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Introduction

The WDEG01 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 WIDE100, several state reports including Stat
#3, and numerous federal reports such as the CCD fiscal report, F-33 Bureau of the Census fiscal report,
Impact Aid, REAP, Maintenance of Effort, and Food Match. The WDE Finance Unit and the
Department of Audit review the WDEGO01 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 WDEG01 SRM collection, please contact:

e Jed Cicarelli at (307) 777-5808 or 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 allow 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)(1)
Wyoming Statute § 21-13-101 through Wyoming Statute § 21-13-331
WDE Rules and Regulations, Chapter 5, 8 and 20

Collection Schedule

Collection Window:
07/01/2011 - 08/12/2011

The WDEG01 is due August 12, 2011.

It is highly recommended that each school district load data by Monday, August 8, 2011. 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.




Instructions

Wyoming State Report Manager (SRM) provides districts with a way to ensure that reporting data meets
the WDE validation standards before official submission. The process is divided into several steps:
Exporting data from local accounting systems to the appropriate file format. (p. 25)

Upload or manually enter data to the Wyoming SRM server to run a data trial. (p. 4)

View the trial summary and the violations listings (p. 15).

Correct invalid data.

Revalidate the data.

SRR AR R A A

Repeat step 3 through 5 until the trial runs without errors.
7. Certify and submit the data (p. 21).

Trial data

Before you submitting data to the WDE, districts must make sure that the data is error-free. Wyoming
SRM enables districts to run trials against the WDE's validation rules. After running a trial, districts can
view reports that show errors that were found with the data. Districts are able to correct errors and rerun
trials until the data is error free.

When a trial is completed, a summary of the trial which has links to more details about the trial results is
available for review. Records from the trial are organized by their types or by their error status. Districts
can search these listings based on values contained in the records.

Data validation rules
Wyoming SRM data validation rules are defined by the WDE. For a complete listing of current data

validation rules, see the WDE WISE website at: http://portals.edu.wyoming.gov/WISE/

Uploading Data Files
Districts must upload data to the WDE's Wyoming SRM server before running a trial. Data files must be

propetly formatted. (See appendix A)

Certifying data files

Once the data can pass trial validation, districts can certify and submit data to the WDE. By certifying a
file, the user attests that the information being submitting is accurate and complete. Users cannot certify a
file that has trial errors, but can certify a file that has trial warnings.

When certifying a file, it is automatically sent to the WDE. Therefore, districts should not certify data until
they have made all necessary edits.




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 WDEG01 can be accessed by
specified users assigned by the district. The following steps outline how to access the WDEG601
collection:

1. Access the Fusion site at http://fusion.edu.wyvoming.cov/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 the user name and password. Please note that the user ID and password are case-sensitive.

—

Connect te fusion.edu wyorning.gov @

Pt
£

R

The scver fusion,cdu,wyomning.goy ak
fLsion.edu,wyoring. gov requires a username end password,

Liser name: € iicarel [V]

Pagsvord: ssasaanana

| Rewen Ler iy passnd

[ K H Cancel l

(i) .
" Note: If the user does not have a Fusion account, or has forgotten the password, select Request Login or Password
Help ar the top of the screen.

4. Select Applications at the top of the page.

Hello, JED CICARELLI!

Home Directory 'Data Collection Data Reporting Career Guidance ommunities Applications




5. Under My Applications, click on the State Report Manager link.

Hello, JED ELLTI

— R T T T T e
Home Directory Data Collection Data Reporting

Applications Home | State Report Managzr | Communicaticn Center |

Application: Applications

Application Links My Applications

Logout

Career Guidance

Communities

Find Fusion Administrator

Applications

FuUuUs

“Whom Do I Ask?’ SEARCH

Request Accessto an
Application

AR BookFinder State Report Manager

Find = Book with Lexiles
GoWvld

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 the user has 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.

oqout: slbanyt

Current State Reports

Name
SifCheck - Fittered WDEG00 SIF Objects (2010-2011)
SifCheck - Fitered WDEBBS SIF Objects (2010-2011)

WDE425 Specizl Education (Nov 2010)

WDE427 Special Education (Jun 2010)

WDE427 Special Education (Jun 2011)

WDEGQQ Attendance and Membership (Jun 2010)

WDEG00 Attendance and Membership (Jun 2011)

WDEG01 District Annual Financial Report (2009-2010)

WDEG01 District Annual Financial Report (2010-2011)

WDEG02 Salary Schedule (Oct 2010)

WDEG02 Staff Employment, Assignments, and Experience (Oct 2010)

Collection Start Date
Aug 1, 2000
Aug 15, 2010

Nov 1, 2010
May 17, 2010
May 17, 2011
Jun 1, 2010
Jun 1, 2011
ul1, 2010
Jul, 2011
Oct 1, 2010
Oct 1, 2010

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 2 name below:

Due Date

Nowv 12, 2010
Jun 11, 2010
Jun 10, 2011
Jun 15, 2010
Jun 15, 2011
Aug 12, 2010
Aug 12, 2011
Oct 27, 2010
Oct 27, 2010

Trial Name
Run 2 Trial
Latest Trial

Backup Trial
Sent Trial
Sent Trial
Run a Tria|
Sent Trial
Run a Trial
Sent Trial
Run 3 Trial
Sent Trial
Sent Trial

o st solutions Group
State Report Manager

Trial Date

03-23-2011 8:37pm
03-23-2011 %:05am
11-04-2010 10:02am
06-03-2010 2:31pm

06-18-201J 11:54am

-08-2010 1:08pm

09-29-2010 7:23am
01-12-2011 6:50am

Nesd Help?

Submission Status

NOT SENT

NOT SENT

SENT

SENT

SENT

SENT

SENT
SENT

B. Importing District Data

The SRM application will take the user 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 shown in

Section C.

@ Note: If the user will not be importing any data files, simply select Ienport without loading any files

Before creating a data file for upload, review the data elements document available on the WISE website:
ortals.edu.wyoming.cov/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.




1. Once the .CSV file has been created and saved, the next step is to import the data files. Districts
have the option of importing all or a portion of their WDEG01 data. Select Browse to locate the
revenue, expenditure, bond election, or home school file to upload. (see diagram below)

State Report Manager

Logout: Jed Cicareli

Need Help?
Home > District 0301000 > WDEG01 District Annual Financial Report (2008-2010) = Import Source Data

Please upload your data files. You can upload tab-delmited (.TXT) or comma-separated (.CSV) files. If a fie is large, you may zip tt first. Uploaded files mustbe}alk than 20
MB.

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

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

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

o« €

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

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

..Chnose File to Upload @

Laokin: | <e Local Disk [C:] i [« s N
A i & newile.enc '
: =
Lﬁ \paudit newkey
My Recent  |C3DELL 2 ReNamer.exe
Dacuments [C)Dacuments and Settings £ wide 100Dt aLoader accdh
r (CIntel
(CaMBA
Desktop MSOCache
- (oracle
..j \JPersonal
[CiProaramn Files
My Documents =TEMe
_ CWINDOWS
1
:1:_! @“jBackup of Insurance1601000,xlk
-
My CornpLiter %] bar.enf
EDL_YPH.wax
q | :
My Metwork  File name: | R Open |
Flaces
Files of type: JAII Files [*.%] lJ Cancel

N

(1)
2/ Note: The user will be retumed to the Import Source Data screen where the user can browse for additional
files and upload multiple files in one step.




3. 'The next step will be to import the files selected in the previous steps. From the Import Source
Data screen, click on the Import button in the middle of the screen.

-~
State Report Manager

Lagous: Jed Cicarel tead veip?
port (2005 2010 » Import Source Data

Home > District 0101000 > WOEEOL District Annwal Finencial

Fiease upload your data fies. You can upload tab-delmted (. TXT) or comma-separated (.C5V) fies. If a fie & Brge, you may zip & first. Uplbaded fles must be smaler than 20
MB.

select File to upload (601Revenue): (optonal) Cr\Documents and Settings'joicar\Desktop) 0104000 Testing'601_R| Browse
Select File to upload (601 Expense): (optonal) C:\Documents and Sectings\jricer Desktop| 1101000 Testing\601_E| Browse
Select File to upload (601BondElection): (opuona’) Browse
Select File to upload (601HomeSchool ): {optional) Browse

}:m

v2 Note: Users can tmport additional files at later times with the option to replace or add to the records that have
already been imported 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.

WY Note: Users 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 (2010-11) s #he main page of the WDEGOT collection.
Users can use these links to navigate through the WDIEGOT collection.

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

Lindius Jed Cicarel ised isk?
o > Detret 0101000 > WDEGD1 District Annual Financial Report (2009-2010)

Latest Trial

Generated: 04-15-2010 10:13am

Errors (64) Becords (700) Eeports

Submitted: This state report has not yet been sent to WDE.




2. 'The next screen is the Latest Trial screen. Select the file on the left of the screen to add or edit
records.

s v .
State Report Manager

Logous: Jad Cicarall

lsed Halo?

Hoeme > Distrct 0101000 > WOEG01 District Annual Financial Report (2009-2010) > Latest Trial

Generated 04-15-201

Records Violations Reports
601Revenuss 1} Errors Violations Summany (M5 Excel)
RO9058 - Invakd FundCode for DrstrictlD 15 Erross
G01Expenses 639 WDEGD1 Code List (M3 Excel)
o 0 - Inv r for 45 Errors
§01BondElections WDEG0] Detal Report (M3 Excel)
9063 - Invakd Fi far FundGe j Funes
e s 0 R09063 - Invald FundCode for FundGroupCode, Object Code, and Function Code 3 Errors WDE601 Anual District Repart (MS Excel)
3065 - Inv. iCode fi fOLUp VEnes i
RO9065 - Invald FundCode for FundGroupCode and RevenueSourceCode 1 Erroe WDEGD Fxpense Bivot (MS Fxcal)
Warnings svenue Prot (M 0)
RO9039 - Amount must be greater than zern. 5 Wamnings WDEG Revenue Pt (M3 Exoed)
L Dovenload ]

Adding a Revenue Record

1. The All 601Revenues screen will appear similar to the one below if data was imported. If the user
has 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.

State Report Manager
Logout: Jed Cicarell Hagd Hep?
Home > District 0101000 > WOESH] District Annual Financial Report (2009-2010) > Latest Trial > All 601
shov: Al 601Revenues |
Showing 1-10 of 61 Page| 1lof7 60 >3 33| Rows per page: | 10 =
Sheve Search Fields to search for items in the kist.
I F Code * Code FundCode TargetlD  Paidfrom  StudentCount  Amount
v 0 o 81111 (n/a) 0101000 $3,919,085.56
r vew 0 01 81120 (nfa) 0101000 $264,726.94
[ Vew 0 0 81130 (n/a) 0101000 $0,104 48
r ovew 0 o1 81140 (n/a) 0101000 38,081 42
r e (] m 81510 (n/a) 0101000 £26,827 81
r view 0 0 81590 (nfa) 0101000 £7,028.48
r {3 0 01 81990 (nfa) 0101000 $91,321.81
r vew 0 (1)} 820 (n/a) 0101000 $978,393.36
r view 0 0 120 (n/a) 0101000 $B8,182.50
r view O o1 82130 (nfa) 0101000 $8,635.30
[ pesote N nelote & Revalidate Add a record
Showing 1-10 of 61 Page| 1]of7 60| »» > Rows per page: 10 >

b. Choose the appropriate Fund Group, RevenueSourceCode, FundCode (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 the following page).




¢ @ ESP Solutions Group
State Report Manager

Logout: Jed Cicarelli Need H

Home > District 0101000 » WDEGD1 District Annual Financial Report (2010-2011) > Latest Trial > All 601Revenues > Add Record

(T T €

Remember to also update your source data.

Element Value

DistrictID E

FundGroupCode * |Please select ... v| P
RevenueSourceCode « < -
FundCode

TargetID

PaidFrom [ | <&
StudentCount [ ¢ N
Amount [ |a

<
* = =
Ty EITTD €

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

Edit a Revenue Record

1. To edit a record click on the hypetlink “View” that corresponds with the record the user wishes to
edit.

State Report Manager
Logout: Jed Cicarel Hued Helg?
Home > Destrict 0101000 > WIEGD] District Annual Financial Report (2008-2010) > Latest Trial > All 601Rgffenues
Show: | [AITGOIREVenues v
Showing 1-10 of 61 Page|  1]of7] G0 55 sn Rows per page: 10 ¥
Shows Search Fields to search far itemns in the k.
r Violations/ FundGroupCode *  RevenueSourceCode FundCode TargetD PaldFrom  StudentCount  Amount
r view 0 01 B1111 (n/a) 0101000 53,919,085.56
r View O 01 81120 (n/a) 0101000 $264,726.44
[ View 0 01 81130 (nfa) 0101000 $9,194.48
r ouview 0 1 61140 (nfa) 0101000 58,081,492
r vew 0 01 81510 (n/a) 0101000 5$26,827.81
r view O o 81590 (nfa) 0101000 $7,028.48
[ View 0 o 81990 (nfa) 0101000 $91,321.81
r vew 0 0 82110 (nfa) 0101000 $978,393.36
[ Vew O 0 82120 (n/a) 0101000 $88,182 50
o oview 0 ol A2130 (nfa) 0101000 $8,635.30
[ petete Add a record
Showing 1-10 of 61 Page|  1lof7| 60| »u uu Rows per page: [ 10 |

™
(1) -
" Note: The user can scroll to other records by clicking on the double arrow button at the top or bottom of the sereen.

The double arrow with the line will jump to the last page of records.
Users can jump to specific pages of records by entering the page number in the box;, and selecting GO.

Users 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

Legoyt; Jed Cearel e Help?
Home = District 1101000#F WDES01 District Anoual Financial Report (2008-2000) > Lotest Trial > Al §01Reverues > 01 {nfa)

Elenvent Value

DestrctID 0101000

FundGroupCode 01 - General Fund

RevenueSowrceCode 81111 - 25 Specal Detrct Taxes

FundCode {n/a) - No Fund Avaiable

YorgedD mml:.mii Abarry County School

PaidFrom

StudentCount

Amaunt $3,910,085.56

3. 'The screen will change to drop down lists and field boxes that will allow the user to make the
necessary edits. 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.

Y
State Report Manager

Lot Jed Cicarel Meed Hok?

Home > District 0301000 > WOESHE District Annesl Francial Report (2004-2080) > Latest Trial > All 601 Revenues > 01 (n/a) > Edit 01 {nja)

Remamber to ko update your Student Informaton System,

Element Value

DestrctID * | 0101000

FundGroupCode * | 01 - General Fund |

RevermeSourceCode = | g1111 - 25 Special District Taxes |
FundCode (nfa) - Mo Fund Available |

TargetID * | 0101000 - Albany County School District #1 »

PaidFram :

StudentCount

Amouni * | 391908556

Erer

Save & Revaldate B Save J Cancel

D. Expenses File
The functionality of the expenditure file is identical to the revenue file. To add, edit or delete a row, see
Section C. Below is a diagram of how the revenues file appears when opened.

State Report Manager

Lagout: Jed Gaan lind Helo?

Mo = District 0102600 > WEEBU1 District Anvreal Froancial Bepert (2008-2010) > Latest Tral > All 601Expenses

shove (AN GO1EXpenses el
Showing 1-10 of 639 Page| 1lof 64 G0 55 u| Rows per page: |10 ¥

Shoy: Search Figldy o search for items in the list.

I Violations  FundGroupCode *  FunctionCode  ObjeciCode FundCode  TargetID PaidTo  StudentCount Amount

r vew 0 o1 1210 111 (nfa) 0101002 $515,413.29
r vem 0 o 1210 113 (nfa) 0101002 $169,859.38
 wew 0 01 1210 1 (nfa) 0101002 $42,732.13
r ey 0 o1 1210 13 (nfa) 0101002 $12,739.12
 ovew 0 o1 1210 221 {nfa) 0101002 $56,954.65
r wew 0 o 1210 223 (nfa) 0101002 516,518.07
v 0 o1 1210 23 (nfa) 0101002 $96,491.57
r oves 0 o1 1210 m (nfa) 0101002 $139,784.31
r vew 0 01 1210 43 (nfa) 0101002 $2,932.06
 wew 0 o1 1210 291 (nfa) 0101002 S7B5.16

10



E. Delete a Record
1. On the All 601Revenues 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.

R s
State Report Manager
Lot Jod Ceareh st s
Mo > Drstrct 0101000 > WOEAO1 Disdrict Anual Francial Report (2006-3010) > Latest Tl > All 601
Showe | All 601Revenues 2|
Showing 1-10 of 61 page|  tlof7[8] 55 23 Rows per page: | 10 |
Shiw Search Fields to search for items in the list.
I I, FundG ode & Code  FundCode  TargetlD  Paidfrom  StudentCount  Amount
r vew 0 01 81111 (nia) 0101000 $3,019,085.56
r ) 01 81120 (nfa) 0101000 5264,726.44
7 Vew 0 01 81130 (nfa) 0101000 $9,194.48
r ves O o1 81140 (nfa) 0101000 $8,081.42
view 0 01 81510 (nfa) 0101000 $26,827.81
I View 0O o1 81590 (nfa) 0101000 57,028.48
r vew 0 01 81990 (nia) 0101000 $01,321.81
12 View 0O 01 82110 (n/a) 0101000 5978,393.36
r View 0O o1 g0 (n/a) 0101000 5B6,182.50
[ g [ #2130 (nfa) 0101000 $8,635.30
[ Desote J oolote & Revaldate add 3 recond
Showing 1-10 of 61 Page|  1lof7[%] 5x 23 Rows per page: | 10 el

2. Select OK in the confirmation window.

-

Message from webpage

\:{/ Delete these records?

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

State Report Manager

Logput: Jed Ccarell liged Hel?

District Annusl Financisl Report (2009-2010) > Latest Trial > All 601

Ham > District 0

shave: [AIl GOIRevenues )

Showing 1-10 of 61 page| 1ol 7[8] 55> >3 Rows perpage: [10 [ig
Shose Search Eiekds to search for fems in the list
™ I, Fund WCode Code +  FundCode  TargetID  PaidFrom  StudentCount  Amount
] [T} 81111 (n/a) 0101000 $3,919,085.56
r owew O [T} 81120 (n/a) 0101000 $264,726.44
r View 0 mn 81130 (nfa) 0101000 £9,194.98
r view 0 m 81140 (n/a) 0101000 58,081.42

View 0 80 81170 BOCE 0101000 $83,066.04

11



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 Trial screen, select the 601BondElections file on the left of the screen.

State Report Manager

oot Jed Cicared

Heedl Helo?
Home > District 0101000 > WOEG] District Annusl Financisl Repoet (2009-2010) > Labest Trial

Generated 04-15-2010 10:13am.

Records Violations Reports

G01Revemes / Errors Vikations Summary (MS Excef)
RU905E - Invakd FundCade for DstrictlD 15 Envee

BO1Expenses 39 AR UL aae for Uei e WDEG0L Code List (MS Excel)

0 RO9059 - Invakl FundCode for Dstrictl 45 Errors - ’

601 BondEkctions WOEGN] Detad Repart (MS Excel)
R09063 - Invald FundCode for FundGroupCade, Object Code, and Function Cade ] )

GliHomeSchoals O : rl fls %A 0 s WDEGD1 Annual District Repart (M5 Excel)
RO9065 - Invakd FundCode for FundGroupCode and B eCode 1o

WDESO1 Expense Pvat (M5 Excel)
WDEGDL Revenue Pivat (M3 Excel)

Warmings
RO903S - Amount mwst be greater than 2ero,

5 Warmings

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

State Report Manager

LoDout: Jed Ocarel

Hssd Heb?
Home > District 0101000 > WDEGD] District Anowal Fnancial Repert (2009-2010) > Latest Trial > All §01BondElections

show: | All 601BondElections v

Showing 1-0 of 0 Page| | ofn| G Rows per page: | 10 ":
Shou Search Fields to search for items in the lis.

Violations  ElectionDate & Passed  Amount
5

Add a record

3. Enter the required fields in the user interface. After entering data, users 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.

State Report Manager
Looout: Jed Ccarel

Heed Heb?
Hame > District 101000 » WEHESD1 District Annual Financial Report (2009-2010] » Latest Trial > All 801Bendfections » Add Record

" save & Revalidate [ save J cancel

Remember to ako update your Student Information Syfffem.

Element value

DestrectID * | 0101000

BlectionDate = =
Passed

* | (not a legal value) _v!
Amount

o € &

N

(1)

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

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.

Logout: Jed Cicarell

e > [estrict 0100000 > WDEGD! District Annusl Financial Repart (2009-2010) > Latest Trial
Generatied 04-15-2010 10:13am.

Records Violations

Reports
GO1Revenues 61 Errors Viodations Summany (M5 Excel
= RO905E - Invakd FundCode for DistrctID 15 Errors » LG (M5 Excell

ROS058 - vk Fund f 45 Errors

601BondBiections /' 0 R ‘ e WDEGO1 Detai Regart (MS Exce)

Iy " 3 wmCode & o -
501HomeSchooks 0 R09063 - Invald FundCode for FundGroupCode, Object Code, and Funcion Code 3 Lmors WDE60L Annual Distrct Repart (MS Excel)
5 - Iny dCode for F upCode e ro G
R09065 - Invald FundCode for FundGroupCode and RevenueSourceCode 1 Emor \WOE601 Expense Pvot [MS Excd
Warnings WDED] Revenue Pivot (MS Excel)
RO9039 - Amount must be greater than zera. 3 Warnngs
[ oownioad ]

State Report Manager

lised Help?

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

Logosut: Jed Ccarell

Home > District 0101000

01 District Annusl Financial Beport (200

Show: | All 601HomeSchoals -

Showing 1-0 of 0 Page  !lof0 G0 Rows per page: 10 »
Show Seaech Fields ta search for Rams in the kst.

nd.
< Ak a record

.
State Report Manager

lised Help?

Enter the required fields in the user interface. After entering data, users 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 > WDE601 District Annual Financial Repart (2009-2010) > Latest Trial > All 601H
( Save & Revalidate Cancel )

Remember to also update your Student Information System.

hools > Add Record

Element
DistrictID

Value
.
HomeSchools = [ |
Students <[]
(* = reguired

o save & Revalidate - cancel Jp

State Rep

s Group
ort Manager

Need Help?

{30
i
s

/' Note: Districts will only be able to enter one record for all home school and student connts.
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I. Append or Replace Files

The user can append (add) or replace files at any time of the data input process by uploading new or
additional .CSV files.

1. From the Latest Trial screen, click on the Append / Replace button on the bottom of the
page.
State Report Manager
Logout: Jed Ciearell

tevd Holo?
Home > Destrict 0101000 > WDEGDL District Annual Financial Report (2009-2010) > Latest Trial

Generated 04-16-2010 2-18pm.

Records Violations Reports
Gl1Revenues ol Lrrors Vinlations Summany (M5 Fxcel)
—— 639 RO905E - Invabd FundCode for District1D 15 Errors T
. 1 R09059 - Invabd FundCode for DistrctiD 45 Errors T B o P TR S
e01HomeSchooks 1 i WOEBH Annual Detrct Report (MS Excel)
L WDERN Expense Prvot (M5 Excef)
Warnings vwome P
RO9039 - Amaunt must be qreater than zern. 5 Wamings
L vownioad J

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

State Report Manager

Logout: Jed Ccarel

Hssd Helo?
Home > Digtrict 0101000 > WDE6O] District Annual Financial Report (2000720101 > Import Source Data

15 Load ane-or-mare C5V fies and append to existing records in “Latest Trial

- Load one-or-more CSV fles and replace existing récords in Latest Trial

Please uplad your data fles. You can upbad tab-delmied ( TXT) or comma-separated (.C5V) fies. If a fle & large, you may zip £ first. Upbaded fles must be smaler than 20
MB.

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

C:\Documents and Settings\jcicar\Desktop\601_Rev_import.cov

Browse.

Select File to upload (601Expense): (optonal) Browsa

Select File to upload (601BondElection): (optonal) Browse.

Select File to upload (601HomeSchool): (optonal) Browse.
€D €

SN

(i)

L Note: If the user selects replace all records, a/l current data for that specific file will be deleted and
replaced with the data in the new inmport file.

3. Browse to the file location as outlined in Section B.

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. Repair 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. Any errors must be corrected

before the SRM will allow the user to send the file to WDE. The user must make corrections within the
SRM interface.

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

1. From the Latest Ttrial screen, users will need to review the Violations section as seen in the

diagram below.
State Report Manager
Looout: Ted Gcar / Heed Heb?
Miorme > District 0101000 » WOHEGDI Distr ual Finordll Report (2005-2010) > Latest Trial

Generated 04-15-2010 10:13am.

Records Violations

Reports
GO1Revemes 61 Errors Viokations Summary (M5 Excel)
N 639 Ri9058 - Invakd FundCode for DstrictiD 15 Errors MS Ex
- R08059 - Fund foe € IC 45 Erroes
60iBondEkections 1 e e WDEG01 Detal Repart (MS Excel)
. nd o - 4 -

G01HomeSchook . Rir3063 - Imvald FundCode for FundGroupCode, Object Code, and Function Code 3 Errors WDEE01 Annual District Report (MS Excel)
RORNGS - Invald FundCode for FundGroupCade and RevenueSaurceCode 1 Error WDEGD1 Expense Pivot [MS Excel
Warnings WDESO1 Revenue Pavot (MS Excel)
RO9039 - Amgunt must be greater than zero, 2 Warnngs

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. The user

will select the record that they wish to correct by clicking on the View link to the left of the
record.

State Report Manager

Loyt Jed Ccarel

Hsed Meo?

i > District 1 District Annusl Financial Report (200

) > Latest Trial > G01

Show:  B01Expenses Violating ROG063 |~

Rule ROD063: Invald FundCode for FundGroupCode, Object Code, and Funchon Code

Invalkd FundCode for FundGroupCode, Object Code, and Functon Code

Showing 1-3 of 3 page| 1lof1[Go] Rows per page: 10 |v|
S| /] o search for tems n the ket
I Violations  FundGroupCode #  FunctionCode  ObjeciCode  FundCode  Targ PaidTo fentCount  Amount
r View 1 20 3470 323 OTHER 0101000 S18,397.55
o ovew 1 20 3470 323 OTHER 0101000 $35,604.81
r View 1 20 3470 i OTHER 0101000 $62,227.79

L octete R oclete s nevatate JRL add a recond

WX Note: Users 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.

15



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).

State Report Manager

Logout: Jed Cicarg Need Help?

Home > Distfff 0101000 > WDE601 District Annual Financial Report (2009-2010) > Latest Trial > 601Expenses violating R09063 > 20 OTHER

Element Value
DistrictID 0101000 Changes have been made since the last validation. The following violations may no longer apply.
FundGroupCode 20

FunctionCode 3470 Type  Rule Definition

ObjectCode 23 Error RO9063 Invalid FundCode for FundGroupCode, Object Code, and Function Code
FundCode OTHER FundCode must be a vald code for sefected FundGroupCode, Object Code, and Function Code
TargetlD 0101000

PaidTo

StudentCount

Amount $18,397.55

4. Make corrections to the record by changing the drop down lists, or input fields. After correcting
the 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

Logout: Jed Cicareli leed Help?
Home > District 0101000 > WDEG01 District Annual Financial Repart (2009-2010) > Latest Trial > 601Expenses vialating R09063 > 20 0THER > Edit 20 OTHER

Save & Revalidate. Cancel

Remember to also update your Student Information System

Element Value

Dswd -

FundGroupCode = | 20 - Special Revenue [v] R

FunctionCode = | 3470 - Major Building and Facility Maintenance v —

ObjectCode * | 323 - Repairs and Maintenance Services S —

FundCode OTHER - Invalid Value v G

TargetlD . |Please select ... - P —

|MAJ MNT - Major Maintenance _)'Stnd #1

PaidTo {OTHER - Invalid Value |

StudentCount <

Amount * —

(* = reguiced
< m&m.n TR

s~ Note: Users can edit warnings in the same manner. 1t is important that all warmings are reviewed, and corvections are
made where appropriate.

K. Reports

The WDEG01 District Finance Application allows users to print off or store electronically a vatiety 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:

16



1. From the Latest Trial screen, users can select and access 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 > 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
InputDataFieError - E hil g data fle 1 E

T — 630 nputDataFileError - Error whie accessing data fie tror TR Gl 15 [ B

601BondElections 1 WDE601 Detal Report (MS Excel

601HomeSchaols 1 WDE601 Annual District Report (MS Excel)

WDE601 Expense Pivat (MS Excel)
WDEG01 Revenue Pivot (MS Excel

2. All of the reports available in the WDEG01 application are in Microsoft Excel format. Once the
user has selected a report, a File Download box will open asking the user if they would like to
Open, Save or Cancel the download. Select the Open button.

a. 'The Violations Summary Report, will provide the user 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 diagram

below.
ErT T ot o ]
é.lﬂ-:#u-—h-ﬁ-md Tock Qota Midow ey [ Adoie PO | pedaastinfartet + o @ x|
RS R BENRE FENEA N ST A s.t-eulg-\?wﬂ-‘wtw PRICI AL % IR AR I (Je o e G-
s A L2, S | et vt - B R |
Al - & Vidlations Summary
A - c 1} D 1 E | [ 2 H | !
1) orls Summary
Reaord-LmreI \iolations
al NaLatest Trial
al D 2010:04-15 101308
RO9DSH {Firar) lnvalid FundCade far Distictill
Districuy i Code ade FundCode TargetiD PaidFram StudentCount Amount
Biotooo 20 - Specisl Pevanue B4200 - Restricted Federal Grants-In-Aid  OTDS02T1AD0 - Titlald, 0101000 - Albany County School District #1 §15 73377
| o100 0 - Spacial Revenus Q4200 - Restrictad Faderal Grante-n-did  (BOSO2SOFSO0 - TilefviA 0101000 - Albany County Schaol District #1 Y1624 92
Timom A - Spocal Rewrue 84200 - Aestrictod Fedoral Grants-infud  (BOSIITIADD - TtlelA  O1070C0 - Albany County School District #1 78794 72
oo 20- Specisl Revenue  B4200 - Restricted Federal Grants-Inad  (BOSO2T2A00 - Ttlella, 0101000 - Albany Gounty Schaol District #1 §3.554 51
hio1ooo 20 - Special Reverue  B4200 - Restricted Federal Grands-In-Aid  DBOSO2T2000 - TitlellD 0101000 - Albany County School District #1 4540279
Biooon - Spacial Revarwe G470 - Rastricted Fodaeal Grants-in-Aid  (BOS03TEON - TalaWA 0101000 - Albany County Schaol District #1 W57 %
Tiotoon A1 - Special Revorme B0 - Restncted Fedoral Grants-infud — DBDSIOVEADD - Padans (101000 - Albarry County School Distrct #1 10683
oo 20 - Special Reverwe 84200 - Restricted Federal Grants-In-Aid  (BOSIZVIBO0 - IDEASTT 0101000 - Albany County School Distnet #1 34297 85
Biotooo 20 - Special Reverwe  BA200 - Restricted Federal Grants-In-Aid  DBOSO2VIBPOO - IDEAG1S 0101000 - Albany County School District #1 241171
Bioioon M- Spocial Revirue 4200 - Restricted Fedoral Grants (B0S0ZSOFSO0 - TlelvA  D101000 - Albany County Schaol District #1 20006
: oo 20 - Specl Beverue 84200 - Restrictod Fedeal Grants USOS03T1ADD - TitllA  DIO10C0 - Albany County School Distrct #1 15587 6
24| Bimoon - Special Revenue  B4200 - Restricted Federal Grants-In2d  (SOSI2T2A00 - Ttlella.  O101000 - Albany County School Distrct #1 7S BT 5T
(35 hio100o 20 - Special Reverue  B4200 - Restricted Federal Granis-In-Aid  DS0502T2000 - TitlellD 0101000 - Albany County School District #1 51 51511
%] fooon 0 - Special Rewrue G420 - Rostricted Fedoral Grants-n-Aid  (B0S0ZVEADD - Perking 0101000 - Albany County Schaol District #1 $16547 21
27| oo 20- Special Reverue 54200 - Restricted Federal Grants-In&od  (BOSIZVIBO0 - IDEAETT  DI01000 - Albany County Schaol Distrct #1 416
8
E:| ROY0E5 (Ereor) lovalid FundCode far pCodo and Re Cada
Exl Distrienll) F Cads FundCade Targeul PaidFrom SwdeniCount  Amount
3 Do 20 - Special Reverue  B3170 - Magor Bulding and Facilily Mamten-OTHER - Othes 0107000 - Albary County School Drstnct #1 W17 s 4
n
31/601Expense
H | RSO3 (Warnl Amount must ba than zere.
4 Districsill FundGroupCoda FunetionCada ObjoctCoda FundCada Targatid  PaidTa StudantCa
EJ| fimom il 530 <] (n/a) ooz
3| Tioooo 2 20 o ROS02VIBPOD oo
|Edl bioiooo 0 "1200 ‘100 SMR SCHL Bbioicoo
= Bio1000 . 1200 o OAOE0IENN Hiooon
i i o000 bl il kil (BEE02VIEN) oo
| 42| RE8059 (Errer) Invalid FundCode for DistricilD "
| EE £ Eumetiania Akbacnada A Taraadlfl  BaidT, Enda |
iu.--\nmdimvmﬁ'z"mmmj’ l" ~ - - :-]
| |
| meady L. il
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b. The WDEG601 Code Lists report provides all valid Fund codes, Function Codes, Object
Codes, Revenue Source Codes, and Target IDs for the uset’s specific district. All of the
codes will be grouped on separate tabs. (see diagram below)

iS) o gk Yew ot

Codetf 11 xks

Fgmat Jocks [ete Window ik  AdobePOf
7 . SN T -

S .
ANBN0 280

] "“Em:ﬂ-n.C]_DIE.I.FIG.[H.].I[.J]lil.l.-..!l«lgj

WDES01 Fund Codes
Albany County Schoal Drstrict #1

REFERR

Fund Groups

General Fund

Special Revenus

Capital Projects

Debt Senice

Permanent Funds

Enteeprize Funds

Inemal Serdce

Private Purpoge Trust Funds

Agency Funds

Fengion (and other employes banefit) Trust Funds

191k Investmert Trust
@

21 Afunds

(2260 BOCES

HLTH Huealth insurance

SEmEEn s see

E,.

ﬂ'?ﬂ'???‘ﬂ'ﬂ“1

23
[24|0THR Othar
2] Parks & Rie
56 PaF Pupil Actiaty Fund
|37 |ReT Early Ristinernent
£
X Cfunds
| 30 [ARRACTHER  ARRA-OTHER
| 31 [CAP CON Capitsl Consiruction SFC
| 32 |OTHER Oaher
Ed /
3 |Efunds
{55 [ARRA
| %6 |FFVP Fresh Fruit and Vegetable Program
| 37 |FOCD Food Serace
| 38 |OTHR Onher I3
W 4 v i\ Fund Codes | Function o { Otoect Cods. { Rinwres Souces { Targets 1] a 3] |
| Powacky MM J

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.

1
2
El
|4 | All Expenses
5 Albany Courdy School District &1
6
?.

Fund

Group Function Function Object Object Fund
8 Code Code Roll-u, Code Roll-up Code TargetiD  Amount
1001 ~5331 EITTS pord 2;:""EW;J ’ﬁt'.ﬁ?m [ZED
A1 jeec]] Ju 2 (nfs) 101002 167.01
2% S I 518 he (o) 101002 71500
EER ] o ] 101002 7380
(1 <cl] EIT W0 3u (n/a) 101002 8229 47
15 = 3nmn W I (n/a) 101002 124363
16 01 <) Furx M0 4 ) 01002 642368
(17 9 Jnnx M Axx Wl 101002 2080
1B jescl] Juxx B0 Bxx n/a) 101002 74440
18 Junx 512 /3] 101002 2039057

S350
S350 BT 7 I 3] 101002 I
S350 T e cr B
El 530 E 5 I
S350 EIT %4 3n
2380 Furx B0 B
' 410 Furx M3 i

1 3410 Juxs M I

oo 0 Fuxn frr:] 2xx
2 =40 Jinx M I
=0 w410 T I I

_:_1_:%1 alﬂ Jukx ;)92 2xx
3 ) T 13 1xx
_5‘1551 azu BT ;;3 b

1 20 Er 3
Edll S 3am W

HMm “ux Furn NI 2

E3l pTE] Juxx = 2

] 0 Juxx 3 -
N EELA e Ml . el . - B
Ready M
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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.

|.|gllklml'l Excel - wile 601 AnnuaBmanary{1] 5t = L;I_‘]
5] B B Wew et Fomet ook [aka Window ek AdekefOF P
Hic e 3 L o | 7 L B = S E LA e s Biv -8 oy e TR - e A - B
T T T F T TIRETE: i Bigfin=g
Al - & ANE2010 234:39 PM T T R T TR VYT TR
C A I 3] | 5 D E [ G H ] i TEre
1 Al 1621
=
..'1...
4| 'WDEG01 Annual District Report
| Albany Gounty Sehool Cistics
8|
7
8 |Fund Groups Revenuss  Expenditures
9 |01 - Geneeal Fund £10,286,148.27 £10211 13782
10|20 - Spacial Revenus s13manrer §1947 B58.92
11[30 - Capital Projscts $1,221 52360 $2418015.10
12 6{) Debt Service $376,121.18 £33 18898
13 |45 - Permaneni Funds 5000 5000
14 |50 - Enierprise Funds 537 04145 $437 10728
1560 - Internal Senice 0w oo
16 70 - Private Purpose Trust Funds S0 il ]
17 |80 - Agency Funds $301 (78 20 276,734 80
T8 |85 - Pension (and other empioyee benett) Trust Funds $m 0.0
19 |87 - Investment Trust $0.00 0w
20|
| )
22 | Other Summaries Expenditures
| 23 | Transponation 710,864 96
L35 |1 Dot Sarices- Fiamse mall Dot Serice Sehiduls I new o refunding Saues
| EzdER tati 103 Toba! T £
* Tiwis iy wall nod occur drct bt i foerf baxe dor @ Dus ok - By oty
1128 | b thooe revemse armoumts
el
il
= .
4 v ) Summary / I<1 2
|[oady [T

L. Configure 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 WDEG01 Expenses Pivot or WDEG01 Revenues Pivot.

Logout: Jed Cicareli

Home > District 0101000 > WDEGO1 District Annual Financial Report (2009-2010) > Latest Trial

Generated 04-15-2010 4:28pm

sopen e

Records Violations
601Revenues 61 Errors

InputDataFieError - Error whie accessing data fle 1 Error
601Fxpenses 639 —
601BondElections 1
601HomeSchools 1

State Report Manager

Need Help?

Reports

Violations Summary (MS Excel

WDE601 Code List (MS Excel

WDEG01 Detai Report (MS Excel)
WDE601 Annual District Report (MS el
WDE601 Expense Pivot (MS Excel)

WDEG01 Revenue Pivot (MS Excel
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2. Use the scrolling lists to select the ranges of data to be included in the pivot report.

Logout: ded Cicarel

Home » District 0100000 > WDESDL District Annual Financssl Repart (2009-2000] » Latest Trial > Report Fllter

Prga agfor the fitered fiekds belaw,

FundGroupCode All e
01 - General Fund

20 - Spedal Revenue
30 - Capital Projects

40 - Debt Service -]

FunctionCode All ~

1110 - Elementary Ll

1120 - Junior High or Middle Schools

1130 -

1200 - Special Instruction ¥,
ObjectCode All -
100 - Personal Services-Salaries |

110 - Salaries of Regular Employees
111 - Regular Salarles for Certified Personnel

112 - Reqular Salaries for Professional Non-Certified Personnel -
FundCode I -

(nfa) - No Fund Available

OB0S02SOFS00 - TitleIVA
TargetlD

State Report Manager

Head Help?

T

include in the report. (See diagram above)

Y Note: Users can select multiple codes by holding down the control key and clicking on the codes they wish to

3. Select the Run Report button on the top or bottom of the screen (see diagram above).

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 filtered on for the report. (See diagram below).

-)

\1)

(] M ot Excel - e ExponsePrvot[ 1] nbs = D_E__‘!
E) ke Gk Yew Dt Fome: Tock Dste Wrdow Heb  AdobePOF T L T |
i 3 8 T | A B 0o b8 = o3 LI o - i -5 0 e ] e oA B
liaasiodad s i | S | T e et Catoss it 28 Rig il |
| & ANG2010 2:40:10 PM |
R [ P | I ] L I~
Agnl 152010
'WDESB01 Expense Pivot
Albany Courty School Distric #1
Pux Inx
1,309 71]
EALLEL !
EELET om|
Filtors.
FundGroupCode
Al
FunctionCode
110
)
1200
ObjectCade
4 100
1o
2
22
340
" 400
FundCoda
Al
TargetlD
A8

" Note: For archiving and audit purposes, please keep at least one copy of each report in a secure location.
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M. Send to WDE
Once all errors have been corrected and warnings have been reviewed, the data is ready to be sent to the
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 Cicareli Need Help?
Home > District 0101000 > WDEG601 District Annual Financial Report (2009-2010)

Latest Trial
Generated: 04-22-2010 11:52am

Errors (0 Records (374 Reports
Wamings (3

Submitted: This state report has not yet been sent to WDE.

2. Check the box certifying the data being submitted is accurate and click on the Send to WDE
button.

State Report Manager

Logout: Jed Cicareli Need Help?

Home > District 0101000 > Send to WDE

Name: [Sent Trial ]

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

/

\

N
(1) . . . . . . .
— Note: To regpen a certified trial follow the instructions ontlined in Section O.

Certified trials are uploaded to the WDE on the top of each hour. An email notification will be sent to the Business
Manager and SRM contact once the file is uploaded to the WDE database.
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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 the districts download and archive their data after certifying and submitting to
the WDE. A 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. It is essential for

each district to archive a copy of the certified WDEG01 submission in order to complete the data
validation process in September.

1. From the Latest Trial screen, click on the Download button on the bottom of the page.

State Report Manager

Logout: Jed Cicarell

Need Help?
Home > District 0101000 > WDEGO1 District Annual Financial Report (2009-2010) > Latest Trial

Generated 04-16-2010 2:18pm.

Records Violations Reports

601Revenues 61 Errors Violations Summary (MS Excel
R09058 - Invald FundCode for DistrictID 15E

601Expenses 639 feEic Fneode for St oS WDEB01 Code List (MS Excel
R09059 - Invalid FundCode for DistrictID 45

E01BondElections 1 fludlc tuncoce for Seut . WDE601 Detal Report (MS Excel)

601HomeSchooks 1 R09063 - Invalid FundCode for FundGroupCode, Object Code, and Function Code 2 Errors WDE601 Annual District Report (MS Excel)
R09065 - Invalid FundCode for FundGroupCode and RevenueSourceCode 1 Error WDE601 Expense Pivot (M5 Excel
Warnings . WDEG01 Revenue Pivot (MS Excel)
R09039 - Amount must be greater than zero. 5 Warnings

prr—

N

A file download window will appear asking the user to Open, Save or Cancel the download.

File Download

Do you want to open or save this file?

El! Mame: AlRecords. zip
Type: Compressed (zipped) Folder, 6,36KE

From: casperapp.kl12.wy.us

Dpen ][ Save ] [ Cancel

|--"‘~| Wwhile files from the Intermet can be useful, some files can patentially
d harm pour computer. IF vou do not trust the source. do not open or
= save thiz file, 'what's the risk?

WY Note: All  four files (revenues, expenditure, bond election, and home school) are contained in one .ZIP file.
The user can save the complete .Z1P file or gpen the download to view all four files
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a. If the user selects Open, a temporary file window will open with all four .CSV files.

1 AlIRecords[1].zip g
File Edit Wiew Favorites Tools Help ',,"'
L Back < I? /_ ) Search l| * Folders v

Address |[£| Ci\Documents and SettingstjicariLocal Settings) Temporary Internet FiIes'l,Content.IEiV] Go

TS ) ) ) &)

[ Extract all files 601BondElecti 601Expens... 601HomeSc... 601Revenu...
on.csy

*»

Other Places

||-j MOERESLE
() My Documents
\a My Mebwork Places

*»

Details

AllRecords[1].zip
Compressed (zipped) Folder

b. If the user selects Save from the download window, another window will open asking
the user where to save the file. Browse to the location where you would like to store the

file.
W
Save As
Save in: | e Local Disk (G |vl €] 5 A FEE g
T )61 e4fleb452002F 68200
[ E} [audit
My Recent i'_lﬂDEU-
Docurnents |[Z)Dacuments and Settings
= I'?fjlntel
£ (CIMBA
Desktop MSOCache
[Choracle
= |Z)Personal
-J [CJiProgram Files
I TEMP
My Documents S wWINDOWS
ty Computer
" File name: |AIIF|ecords.zip |V] [ Save ]
My Network, | Save as type: | Compressed [zipped) Folder Iv] [ Cancel ]

@ Note: Be sure to date the file for proper archiving purposes.

O. Reopening a Certified Trial

1. Loginto the SRM as outlined in Section A steps 1-0.
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2. Locate the WDEG601 District Annual Financial Report collection under Current State
Reports. Click on the blue link “Sent Trial” that corresponds to the trials you wish to open.

State Report Manager

Nead Help?

ogout: Jed Cicarelii
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 dlicking on a name below:

Current State Reports
Name Trial Nat Trial Date Submission Status

WDEGB01 District Annual Financial Report (2009-2010)  Sent Trial 10-08-2010 1:08prm SENT

3. Click on the orange “New Trial” circle near the top left of the screen.

Lo
State Report Manager

lied Helb?

1o - WDEGD1 District Annual Financial Report (2009-2010)

Latest Trial

>
Errors (64) Becords (700) Reports

 save L pownload QL Revaliate J [ Oclete Wamngs (5)

Generated: 04-15-2010 10:13am

Submitted: This state report has not yet been sent to WDE.

4. Select “Copy and Revalidate”

5. A new trial will be created that is an exact duplicate of the certified trial. The SRM will now allow the
user to edit records (Section C), recertify and resubmit to the WDE (Section M).
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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: http://portals.edu.wyoming.gcov/WISE/. The data element document contains definitions

of each required element, accepted values, and the proper layout.

There are 4 files that can be imported into the WDEG601: Revenues, Expenses, BondElections, and
HomeSchools. Most districts will only import Revenues and Expenses. 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

columns names as seen below.

' Note: if there is no fund code associate with a particular record, leave the field blank.

Revenue Format: NUMBER
TEXT NUMBER TEXT  NUMBER (2 Decimals, No
A\ \ Comma)
1
@_] File  Edit Insert Format  Tools Dgta  wWindow Help  Adol
RN m?;mlasﬁas F |9 - --|5 ll[ﬂcﬁlﬂﬂ -@BECa"bfi
E ot P .d/-d I o | [# ) 4 | 4 Reply with Changes... dR*wew B
A / —
Tt T T sy T INe Ty Tl
1 Dlstrlt:tID FundGruupCude RevenueSourceCode FundCode TargEtID PaidFrom StudentCount Amount
2 nlnlmm o1 84200 090101T1A00 nlnlmm 9456.11
3 fo101000 01 81120 ‘0101000 264726.44
4 (0101000 01 81130 "o101000 9194.48
5 (0101000 01 81140 ‘0101000 8081.42
6 (0101000 |01 81510 'o101000 26827.81
7 [o101000 D1 81590 ‘0101000 7028.48
8 (0101000 |01 81990 "0101000 91321.81
9 (0101000 |01 82110 "0101000 978393.36
E dit F . NUMBER
xpenditure Format: .
TEXT NUMBER TEXT NUMBER (2 Decimals, No
A \
@_] File Edit “iew Ansért  Format  Tools  Dat window  Help  Adobe PDF Comma)
ARNER" RENIE AN AN REER -5 AT RS- NNy 5% 1T PR SN H l
_] W | _‘,/S N o WE R RE |/ g Re&ly with Changes. .. End/éview... P T o
: = /
A ¥| BY | cv [ Yo [ ¥ [ Y N6 [ Y | 1 v]
1 DlstrldID FundGruupCude FunctionCode ObjectCode FundCode TargetlD PaidTo StudentCount Amount
2 olumon 01 1210 111 ‘0101002 515413.29
3 fo101000 01 1210 113 ‘0101002 169859.38
4 (0101000 |01 1210 211 "0101002 42732.13
5 (0101000 01 1210 213 ‘0101002 12739.12
6 (0101000 D1 1210 221 ‘0101002 56954.85
7 (0101000 01 1210 233 ‘0101002 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 demonstrated below.

a. Select the column by right clicking on the column heading.

@_] File Edit ‘ew Insert Format  Tools Data  Window Help  Adobe PODF
PN Z e 3 STV E S B, S8 F -G R @it o B ES
R Wt Pt I Mo LY | [ By (§- | ¥ Reply with Changes... End Review. .. H\Eﬂ iy 5
H1 - A Amount

A | B | C | D [ e | ¢ | G
1 [DistrictID |FundGroupCode RevenueSourceCode FundCode TargetlD |PaidFrom StudentCount [Amount
2 [o101000 01 81120 0101000 264726.44
3 0101000 01 83111 ‘0101000 4284.13

b. Under the Format menu, select Cells...

/

sert | Formak | Tools / Data Window  Held

|-*:‘;|_'§?' Cells... chlel | o
3
Row ]
| ang
3 Zolumn 3
Sheet 3 r
upCa AutoFormat. .. dCol
Conditional Formatting...
I Style...
OIIOw
83160

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

Format Cells/ E]

Agnment Fonk Eorder Patterns | prokection

Categaory: Sample

General Amounk

Mumber

Currency Decimal places: |2 @
Accounting

Date

Timne [] use 1000 Separator £,
Percentage Megative numbers:
Fraction o '
Seierkific

Text 1234.10

Special (1234,10)

Custor (1234.100

Murnbet is used for general display of numbers, Currency and Accounting
offer specialized Formatting For monetary value,

CF, ] [ Cancel

26



3. Under the File menu, click on Save As...

@ Microsoft Excel - Book1
HES

File | Edit Wiew Ingfrt Fc

L=

[ Cpen.. Ctrl B &
| Save As... |_

Page Setup, .. |
L& Prink Preview E

=4 Print..  Chrl+P

¥

4. Name the file and save it to a secure location In the bottom drop down box labeled Save as
type: select CSV (Comma delimited) (*.csv) (see diagram below)

Save As
Savein: | [ 0101000 Testing vl @ @|X¢
|y My Recent | | |~$501_Rev_mpornotesyt xisx
| = Documents | E55n1_Fxp_impartNOT C5Y.xlsx
(@ Deskiop =601 _Rev_impornotesvt xls
|y My
| bocuments

B
Computer

|
| My Hetwork
b [

Filename:  |501_Rew_mport.xsx [v]
Save astVpe! | Free| workbaok (* xlsx) v

% Unicode Text (*.t<t) [
ML Spreadshest 2003 (* xml)
Tools 7| Wicrosaft Excel 5.0{35 Workbook (*. Cancel

o (Comma defimited) (Ficsv)

5. Click on Save.

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

Microsoft Office Excel @

601 _Rew_import.csy may contain Features that are not compgitble with C5W {Camma delimited). Do you want to keep the warkbaok in this Format?

°

\5) + To keep this format, which leaves out any incompatible fftures, click Yes.
+ To preserve the features, click Mo, Then save a copy jpfthe 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 for uploading a .CSV file.

Microsoft Office Excel / Ed

! E Do you want to save the changegdfou made to '601_Rev_import.csv'?

[ ves | [ Mo ] [Cancel

@ Note: If you regpen the file before uploading, you will have to reformat the colunmns 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
problems?
3  Whom do I contact regarding Your district’s WISE Coordinator
Username and Passwords for
the SRM?
4 Who do I Contact tegarding the ~ Drew Dilly — 307-777-3656 or ddilly@educ.state.wy.us
WISE project as a whole?
5  Where can I find more http:/ /portals.edu.wyoming.cov/WISE
information on the data
elements within this collection?
6  Whete can I locate the school http://edu.wyoming.gov/Libraries/Publications/School District Accoun

district accounting manual?

ting Manual 2010JUL15.sflb.ashx

General Fund (01) Reporting Questions

#  Question Answer
1 Whete do I report School Revenue: 01 / 83110 / Target / Amount
Foundation funding? Expense: 01 / Function / Object / Target / Amount
2 Where do I report audit Revenue: 01 / 83111 / Target / Amount (+/-)
adjustments?
3 Whete do I report Cooperative Revenue: 01 / 83360 / Target / Amount
Services (Grant from the State)?  Expense: 01 / Function / Object / Target / Amount
4 Whete do I report Revenue: 01 / 83290 / Target / Amount
reimbursement for the Expense: 01 / Function / Object / Target / Amount
employet’s share of the
retitement contribution increase
(WDE109)?
5  Where do I report If the funds were received within the fiscal year the costs were incurred,
reimbursements from Pearson record the funds as a reduction of expenditures.
for overtime incurred during If the funds were received affer the fiscal year had ended, record the
PAWS testing? revenue as a refund of prior year expenditures (81950).
Revenue: 01 / 81950 / Target / Amount
Expense: 01 / Function / Object / Target / Amount
6  Where do I report revenue Revenue: 01 / 81321 / Target / Amount

received from other districts for
distance education tuition?

Expense: 01 / Function / Object / Target / Amount

Special Revenues (20) Reporting Questions

#  Question Answer
1 Whete do I report Summer Revenue: 20 / 83200 / SMR SCHL / Amount
School (Bridges Grant)? Expense: 20 / Function / Object / SMR SCHL / Target / Amount
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Where do I report major
maintenance?

Where do I report Instructional
Facilitators?

Where do I report National
Board Certified Teachers?

Where do I report returned
federal grants?
Where do I report special

revenue federal grant monies?

Where do I report state Distance
Education Grant monies?
Where do I report ARRA federal

revenues?

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

Where do I report Education
Jobs Fund revenues and
expenditures?

Revenue: 20 / 83170 / MAJ MNT / Target / Amount

Expense: 20 / 3470 / Object / MA] MNT / Target / Amount
Revenue: 20 / 83200 / INST FACIL / *Tatget (District ID) / Amount
Expense: 20 / Function Code / Object / INST FACIL / *Target (School
ID) / Amount

Returned monies: 20 / 85000 / INST FACIL / Target / Negative
Amount

Subsidized from General Fund: 20 / 85201 / INST FACIL / Target /
Amount

Report IF Expenditure data by SCHOOL.

Revenue: 20 / 83200 / NTL BD CRT / Tatget / Amount

Expense: 20 / Function Codes 1xxx’s & 2xxx’s) / Objects 1xx’s or 2xx’s
/ NTL BD CRT / Target / Amount

20 / 85000 / Fund Code / Target / Negative Amount

Revenue: 20 / 84200 / Fund code (project id) / Tatget / 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
ARRA revenues are reported in the same manner as special revenue
federal grants monies. For example, Title I-A ARRA monies would be
reported using the federal project code 100101TIAA00”.

Revenue: 20 / 84200 / Fund code (project id) / Tatget / 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 / 84200 / ED JOBS / Tatget / amount
Expense: 20 / Function / Object (1xx and 2xx)/ ED JOBS / Target /
Amount

Capital Projects (30) Reporting Questions

#  Question Answer
1 Whete do I report capital Revenue: 30 / 83250 / *CAP CON / Target / Amount
construction? Expense: 30 / Function / Object / *CAP CON / Target / Amount
*Report minor Capital Projects here as well.
2 Where do I report a new bond Revenue: 30 / 85111 / Target / Amount
issue? Expense: 30 / Function / Object / Target / Amount
3 Whete do I repott costs Expense: 30/ Function (6100) / Object (711) / Target / Amount

associated with the issuance of a

bond.

Debt Service (40) Reporting Questions

#  Question Answer
1  Where do I report a bond Revenue: 40 / 85112 / Target / Amount
refunding? Expense: 40 / Function (6100) / Object (730) / Tatget / Amount
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Where do I report a Mill-levy
supplement?

Where do I report bond and
interest levies?

Revenue: 40 / 83150 / Target / Amount

Revenue: 40 / 81200 / Target / Amount

Enterprise (50) Reporting Questions

#  Question Answer

1 Wherte do I report Food Revenue: 50 / *Revenue Source Code (Local, Fed.) / FOOD / Amount
Service? Expense: 50 / Function (4100) / Object / FOOD / Tatget / Amount

Breakout food sales instead of using roll-up codes.

2 Where do I report food service  Revenue: 50 / 83200 / FOOD / Tatget / Amount
that is financial assistance from Expense: 50 / Function (4100) / Object / FOOD / Tatget / Amount
the state?

3 Where do I report food service ~ Revenue: 50 / 81615 / FOOD / Target /Amount
supplemental assistance?

4 Whete do I report other Revenue: 50 / Revenue Source Code / OTHER / Target / Amount
Entetprise 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: 01 / 4100 / 461 / Target / Amount

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

7  Whete do I report ARRA Revenue: 50 / 84200 / ARRA / Tatget / 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:

O 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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Appendix D: Upcoming Items

For 2010-11 all SRM collections will provide a submission notification when a trial is certified and
transmitted to the WDE. An email notification will be sent to business managers when the SRM
connects to the WDE database (on the top of each hour).

Districts will now be able to report school-level target IDs for tuition expenditures.

A new fund code, ‘ED JOBS’, is available for reporting Education Jobs revenues and expenditures
in fund group code 20.
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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, TargetlD, PaidTo, StudentCount and
Amount. The data files uploaded to Wyoming SRM are made up of records.

Rules
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The validation criteria by which trial data is judged. For example, a revenue record cannot have a
blank amount.

T

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

\%

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.

Wyoming Integrated Statewide Education Data System (WISE)
WISE is a system that connects existing software systems and databases within local school districts
throughout Wyoming.

Z

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