. The screen will change to drop down lists and field boxes that will allow the user to make the necessary edits.
You have the option to Save the record, Save & Revalidate the entire trial, or Cancel the edit by clicking on
the buttons at the top or bottom of the page.

State Report Manager

Logout: Jed Cicareli Need Help?

Home > District 0101000 > WDE601 District Annual Financial Report (2008-2010) > Latest Trial > All 601Revenues > 01 (nfa) > Edit 01 (n/a)

Remember to also update your Student Information System.

Element Value

DistrictID *

FundGroupCode * | 01 - General Fund [~]

RevenueSourceCode | 81111 - 25 Special District Taxes Iv]
FundCode [ (n/a) - No Fund Available |+ |

TargetID * [ 0101000 - Albany County School District #1 [+

PaidFrom [ |

StudentCount ]

Amoure .

(* = required
_ Save & Revalidate Cancel )
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D. Expenses File
The functionality of the Expenses file is identical to the Revenue file. To add, edit or delete a row, see section C
(Revenue File) of the instruction manual. Below is a diagram of how the Expenses file appears when opened.

State Report Manager

Logout: Jed Cicareli Need Help?

Home > District 0101000 > WDE601 District Annual Financial Report (2008-2010) > Latest Trial > All 60 1LEXpenses

Show: |iAll 601Expenses :“’

Showing 1-10 of 639 Page of 64 >> >>| Rows per page: | 10 | v
Show Search Fields to search for items in the list.
[ Violations FundGroupCode * FunctionCode ObjectCode FundCode TargetID PaidTo StudentCount Amount
~ View 0 o1 1210 111 (nfa) 0101002 $515,413.29
~ view 0 01 1210 113 (nfa) 0101002 $169,859.38
~  view 0 01 1210 211 (nfa) 0101002 $42,732.13
- view 0 o1 1210 213 (nfa) 0101002 $12,739.12
~ view 0 o1 1210 21 (nfa) 0101002 $56,954.85
~ view 0 01 1210 223 (nfa) 0101002 $16,518.07
View 0 01 1210 231 (nfa) 0101002 $98,491.97
~ view 0 01 1210 213 (nfa) 0101002 $139,784.31
~  view 0 01 1210 243 (nfa) 0101002 $2,932.06
- vew O o1 1210 201 (nfa) 0101002 $785.18

e

Showing 1-10 of 639 Page| 1|ofe4 >> >3 Rows per page: 10 | ¥

E. Deleting a Record

1. On the All 601Revenues or All 601Expenses screen, select the row of the record(s) you want to delete
by clicking on the empty box to the left of the record. After making row selections, select Delete or
Delete & Revalidate by clicking on the buttons at the top or bottom of the page.

State Report Manager

Home > District 0101000 > WDE601 District Annual Financial Report (2009-2010) > Latest Trial > All 601Revenues

Show: | All 601Revenues v

Showing 1-10 of 61 Page of 7 >> >3 Rows per page: | 10 | |
Show Search Fields to search for items in the list.
[ Violations  FundGroupCode *  RevenueSourceCode FundCode TargetID PaidFrom StudentCount Amount
 view 01 81111 (n/a) 0101000 $3,919,085.56
r £ o 01 81120 (n/a) 0101000 $264,726.44
v Zview 0 01 81130 (n/a) 0101000 59,194.48
[~ view 0 01 81140 (n/a) 0101000 $8,081.42
[~ view 0 01 81510 (n/a) 0101000 $26,827.81
 view 01 81590 (n/a) 0101000 $7,028.48
r w0 01 81990 (n/a) 0101000 $91,321.81
[  View 0 01 82110 (n/a) 0101000 $978,393.36
[~ view 0 01 82120 (n/a) 0101000 $88,182.50
r view 0 01 82130 (n/a) 0101000 48,635.30

S —

Showing 1-10 of 61 Page of 7 >> >3 Rows per page: | 10 ¥

10
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2. Select OK in the confirmation window.

.

Message from webpage

\:{/ Delete these recards?

£ Ok, { [ Cancel

F. Sorting Columns
1. Each column can be sorted in ascending or descending order with a click of the mouse.

a. Click on the column heading to sort either by ascending or descending order. The first click will
sort the column by ascending order.

b. When the same column is clicked again, the column is sorted in descending order.

State Report Manager

Logout: Jed Cicareli Heed Help?

Home > District 0101000 > WDEG01 District Annual Financial Report (2009-2010) > Latest Trial > All 601Revenues

Show: ||All 601Revenues =

Showing 1-10 of 61 Page of 7 | Rows per page: | 10 |~
Show Search Fields to search for items in the list. /
[ Violations FundGroupCode RevenueSourceCode # FundCode TargetID PaidFrom StudentCount Amount
[ Vew 0 01 81111 (n/a) 0101000 $3,919,085.56
r view 0 01 81120 (nfa) 0101000 $264,726.44
™ view O 01 81130 (nfa) 0101000 $9,194.48
r view O 01 81140 (n/a) 0101000 $8,081.42
- view 0 80 81170 BOCE 0101000 $83,066.04
[~ View 0 80 81180 P&R 0101000 $168,255.32
[ view 0 40 81200 (nfa) 0101000 $356,198.04
- View 0 80 81340 BOCE 0101000 $5,907.09
™ view 0 01 81510 (nfa) 0101000 $26,827.81
[~ View 0 20 81510 OTHER 0101000 $31,506.12

R

Showing 1-10 of 61 Page| 1]of7 >> >3 Rows per page: | 10 | ¥

@ Note: A black arrow (see arrow in the previous diagram) will appear on the right-hand side of the columm heading,
showing that the column is arranged in either ascending or descending order.
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G. Bond Elections

Users have the option to import bond election files as outlined in section B, or enter them manually.

. As most
districts will enter these records manually, the process has been outlined below.

1. From the Latest Ttrial screen, select the 601BondElections file on the left of the screen.

State Report Manager

kst Jod Ccared

lged Hep?
Hoeme > District 0101000 » WHEGD] District Annual Financial Report {2009-2010) > Latest Trial

Generated 04-15-2010 10:13am.

Records Violations Reports
BO1REvenEss (il Errors Vinlahons Summary (M5 Fuocel)
&0 RO9058 - Invakd FundCade for Dtrct(D 15 Errors F
GD1Expenses WDEGD] Code List (M5 Excel)
rvald FundCode for Distr 45 Error
Bl Hondtectons ] WOES01 Detad Report (M5 Excel)
- 1 fior FundG ; i .
B01HomeSchoak 0 i ki WDES01 Anmusal Destrct Repart (M5 Excel)

ROS065 - [nvald FundCade for FundGroupCode and RevenusSourceCode 1 Errar

WDEGDL Expense Pivot (MS Excel)
Warmnings WOEED] Revenus Pyot (MS Excel)
RO90TY - Amount must be greater than zero,

5 Warnngs

2. On the next screen, select the Add a record button at the bottom of the screen.

P
State Report Manager

Logout: Jed Ccarel

Heed Hel?
Hoeni > Dretrct 0101000 > WOESOL District Annusl Financal Fuport {(2009-20001 > Latest Toal > All 601BondElections

Show: | All 601BondElections 7

Showing 1-0 of 0 Page  llef0 G0 Rows per page: 10 > |
Shitw Search Fiekds to search for tems in the kst

Violations  ElectionDate *  Passed  Amount

G

3. Enter the required fields in the user interface. After entering data, users have the option to Save the

record, Save & Revalidate the entire trial, or Cancel the edit by clicking on the buttons at the top or
bottom of the page.

State Report Manager

Loyt Jed Ocarel

lged Help?
Home » District 0101000 > WDEED] District Anewal Financial Report (3009-2010) > Latest Trial > All 601BandElections » Add Record

swve 8 eatdate L save L cancel ]
Remember to aka update your Student Information Sygffm.

Element Value

DetrntID * ;oo

ElectionDate * =
Passed (not a legal value) "]
Amount

@ Note: The calendar icon to the left of the ElectionDate field will allow you to select the appropriate Bond Election Date.
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H. Home Schools

WDE-601GUIDE BOOK

Users have the option to import their Home School file as outlined in section B, or enter them manually. As most
districts will enter these records manually, the process has been outlined below.

1.

From the Latest Trial screen, select the 601HomeSchools file on the left of the screen.

Logest: Jed Ocared

Home » Destrict 0101000 > WOEG0 District Anewal Financial Report (7009-2010) » Latest Trial

Generated 04-15-2010 10:13am,

Records ations
BO1HEvENUES &1 Errurs
- ROSO5A - Invald FundCode for DitrictD
2 059 - Invald FundCode for

Ed1Berdtlectons

801HomeSchaok 0 ROS063 - Invald FundCode for FundGroupCode, Object Cade, and Funcoon Cade
ROSNO6S - Invald FundCode for FundGroupCode and RevenueSewrceCade
Warnings
RO9039 - Amount must be greater than zero

| cowiioad ]

15 Errars
45 Error
3 Errars

1 Errar

5 Warnngs

State Report Manager

liassd Hep?

Reports

Violatons Summary (M5 Excel)

WDEGO) Code List (M5 Exced)

WDEG0] Detad Repart (M5 Excel)
WDEB01 Annual Dstrict Repart (MS Excel)

WDEGD] Expense Prvot (MS Excel)
WDEG01 Revenue Prot (MS Excel)

2. Select the Add a record button at the bottom of the screen.

Lonout: Jed Careh

Uome » District 0101000 » WOESO! District Annwal Fnancial Report (3008-2010) » Latest Trial » All 601HomeSchools

show: | All 601HomeSchools

-

Showing 1-0 of 0 Page 1 ofo) 5

Shew Search Figlds to search for Bems in the list.

Rows per page: 10|

State Report Manager

Bgad Help?

3. Enter the required fields in the user interface. After entering data, you have the option to save the record,
save and revalidate the entire trial, or cancel the edit by clicking on the buttons at the top or bottom of

the page.

Logout: Jed Cicareli

Home > District 0101000 > WDEG01 District Annual Financial Report (2009-2010) > Latest Trial > All 601Hor

Emoc>

Remember to also update your Student Information System.

Element Value
DistrictID

-
HomeSchools = [ ]
Students ]

(* = reguied

EED o>

> Add Record

State Report Manager

Need Help?

@ Note: Districts will only be able to enter one record for all homse school and student connts.
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I. Appending or Replacing Files
The user can append (add) or replace files at any time of the data input process by uploading new or additional

.CSV files.

WDE-601GUIDE BOOK

1. From the Latest Trial screen, click on the Append / Replace button on the bottom of the page.

Logout: Jed Cicareli

Home > District 0101000 > WDEE01 District Annual Financial Report (2009-2010) > Latest Trial

Generated 04-16-2010 2:18pm.

Records Violations
601Revenues 61 Errors
R09058 - Invalid FundCode for DistrictID 15 Errors
601Expenses 639 -
601BondEkctions 1 R09059 - Invalid FundCode for DistrictID 45 Errors
R09063 - Invalid FundCode for FundGroupCode, Object Code, and Function Code 2 Errors
601HomeSchools 1
R09065 - Invalid FundCode for FundGroupCode and RevenueSourceCode 1 Error
‘Warnings
R09039 - Amount must be greater than zero. 5 Warnings
T

Reports

Violations Summary (MS Excel

WDE601 Code List (MS Excel)

State Report Manager

Need Help?

WDEG01 Detai Report (MS Excel)

WDEGD1 Annual District Report (MS Excel)

WDEGD1 Expense Pivot (MS Excel)

WDEG01 Revenue Pivot (MS Excel)

2. You can append (add to) existing records or replace existing records by selecting the appropriate radio
button at the top of the screen.

@ Note: If you select replace all records, all current data for that specific file will be deleted and replaced with

the

data in the new import file.

Loyt Jed Carel

Home > District 0101000 > WOESDL Digtrict Annual Fnancial Report (2048-2010) > Import Source Data

Load one-or-mare CSV fles and append to exsting records in Latest Trial

Load one-or-mare CSV fles and replace exstng records n 'Latest Tral

Please upload your data fies. You can upload tab-delmied (. TXT) or comma-separated (.CSV) fies. If a fie & brge, you may zp & frst. Upladed fles must be smaler than 20

MB.

Select File to upload (601 Revenue): (optonal) C:\Documents and Settings|jricar| Desitop\601_Rev_mport.cov Browse.
Select File to upload (G01Expense): (optonal) Browse
Select File to upload (601BondElection): (optonal) Browse
Select File to upload (601HomeSchool): (optonal) Browse.

o
State Report Manager

g He?

3. Browse to the file location on your computer as outlined in section B.

4. Select the import button at the bottom of the screen (see diagram above). The application will return
to the WDEG601 District Annual Financial Report screen.

14



J. Repairing Invalid Data

There are two levels of alerts within the SRM, Warnings and Errors. A Warning is a cautionary notification.
Errors are fatal exceptions and the file cannot be submitted. The SRM provides these errors in an attempt to
provide cleaner data to WDE and the school districts. Any errors must be corrected before the SRM will allow
the user to send the file to WDE. The user must make cotrrections within the SRM intetface, or correct the
original file and re-upload the data file and revalidate the trial (see section I).

WDE-601GUIDE BOOK

@ Note: 1n addition to making corrections in the SRM, it is imperative that districts mafke corrections or replace their source data
in order to avoid duplicating errors and archiving inaccurate data files.

1. From the Latest Trial screen, review the Violations section in the main SRM screen as seen in the
diagram below.
-
State Report Manager
Loggat: Jed Ccarel Ned bislp?
epert (2009-2010] > Latest Trial
Generated 04-15-2010 10:13am.
Records Violations Reports
E01Revenues 61 Error_s ) 1 Viokitions Sumemary (M5 Excef)
D grg  R9038.- Invaid FundCode -'.ur DstriglD 15 Errors e g
iBondfeches | Swuddlelnakd Aundade for DstndlD BHOOE a1 Detal Report (MS Excel)
01 HomeSchook § Ri¥9063 - Inyald FundCode for PundGroupCode, Object Code, and Function Code 3 Errors WDES01 Annual District Repart (MS Excel)
ROA0ES - Irvald FundCade for FundGraupCode and RevenusSourceCode 1 Errar Y 2
WDEGD1 Expense Pt (MS Excel)
Warnings 01 Revenue Py o
RO9039 - Aot st be greater than zero, 2 Warmnngs
2. Errors are grouped by rule number. To correct the error, click on the blue link indicating the violation
(see the second arrow in the diagram above).
3.

The next screen will list all of the records that have violated that particular business rule. Select the record
that you wish to correct by clicking on the View link to the left of the record.

Logout: Jed Cicareli

Show: | 601Expenses Violating R09063 [+

Showing 1-3 of 3

Show Search Fielgf to search for items in the list.

Rule R09063: Invalid FundCode for FundGroupCode, Object Code, and Function Code

Invalid FundCode for FundGroupCode, Object Code, and Function Code

Page of 1

[ Violations FundGroupCode *  FunctionCode ObjectCode
[ View 1 20 3470 323
[ View 1 20 3470 323
- View 1 20 3470 323

Home > District 0101000 > WDEG01 District Annual Financial Report (2008-2010) > Latest Trial > 601Expenses violating R09063

v

Rows per page: | 10

FundCode TargetID PaidTo StudentCount
OTHER 0101000
OTHER 0101000
OTHER 0101000

State Report Manager

Ieed Help?

Amount

$18,397.55
$35,604.81
$62,227.79

15
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@ Note: You can also delete records from this screen by clicking on the empty box: to the left of the record and clicking on
the Delete or Delete & Revalidate button.

4. 'The next screen will provide a detail view of the record. The invalid field will be highlighted in yellow. In
addition, a description of the rule will be provided on the right of the screen. To correct the error, select
the Edit button at the top of the screen (see diagram below).

Logout: Jed Ci i

Home > Diggfct 0101000 > WDEAN1 District Annual Financial Report (2003-2010) > Latest Trial > 601Expenses violating R19063 > 20 OTHER

State Report Manager

Need Help?

Element
DistrictID
FundGroupCode
FunctionCode
ObjectCode
FundCode
TargetlD
PaidTo
StudentCount

Amount

[ e J pecte J pekte & Revaiidate J

Value
0101000
20

3470
323
OTHER
0101000

$18,397.55

Next>

Changes have been made since the last validation. The following violations may no longer apply.

Type Rule Definition
Error R09063 Invalid FundCode for FundGroupCode, Object Code, and Function Code
FundCode must be a vald code for selected FundGroupCode, Object Code, and Function Code

5. Make corrections to the record by changing the drop down lists, or input fields. After correcting the data,
you have the option to Save the record, Save & Revalidate the entire trial, or Cancel the edit by clicking
on the buttons at the top or bottom of the page.

Logout: Jed Cicarell

Home > District 0101000 > WDEG01 District Annual Financial Report (2009-2010) > Latest Trial > 601Expenses violating R0S063 > 20 OTHER > Edit 20 OTHER

State Report Manager

Need Help?

Element
DistrictID

FundGroupCode
FunctionCode
ObjectCode
FundCode
TargetID
PaidTo
StudentCount
Amount

* = reguiced)

%

*

%

*

Remember to also update your Student Information System.

Value
20 - Special Revenue [ | < m—
] < .
3470 - Major Building and Facility Maintenance ~| <
323 - Repairs and Maintenance Services v: R
OTHER - Invalid Value —
Please select ... P
MAJ MNT - Major Maintenance  Pistict #1 [ |
:OTHER - Invalid Value N

L

(o755 ] e—

@ Note: You can edit warnings in the same manner. It is important that all warnings are reviewed, and corrections are made
where appropriate.
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K. Reports

The SRM allows users to print off or store electronically a variety of reports from a list of fund codes to a pivot

table of expenses; or all of the reports in a certain category at the same time. To access the reports, follow these
steps:

1. From the Latest Trial screen, you can select specific reports by clicking on the blue links on the right
hand side of the screen under Reports.

State Report Manager

Logout: Jed Cicareli Need Help?
Home > District 0101000 > WDE601 District Annual Financial Report (2008-2010) > Latest Trial

Generated 04-15-2010 4:28pm.

Records Violations Reports
601Revenues i Errors Violations Summary (MS Excel
InputDataFieE -E whil data fle 1E

B01Expenses 639 NPuEDAtGHIELITOr — LIor vihie accessig 6ata e LETO0 ywihee01 Code List (MS Excel)

601BondElections 1 WDEG01 Detail Report (MS Excel)

601HomeSchools 1 WDEB01 Annual District Report (MS Excel)
WDEG01 Expense Pivot (MS Excel)
WDEG01 Revenue Pivot (MS Excel)

Poponaepce

2. All of the reports available in the WIDEG01 application are in Microsoft Excel format. Once you have

selected a report, a File Download box will open asking you to Open, Save or Cancel the download.
Select the Open button.

File Download

Do you want to open or save this file?

@ j Mame: ‘WdeslYiolationsSummary, xls
IHl Type: Microsoft Excel Worksheet

From: casperapp.klZ.wy.us

Open H Save l| Cancel |

Always ask before opening this type of file

| -"‘~| ‘While files from the Intemet can be uzeful, zome files can potentially
a harni your computer. [F pou do not brust the source, do not open or
= save this file. what's the rizk?

a. 'The Violations Summary Report provides an error and warning summary grouped by file.
Yellow highlighted cells contain data that is in violation of the business rules. The second tab will
provide a list of errors from uploading data (see the diagram on the next page).
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E] Ee ER Yew Imet Fomet Lok Do Wedm teb [Adderee | tree b x ol
el 2l . e : i e LIAREAR N8 NE_8 KWV R TR §
Al - # “iolations Summary
- | € I ] T E T F TS I ) I I~
_LIMGDS Summary T
2 Record-Level Violations
51
4| Trial MaLalest Tral
5 | Trlal Da2010-04-15 10:13:08
Usar NaWOE_Cicarelli
20100816 14 73 11
10 sn1 Revenue
ROS058 (Error) Invalld FundCode for DisufctlD —_— - I
Districtd  FundGroupCode FundCode Targetl PaidFram StudentCount Amount
Tomwm 20 - Special Revenwe 84200 - Restncted Federsl GrantsnAd  OF0S02TIAD0 - Taleld, 0101000 - Albany Counly School Distnct #1 $573377
mom A0 - Special Revenue 8B40 - Restricted Federal Grants-In-Ald  (BOSOZSDFSON - TitlelVaA 0101000 - Albany County School District #1 53524 92
‘bioloco 20 - Special Revenue 84200 - Restricted Federal Grants-ireAid  DBOS0QT1ADD - Titledd 0101000 - Albany County Schood District #1 7073472
torom M- Special Reamue 64200 - Restrictod Foderal Grants-nAid  0B0S0GT2600 - Talebh 0101000 - Albany Courty School District # FB451
oo Z) - Special Revenue B4200 - Resnicled Federal Grants- A DB0S0ET2000 - TalelD 0101000 - Albany County School Distnet #1 Y4278
18] bioi000 20 - Special Revenue  BA200 - Restricted Federsl Gramts-In-Aid  [B0S02TS00 - Tiile'A 0101000 - Albany County Schood District #1 $8E7 56
(13 oo 0. Special Revanus  BAZ0D - Restricted Federsl GrantsnAld  (BOSOIVEADD - Parking 0101000 - Albany County School District #1 55,106 83
[20] oo A0 - Special Revmue  BIAD - Restncted Federal Grantsn A (S0SIVIBD - IDEABTT (01000 - Albany Coundy School Distict #1 534207 88
21 oo 20- Special Revenue 84200 - Restricted Feders] Grants-InAid  DSUSIEVIBPOO - IDERAE1S 0101000 - Albany Courly School District #1 247
2| ‘o100 20 - Special Revenue B4700 - Restricted Federal Grants-Iredid  D0S0250S00 - Titlefvid, 0101000 - Albany County School District #1 52,043,086
E=1 T 0. Special Rewenue  B400 - Restricted Federal Grants InAid OA0000 - Albany County Schast District #1 FUSPAT 6
[24] oo 20 Special Reeue B4200 - Restncted Fedesl GrantsInAid D000 - Albany Coundy School Distnct #1 ik
x| Dioio0d 0. Special Revenue  BA00 - Restricted Federal Geants-In-Aid 0101000 - Albany Courty Schood Distric &1 B1515.11
| 26| oo 20 - Special Revanue  BAZ00 - Retricted Federsl Grante-In-Aid 0101000 - Albany County Schocd Digtrict #1 $I6647.21
Edl ‘Bimoos 0. Special R B4200 - Restricted Federal Grants In.Aid 0401000 - Albary County School District i a1 pEa
E1
= FIS0GA (Erva). lmvdld FundCadla foc : oda and Revsnimis urcaCad . i
Ex . FundGroupCoda 1 g : FundCode Targetl PaidFrom StudantCount
ED| oo - Special Reene 83170 - Magor Buldng and Facity Mamten: OTHER - Other 0101000 - Albany County School Distnct #1 WIS A
]
| 31 601Expense
E DistrictlD ObjectCode Targetld  PaldTo StudentCo
56| Bianoo S o002
Exl mom il 10 o
38| ‘D1o000 ] 100 ‘D1o1000
EJ ‘Do 0 w0 ‘bioiooo
40| mam il o o
41
42 RO3059 {Crrer) Invalld FundCode fop@istricall
et —— Lt L - ERA—— —— ——
4+ » s\ Record-Level iolations _ SubmissorLevel Vidations <l
Ready

b. The WDEG601 Code Lists report provides all valid Fund Group codes, Function Codes, Object
Codes, Fund Codes, Revenue Source Codes, and Target IDs specific to your district. All of the
codes will be grouped on separate tabs (see diagram below).

: Microsoft Excel - wde601Codes[1].xIs
Fle Edit Wiew Insert Format  Tools  Dats  ‘window Help  AdobePOF Type a question for help
- 9 - » b Bl o S A
i@ i o chaes Enineven i 0 i o e B
Al e e 411672010 2:29:20 P
A 1 B [ c T o TTE T F T 6 [ W T T T & [ K [ L ]

1 April 16 20101
| 2
EN
| 4| WDE601 Fund Cocdes
| 5 | Albany County School District #1

(5]
7

8 Fund Groups |
ERT General Fund 1
1020 Special Revenue
1130 Capital Projects
1230 Debt Senice
13 [35 Permanent Funds
|14 50 Enterprise Funds
EEU Internal Service
£7U Private Purpose Trust Funds
17 B0 Agency Funds 1
ﬁ%ﬁ Pension {and other employee benefit) Trust Funds
19 [B7 Investrment Trust
| 20

21| Afunds
| 22 |BOCE EOCES
| 253 |HLTH Health Insurance
| 24 |OTHR Other
| 26 |FRR Parks & Rec
| 26 | PAF Pupil Activity Fund
| 27 |RET Early Retirement
=

29| Cfunds
| 30 | ARRA-OTHER ARRA-OTHER
| 31 |CAP CON Capital Construction SFC
| 32 |OTHER Other
E

34 |[Efunds /
| 35 |ARRA ARRA
| 36 |FFVP Fresh Fruit and Vegetable Program
| 37 |FOOD Food Service

38 | OTHR Other
4« » n)\Fund Codes / Function Codes 4 Object Codes 4 Rewenue Sources /£ Targets / 1< i
Ready UM
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c. 'The WDEG601 Detail Report contains all of the district expenses, revenues, tuition expenses and
revenues, bond elections, and home school records. All of the line item records are grouped on
separate tabs (see diagram below).

Ty & queion for help
S A

= EaH=] [ T T ® T L T M N T 0T F [a
1 Al 16,2010 d
2 |
ER

| 4 | All Expenses

5 Albany County Schoal District #1

6

7

Fund
Group Function Function Object Object Fund

& Code Code Roll-u, Code Rall-up Code TargetID  Amount

1001 EE]] ETTTS W2 B [nfa) 101002 EZED

11t ecel] kI T (/) Toroz 167.01

12 En e 9 e (nfa) Bioonz 671503

EELT et ] £ - T (] ooz 78360

(12 jecc] EITT - -TT (nfa) oo B2 A7

(15 101 33 Ey W 3 () biotonz 1243353

{16 = Juxx WO dx oo BAZIEE

7m =0 Fuxx WM d Bio1002 23080

181 fecc] Fuwx ‘Ean Bxx Bio1o02 T44.40

1901 1350 Junx W2 biotooz 0305

[ 3350 Fuux 7 I Dotz Fn

E 350 TS kTS Tomonz 752

]l 50 E ¥ bromooz 0,00069

E] 5350 £ %4 I Bioto02 12869

(24 350 E B0 B oo 519419

3 3410 3unx AN T ooz £5,180.43

|2 3410 Juxn 23 2 ooz 4

7 m 3410 Juxx ™ I oo 5049.13

=M 410 Fuxx ™ 2 ooz 1552037

=M 9410 Junx I I ooz 105817

E ] 3410 Juxx W I Dotz 89,44

3 20 A 13 Txx ooz 104315

Exul 3420 £ PR Bromoo2 62

Eo] 5420 3anx 23 hioonz 1761

E 540 3ae2 T In ooz 262

E3 2 Fnnn 3 2 ooz 2163

E3d 3420 Janx | ooz 394

I 3420 Juxx 2&3 I hioooz bibd.1] -
Hn"i‘i ¥\ Al Experses. {4 R A Tuten iy 6 6o o Plorn Schocks /|« 3

M

d. The WDEG601 Annual District Report provides a financial summary of total revenues and
expenditures grouped by fund group. At the bottom of the form you will see a summary of
Transportation Expenditures.

A ]| 8 | € T [T S Y Y [ A O Y S IO "

1 Al 16, 2010 =
2
| 3|

4 WDEGD1 Annual District Report
| 5 | Albany County Schoal District #1
5]

z

i Fund Groups Revenues _ Expenditures.

9 (01 - General Fund $10,285,148.27 $10.211,137 62

10 (20 - Specis Revenue $13BaNT 57 §1 947 556 92

11 {30 - Caprtal Progects 1,21 55360 §2418015.10

12 |40 - Debil Sernve $376,121.18 FocRECES

13 |45 - Permariend Funds w.m m

14 |50 - Enterprise Funds §537 041,45 3T 078
| 15 /60 - Intwmmal Serace w0 ww
| 1670 - Provate Purpose Trust Funds 0.0 ww
| 17 |80 - Agency Funds 01 07820 276,734 B
| 1885 - Pension (and othes employee berefit) Trast Funds 0.0 ww
| 18 /87 - Irnmstmon Trust $0.00 $000

0
Ed
| 22| Other Summaries Expenditures

23 | Transportation 5710054 %6
24

-]

36 | 1. Dbt Serves- L W lssues
(372 WIREI03 Total o

" L ] ot A s Bl

| 26 | £ thovae vwiencse aencuris.

22 L
Ed
El

£ -
W7\ Summary / I€l : 3l
Roody MM ;
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L. Configuring Pivot Reports
The last two reports are pivot reports for expenditure and revenues that allow the user to configure the codes they
wish to see. The following steps outline how to configure and download pivot reports.

1. From the Latest Trial screen, select WDEG601 Expenses Pivot or WDEG601 Revenues Pivot.

@ T
State Report Manager

Logout: Jed Cicareli Need Help?

Home > District 0101000 > WDEG01 District Annual Financial Report (2009-2010) > Latest Trial

Generated 04-15-2010 4:28pm.

Records Violations Reports

601Revenues 61 Errors Violations Summary (MS Excel
InputDataFieE -E whil datafle 1E

601Expenses 639 N DAtSTIELITOr - Sor Whie accessg 3@ T XM \WDEGO1 Cade List (MS Excel)

601BondElections 1 WDE601 Detail Report (MS Excel)

601HomeSchools 1 WDEG01 Annual District Report (MS

WDEGBD1 Expense Pivot (MS Excel)
WDEG01 Revenue Pivot (MS Excel)

sopenaepce

2. Use the scrolling lists to select the ranges of data by clicking on codes you wish to see.

o i
State Report Manager

Logout: Jed Cicarell Need Help?

Home > District 0101000 > WDE601 District Annual Financial Report (2003-2010) > Latest Trial > Report Filter

Provide values for the fitered fields below.

Value

FundGroupCode All -
01 - General Fund

20 - Spedial Revenue
30 - Capital Projects

40 - Debt Service e

FunctionCode All -
1110 - Elementary (=
1120 - Junior High or Middle Schools

1130 - Secondary

1200 - Spedial Instruction v

ObjectCode All ~
100 - Personal Services-Salaries (=
110 - Salaries of Regular Employees

111 - Regular Salaries for Certified Personnel I
112 - Regular Salaries for Professional Non-Certified Personnel A

FundCode All e
(n/a) - No Fund Available ]
080502SDFS00 - TitleIVA
080502T1A00 - TitleIA

080502T2A00 - TitleITA )

TargetlD All

10101000 - Albany County School District #1
0101002 - Beitel Elementary

@ Note: You can select multiple codes by holding down the control key and clicking on the codes you wish to include in the
report (see diagram above).

3. Select the Run Report button on the top or bottom of the screen (see diagram above).
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4. 'The pivot table will open in excel format like the other reports. At the bottom of the screen will be a table
showing what codes were used as filters for the report (see diagram below).

5] Microsoft Excel - wde601 ExpensePivot[1].xls E]@
|Z_|] Fils Edit Misw Insert Format  Tools Data  Window Help  Adohe FDF Type aquestion forhelp « _ @ X
HRREA" RENI= RGN A R NN ARSRACRAT- NN 1% % NN s SR O A

iy = | |3 @2 ¢ Reply with Changes... End Review... [ RN ol o

Al - A ANE2010 24810 PM
A | B [ C D [ E [ F I G | H [ 1 [ J [ K [ L | Mo

1 April 16, 20101 1
| 2 | WDEG01 Expense Pivot
i Albany County School District#1

4
| 5 | 1xx 2xx 3xx dxx Total
6 [ 1110 1,209.71 1,209.71
7 [ 1130 2,148.21 214821
| 6 [ 1200 402,712.11 120,249.59] 52296170
| 9 | Total| 40271211 3,357.92 0.00 12024959  426,319.62

10
| 11| Filters
| 12 | FundGroupCode
| 13| Al
14|
| 15 | FunctionCode
16 | " 1110
17 | " 1130
16| " 1200
E
| 20 | ObjectCode
21| " 100 A
|22 | " 110 1
El " 112
24 | " 212
E3 " 340
E " 400
27 |
| 28 | FundCode
E Al
|30 |
| 31| TargetlD
E Al
(33

34
(35 |

@ Note: For archiving and andit purposes, please keep at least one copy of each report in a secure location.

M. Sending Data to the WDE
Once all errors have been corrected and warnings have been reviewed, the user is ready to send their data to
WDE.

1. Navigate to the WDEG601 District Annual Report screen. The Send to WDE button will turn blue
when all errors have been corrected.

State Report Manager

Logout: Jed Cicarell Need Help?
Home = District 0101000 > WDE601 District Annual Financial Report (2009-2010)

Latest Trial

Generated: 04-22-2010 11:52am

Errors (0 Records (374, Reports
v X oounions Y revaate . sendto o Vi —

Submitted: This state report has not yet been sent to WDE.
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2. Check the box certifying that the data being submitted is accurate and click on the Send to WDE button.

o R
State Report Manager

Logout: Jed Cicarell Need Help?

Home > District 0101000 > Send to WDE

Name: |sent Trial

I 1 certify that this trial is accurate and can be sent to the Wyoming Department of Education. This action cannot be revoked.

N\

@ Note: You can reopen a certified trial by navigating to the WDEG601 District Annual Report sereen, selecting
New Trial, and then selecting Copy & Revalidate.

N. Downloading Files

The files submitted to the WDE can be downloaded from the SRM. This step can be done at any time.
However, it is important users download and archive their data after certifying and submitting to the WDE. One
copy should always be saved in a secure location for auditing purposes. These files may also prove useful to
reconcile any questions that may arise with the Data Collection Steward. Therefore, it is essential for each user to
archive a copy of the certified WIDEG601 submission in order to complete the data validation process.

1. From the main district page, click on Sent Trial link under the Trial Name column.

State Report Manager

Logout: Jed Cicarelli Need Help?
Home > District 0101000

Welcome to the Wyoming Department of Education State Report Manager
WDE has identified the following state reports. Please select a state report by clicking on a name below:

Current State Reports

Name Collection Start Date  Due Date Trial Name  Trial Date Submission Status

SifCheck - Fitered WDEBDO SIF Objects for 2010 Aug 15, 2009 Run 3 Trial

SifCheck - Fitered WDEB85 SIF Objects for 2010 Aug 15, 2009 Latest Trial 04-06-2010 1:25pm NOT SENT
Backup Trizl  04-01-2010 8:01am NOT SENT

SifCheck - Unfiltered WDEG85 SIF Objects Aug 15, 2009 Run a Trial

SifCheck - WDEG0O for SIF Admins Aug 15, 2009 Run a Trial

SifCheck - WDEG85 for SIF Admins Aug 15, 2009 Latest Trial 04-10-2010 10:22pm  NOT SENT

04-06-2010 1:28pm NOT SENT

WDEGD1 District Annual Financial Report (2009-2010) Jul1, 2010 Aug 12, 2010  Sent Trial 05-17-2010 8:40am SENT

WDE425 Specil Education (Nov 2009) Nov 2, 2009 Mov 13, 2009 Sent Trial 12-09-2009 11:54am  SENT

WDEBD2 Staff Employment, Assignments, and Experience (Oct 2009)  Oct 1, 2009 Oct 27, 2009 Sent Trial 03-04-2010 8:42am SENT

WDEB84 Teacher/Course/Student (Oct 2009) Oct 1, 2009 Oct 16, 2009 Sent Trial 11-30-2009 11:36am  SENT

WDE-636 June 2009 Discipline Jun 1, 2009 Jul 2, 2009 Sent Trial 06-23-2009 11:31am  SENT

WDE-427 June 2009 Special Education May 18, 2009 Jun 12, 2009 Sent Trial 06-11-2009 9:50am SENT

@ Note: you can download data files at any time during the data entry process. "This can be accomplished by selecting the
Download button from the Latest Trial screen.
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2. Select the Download button to the left of the screen.
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ogout: Jed Cicarelli

Submitted: Sgnt Trial

Home > District 0101000 > WDEG601 District Annual Financial Report (2009-2010)

Errors (0)
Warnings (2)

' @ ESP Sclutions Group
State Report Manager

Need Help?

@]
=

Reports

Records (8)

3. A file download window will appear allowing you to Open, Save or Cancel the download.

File Download

[I%l!

-
9
b,

-

Do you want to open or save this file?

MName: allRecords.zip
Type: Compressed (zipped) Folder, 6.36KE
From: casperapp.kl1Z.wy.us

while filez from the Internet can be useful, some files can potentially
harm wour computer. If you do not kust the source, do not open ar
= zave this file. ‘What's the risk?

Open ][ Save ]l Cancel |

@ Note: all four files (revenues, expenditure, bond election, and home school) are contained in one .ZIP file. You can
save the complete .ZIP file or open the download to view all four files.

a. If you select Open, a temporary file window will open with the all four .CSV files.

(2] AlRecords[1].zip

File Edit Wiew Favorites

< </

Tools

@)
l'_ﬁ' P Search 15

Help

Folders

-

Address |[B CiiDocuments and SettingstjcicariLocal Settings) Temporary Inkernet FiIes\Content‘IE[V] GO

Folder Tasks

(2] Extract all files

Other Places

) MDSRESLK
[} My Documents
\._g Iy Metwork Places

Details

AllRecords[1].zip
Compressed (zipped) Folder

(2]

*

b

T B E)

601BondElecti 601Expens... &01HomeSc... 601Revenu...
onLCsy

E]@
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b. If you select Save from the download window, another window will open asking you where to
save the file. Browse to the location where you would like to store the file.

=
Save As
Save jn: ‘ ‘e Local Disk [C:} M O ? ! v
Ty ) 6184F12b452002F6800
i 1) audic
My Recent IC3DELL
Documents @Documents and Settings
7= () Inted
L IIMEA
Dieskiop M3QCache
Choracle
IC)Personal
| Program Files
My D ocuments ene
I3 WINDOWS
My Computer
. File name: |A\|F|Ecurds.zip M [ Save l
MyNelwork | Saveastpe: | Compressed [zipped) Folder [v] [ cancel |

@ Note: be sure to date the file for proper archiving purposes.
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Appendix A: How to create a .CSV file

Before creating a data file for upload, review the data elements document available on the WISE

website: https://www.k12.wy.us/wise/ . The data element document contains definitions of each
required element, valid values, and the proper layout.

There are 4 files that you can import into the WDEG601; Revenues, Expenses, BondElections, and

HomeSchools. Most districts will only import Revenues and Expenses and manually enter

additional data. Specific instructions are provided below on how to create a .CSV file for importing

into the WDEG01.

1. Open an excel file and create the column headings as seen on the diagrams below. Make sure
the names appear exactly the same as they do on the diagram. Enter line item records under the
column names as seen below.

@ Note: if there is no fund code Paidlo/ From, or Student Count associate with a particular record, leave the
feld blank.

Revenue Format:

NUMBER
TEXT NUMBER TEXT NUMBER (2 Decimals, No Commal
N \
s Window Help  Adogl - ul?
R A AR Ll |l 1 = &) i cobe
Back: vith chanoes. ey M ¢ o5
/
| oy [y INF [ &6 [ Hyl
| 1 |DistrictiD FundGroupCode RevenueSourceCode FundCode TargetiD PaidFrom StudentCount Amount
2 [o101000 ‘01 84200 090101T1A00 0101000 9456.11
3 [o101000 1 81120 ‘0101000 264726.44
4 (0101000 01 81130 ‘0101000 9194.48
5 (0101000 01 81140 ‘0101000 8081.42
6 (0101000 01 81510 ‘0101000 26827.81
7 0101000 01 81590 ‘0101000 7028.48
8 [o101000 01 81930 ‘0101000 91321.81
9 (0101000 ‘01 82110 ‘0101000 978393.36
Expenditure Format: NUMBER
=P TEXT NUMBER TEXT NUMBER (2 pecimals, No Comma)
Vi ﬂ\ I
9] ple Ede vew ghspt Foma Iock \ Hep  Adobe POF /
AR =N NN VEL s @A N - B F -SRI N D 100% | o) ] ol
R T Yy )
o/ a JAR N,
A P BY | c? | Yo | 4 | Y M6 | Y | 17|
1 DistrictiD FundGroupCode FunctionCode ObjectCode FundCode TargetlD PaidTo StudentCount Amount
2 (0101000 o1 1210 111 ‘o101002 515413.29
3 [p101000 01 1210 113 ‘0101002 169859.38
4 ‘o101000 01 1210 211 ‘o101002 42732.13
5 ‘0101000 01 1210 213 ‘0101002 12739.12
6 0101000 01 1210 221 ‘n101002 56954,85
7 0101000 01 1210 233 ‘n101002 139784.31
8 0101000 20 1200 100 090101T1A00 0101000 12824.56
9 ‘0101000 20 1200 100 090101VIBPOO 0101000 -399.52
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2. Format the columns as indicated by the arrows (see diagram on previous page).

a.

Select the column by right clicking on the letter at the top of the column

@ Microsoft Excel - 601_Rev_impornotcsvt. xlsx

(] File
RN RENI= RN A NP NN R AT RASRAR R 1N 1 v AU o) FRINEIR N &

Edit  Wiew

Insert

Format  Tools Data  wWindow Help  Adobe PDF

EIES Wt W 7 T MY I |

SWME A @ﬂ | ¥ Reply with Changes... End Review. .. ] Hon| | H E O -]

H1 -

A Amount

A

B

| c | o [ e | ¢ |

G

3

| 1
| 2 |

DistrictlD FundGroupCode RevenueSourceCode FundCode

f0101000 D1 81120 '0101000
lor01000 01 83111 'o101000
b. Under the Format menu, select Cells.
hsert | Format | Tools / Data  window  Held
E|-§§|;§?' Cels... Chril |
—
Row 3
| ang
3 Columnn »
b Sheet 3 o
upCa AutoFormat. .. dCol
Conditional Formatting. ..
I Skyle, .,
oI
83160

C.

OK.

TargetlD PaidFrom StudentCount {Amount

254?25.44|
4284.13

Select the correct Category and Decimal places from the format menu. Click on

Format Cells /

2Jed

Alignnent Fonk Border | Patterns || Protection

Category: Sample

General Apnount

Mumber

Currency Decimal places: |z @

Accounting

Drate

Time [] Use 1000 Separatar ¢,

Percentage Megative numbers:

Fraction =0 '

Scientific

Texk 1234.10

Special (1234.100

Cuskom (1234.10)
Mumber is used For general display of numbers, Currency and Accounting
offer specialized Formatting For monetary walue.

] [ Cancel
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3. Under the File menu, click on Save As.

@ Microsoft Excel - Book1

() File | Edt view gt Fe
B & Cpen.. Ctrl B g
| Save As... |_
Page Setup... |
&, Print Preview E

=) Print...  Ctr+p

¥

ol | ]

4. Enter a file name and browse to a location you can easily access later. In the bottom drop down
box labeled Save as type: select CSV (Comma delimited) (*.csv) (see diagram below).

Save As [Z]
Save in: 1C3) 0101000 Testing v] @ X ci &=~
[y Recent ~$601_Rev_impornotesst.xlsx
Documents | 211601 Exp_importhOT C5¥.xlsx
(@ Deskiop E2]601_Rev_impornoteswt. xlsx
= My
O ponuments
QM
Computer
) My Network
2 places

<

File name: £01_Rev_impork xdsx M
Save as tvpet | Excel warkbook (*.xlsx)

Uiicods Text [".6] ~
ML Spreadsheet 2003 (*,xml)
Tools Micrasoft Excel 5.0/95 Workbook (*, Cancel

C5Y [Comma delimited] (*,csv)

5. Click on Save.

6. Excel will prompt the user to keep this format, select Yes.
Microsoft Office Excel

601_Rev_import.csy may contain Features that are not compatible with CSY (Comma delimited), Do you want to keep the workbook in this Format?
.
\l}) + To keep this format, which leaves out any incompatible Features, click Yes,
+ To preserve the features, click Mo, Then save a copy in the latest Excel format.
+ To see what might be lost, click Help.

7. IMPORTANT: When the user closes the file, Excel will ask if you want to save the changes

you made to the file. Select No. The file is now saved and ready to be uploaded to the SRM.
Refer to section B on how to upload a .CSV file.

Microsoft Office Excel

! E Do you want to save the changes you made to '601_Rev_jmport.csy'?

Yes | [ Mo ] [Cance\

@ Note: If you reapen the file before uploading, you will have to reformat the colunns before saving again.
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Appendix B: Frequently Asked Questions

General Questions

# Question Answer

1 Whom do I contact regarding Jed Cicarelli - 307-777-5808 or jcicar@educ.state.wy.us
content questions?

2 Whom do I contact regarding Leslie Zimmerschied — 307-777-8751 or lzimme(@educ.state.wy.us
submission questions or
technical problems?

3 Whom do I contact regarding Your district’s WISE Coordinator
Username and Passwords for
the SRM?

4 Who do I contact regarding the ~ Cassie Lallak — 307-777-3656 ot clalla@educ.state.wy.us
WISE project as a whole?

5  Whete can I find more http://www.k12.wy.us/wise/
information on the data
elements within this collection?

6  Where can I locate the school http://www.k12.wy.us/F/docs/AcctManual Combined.pdf

district accounting manual?

General Fund (01) Reporting Questions

#  Question Answer
1 Where do I report Foundation Revenue: 01 / 83110 / Target / Amount
funding? Expense: 01 / Function / Object / Target / Amount
2 Where do I report Audit Revenue: 01 / 83111 / Tatget / Amount (+/-)
Adjustments?
3 Where do I report Cooperative Revenue: 01 / 83360 / Target / Amount

Services (Grant from the State)?

Expense: 01 / Function / Object / Target / Amount

Special Revenues (20) Reporting Questions

#  Question Answer
1 Where do I report Summer Revenue: 20 / 83200 / SMR SCHL / Target / Amount
School (Bridges Grant)? Expense: 20 / Function / Object / SMR SCHL / Tatget / Amount
2 Where do I report Major Revenue: 20 / 83170 / MA] MNT / Target / Amount
Maintenance? Expense: 20 / 3470 / Object / MA] MNT / Target / Amount
3 Where do I report Instructional Revenue: 20 / 83200 / INST FACIL / *Target (Disttict ID) / Amount
Facilitators? Expense: 20 / Function Code / Object / INST FACIL / *Target (School
ID) / Amount
Returned monies: 20 / 85000 / INST FACIL / Tatget / Negative
Amount
Subsidized from General Fund: 20 / 85201 / INST FACIL / Tatget /
Amount
Report IF Expenditure data by SCHOOL
4 Where do I report National Revenue: 20 / 83200 / NTL BD CRT / Tatget / Amount
Board Certified Teachers? Expense: 20 / Function Codes 1XXX’s & 2XXXs) / Objects 1XX’s ot
2XX’s / NTL BD CRT / Tatget / Amount
5  Where do I report returned 20 / 85000 / Fund Code / Tatget / Negative Amount

federal grants?
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6 Where do I report Special
Revenue Federal Grant Monies?

7  Where do I report state Distance
Education Grant Monies?

8  Where do I report ARRA federal

revenues?

9  Where do I report ARRA
monies received from an agency
other than pass through from the
state?

10 How do I report other special

revenues?

Revenue: 20 / 84200 / Fund code (project id) / Target / amount
Expense: 20 / Function / Object / Fund code (project id) / Target /
Amount

Revenue: 20 / 83200 / DIST EDUC / Amount

Expense: 20 / Function / Object / DIST EDUC / Target / Amount
Continue Reporting non-state grant monies in the general fund.
ARRA revenues are reported in the same manner as special revenue
federal grants monies. For example, Title I ARRA monies would be
reported using the federal project code 100101 TIAAOD’.

Revenue: 20 / 84200 / Fund code (project id) / Target / amount
Expense: 20 / Function / Object / Fund code (project id) / Target /
Amount

Revenue: 20 / Revenue Source Code / ARRA-OTHER / Target /
amount

Expense: 20 / Function / Object / ARRA-OTHER / Target / Amount

Revenue: 20 / 83200 / OTHER / Target / Amount
Expense: 20 / Function / Object / OTHER / Tatget / Amount

Capital Projects (30) Reporting Questions

#  Question

Answer

1 Where do I report Capital
Construction?

2 Where do I report a new bond

Revenue: 30 / 83250 / CAP CON / Target / Amount

Expense: 30 / Function / Object / CAP CON / Target / Amount
Report minor Capital Projects here as well

Revenue: 30 / 85111 / Target / Amount

Issue? Expense: 30 / Function / Object / Target / Amount
3  Howdo I report other Capital Revenue: 30 / 83250 / OTHER /Tatget / Amount
construction grants? Expense: 30 / Function / Object / OTHER / Target / Amount

Debt Service (40) Reporting Questions

#  Question

Answer

1 Where do I report a bond

refunding?

2 Where do I report a Mill-levy
supplement?

3 Where do I report bond and
interest levies?

Revenue: 40 / 85112 / Tatget / Amount
Expense: 40 / 6100 / 730 / Target / Amount
Revenue: 40 / 83150 / Tatget / Amount

Revenue: 40 / 81200 / Target / Amount
Expense: 40 / Function / Object / Target / Amount

Enterprise (50) Reporting Questions

# Question

Answer

1 Where do I report Food
Service?

2 Where do I report food service
that is financial assistance from
the state?

3 Where do I report food service
supplemental assistance?

Revenue: 50 / *Revenue Source Code (Local, Fed.) / FOOD / Amount
Expense: 50 / Function (4100) / Object / FOOD / Tatget / Amount
Breakout food sales instead of using roll-up codes

Revenue: 50 / 83200 / FOOD / Tatget / Amount

Expense: 50 / Function (4100) / Object / FOOD / Target / Amount

Revenue: 50 / 81615 / FOOD / Tatget /Amount
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4 Where do I report other Revenue: 50 / Revenue Source Code / OTHER / Target / Amount
Enterprise operations? Expense: 50 / Function (4200) / Object / OTHER / Target / Amount

5  Where do I report subsidized Revenue: The revenue will be reported directly into the 50 Fund (81615)
food service? Expense: 50 / 4190 / 461 / Target / Amount

6  Where do I report revenues Revenue: 50 / 84200 / FFVP / Tatget / Amount
from the Fresh Fruit and Expense: 50 / Function / Object / FFVP / Tatget / Amount
Vegetable program (FFVP)?

7  Whete do I report ARRA Revenue: 50 / 84200 / ARRA / Target / Amount
monies for food service Expense: 50 / Function / Object / ARRA / Target / Amount
equipment?

8  Where do I record Team Revenue: 50 / 84200 / TEAM / Target / Amount
Nutrition grant monies? Expense: 50 / Function / Object / TEAM / Target / Amount

Appendix C: Other Reporting Tips

Transfers Out:

0 If using Objects 721-729, then must use Function 6200.
0 If making a transfer-out entry, then record the corresponding transfer-in entry.

Continue reporting with the greatest level detail possible for Activities and Food Service.

Food Service Reporting recap:

0 Allowable expenses: 50/4100/object/ FOOD/target/amount

0 Non-Allowable expenses: 50/4190/object/FOOD/target/amount

0 Subsidy revenue: 50/81615/FOOD/target/amount

0 Subsidy expense: (meal rate below statewide average): 50/4190/461/FOOD/target/amount

Review business rules before report submission to ensure accuracy.
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Glossary of Terms
A
Append

The process of adding records to a file by uploading additional records in .CSV format.

B

Backup trial
For a particular data collection, a trial that has been saved but not certified. You can only have one

backup trial per collection. If a backup already exists when you save a trial, the older backup is
deleted.

C

Certified trial

For a particular data collection, a trial that has been run without errors, certified by the reporting
party as accurate, and has been submitted to the WDE. Also known as a Sent trial or a Submitted
trial. Once a trial has been certified the action cannot be revoked.

Collection
The gathering of specific data for reporting purposes. It can also refer to the set of data that is
gathered.

.CSV
(Comma Separated Value) A file format used by the SRM to upload data.

E

Error

An instance in which data does not meet the WDE requirements for a particular characteristic. An
error is a problem that is serious enough that a trial cannot be certified and submitted until all errors
are corrected. An error is a type of violation.

L

Latest trial
For a particular data collection, a trial that has been run but not saved. A latest trial is discarded
when a new trial is run unless it is explicitly saved.

R

Record

A defined set of related information stored in a standard way to enable comparison of different
records of the same type. For example, each expenditure record has the fields: DistrictID,
FundGroupCode, FunctionCode, ObjectCode, FundCode, TargetID, PaidTo, StudentCount and
Amount. The data files uploaded to Wyoming SRM are made up of records.
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Rules
The validation criteria by which trial data is judged. For example, a revenue record cannot have a
blank amount.

S

State Report Manager (SRM)

The SRM is a reporting tool that coordinates state data submissions. The SRM provides a
streamlined method for managing the submission process in a contemporary and easy-to-use user
interface using a web browser.

T
Trial
The attempted validation of a particular data file according to rules established by the WDE.

A%

Violation

An instance in which data does not meet the WDE requirements for a particular characteristic.
Violations that are serious enough to prevent certification and submission of a trial are errors;
violations that do not prevent certification and submission of a trial are warnings.

\\4

Warning

An instance in which data does not meet the WDE requirements for a particular characteristic. A
warning, although it is serious enough to be identified, will not prevent a trial from being certified
and submitted. A warning is a type of violation.

Z

ZIP file
A computer file containing the zipped (compressed) contents of one or more files.
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