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General Information

This program is not designed to work over a netw¥iu can install the program on a
network but only one person at a time can use tbgram.

*** The statbook software has been fully testedadiaptop and printer configured like those
provided to business managers by the departmente@éenmend that you use these
machines for preparing your Annual Statistical Repad Supplemental Worksheet data.

System Requirements Minimum Required Recommended
Processor Pentium 166 Pentium Il or higher
Memory 32 MB (windows 95) 64 MB
Operating System Windows 98, NT 4

Mac with Parallels
(Windows emulator)

Program Microsoft Access 2000
Disk Space 60 MB + 3 MB per LEA
Monitor VGA 800x600 or higher resolution

Printer (for report or worksheet Laser Printer

Note: If you are entering data for multiple LEAs, the bgagtion will run more slowly. The
Set-up and Report processes take considerabladin@. The time will be more apparent
on less powerful machines. Report printing requinese resources than data entry. It is
usually slower, especially on a machine with lessnory.

For further information, please contact technicgdort by telephone at (802) 828-3777.

Installation Instructions

Windows NT or Windows 2000

You will have to log on as administrator to updsystem files. The installation requires a
number of restarts. Be sure to have your admin@strzassword so you don't have to call
your tech person to log in many times.

Windows Vista

You will need to save the database, all import data all export data to the user area of Vista
C:\ drive. If you are unsure where your user asda Microsoft Vista you should contact your
network administrator. The default user area foecrbBoft Vista is
C:\users\davidkelley\documents (you will need tbsditute your own user name in the
pathway).
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What To Expect During Installation

This year’s installation will not require a restart.

1. Installation will take time. Depending on your caumyr, it should take less than 10
minutes.

2. Save the Zip file containing the FY2011 Statbookdar Desktop or somewhere
convenient for you to access.

3. Create the directory on your C drive C:\Annual_iStais 2011\

4. Unzip the Database to the directory you just cbateyour desktop.

5. If you get an error message which you do not undeds or are unsure how to continue
please contact DOE HelpDesk at (802) 828-3777.

6. If the program does not start after the installgtmontact the DOE help-line and a
specialist will walk you through a second instadiat

What's New!

1. The ARRA worksheet (SW-10) is new for FY10, please the data reporting
instructions for a complete description of the iegments for reporting the expenditure
of these funds.

2. The Statbook Signature Page is now included ird#ta entry application and can be
found from the main menu under the “Data Submissioea.
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Main Menu

E= Main Menu

Main Menu

(] SetUp District Information Open a Closed Cell

— | [") Remove a District

(J Expenditu [ SetFile Exportiimport Paths
() Revenues [] Import ExpiRev Data

] Go to Worksheets Menu Data Submission
[ Enter Contact Information () @oTo Edit Check Menu

(] GotoRecap Sheet

[ ]@o To Report Menu

Set Up Your District(s)

Set Up District Information — You will use this function to set up your LEAso€al
Educational Agencies)

Data Entry

You have the option to import your expenditures sewdnues as discussed under Utilities,
Import Exp/Rev Data or to manually enter them usireggfunctions immediately below.

Warning: Any LEA expenditure or revenue data in the datapase to using the Import
Exp/Rev Data function will be overwritten by thet@lgou import. You will be able to enter
additional expenditures and revenues manually usi@dpelow functionsafter your import.

Expenditures — Use this function to manually enter your expanes.

Revenues- Use this function to manually enter your revenue

Go to Worksheets Menu- Use this function to enter information into Hepplemental
Worksheets.
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Enter Contact Information — Please enter the information about the perssporesible
for completing this information, should we needtmtact you with any questions.

Go to Recap Sheet Use this function to change the beginning badarand adjustments
on the recap sheets and to check balances acragofis and programs.

Reports

Go To Report Menu— Use this function to print out your reports. N&heets may be
printed directly from the worksheet entry page.

Utilities

Open a Closed Cell- This is a rare occurance, if you feel you needpen a closed cell,
please call (802) 828-0472 for assistance.

Remove a District— If you erroneously set up a wrong district, tigs function to
remove it.

Set File Export/Import Paths — Use this function to change the import or explata
paths. NOTE: Do not set the path to your CD/DVD drive.

Import Exp/Rev Data — Use this function to import Expenditures and®evenues.
NOTE: You will overwrite any data that was previouslyexed into the database.

Data Submission

Go To Edit Check Menu- This function allows you to view potential eson your
data prior to submitting it to DOE.

Go to Export Menu — This function allows you to export your datatble on your
computer and then you will then need to copy tlednto a 3.5 floppy disk or CD and
mail to the DOE, or submit it by email to DOE-DMABR@state.vt.us.

Print Signature Page— This function allows you to print of the signayage which
must be signed by your superintendent and mail&@Oa.

Application
Exit Application — Use this function to properly close out of tipplacation.

For Data Questions
Call (802) 828-0472

For Software Questions
Call (802) 828-3777
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Set Up Your District(s)

Select the desired LEA by clicking in the check Inext to the district name. Run the setup by
clicking the button “Run Set Up”. To select mulgdlEAS, just click in the check boxes next to
all the desired LEA names before clicking the “R&et Up” button. To unselect an LEA click it
a second time. The boxes with the check mark inelitee selected LEA. The setup process
takes time so please be patient and wait untihtheglass changes back to the normal mouse
pointer. Interrupting the process can damage tpécgtion, requiring a re-installation to correct.

If a district is mistakenly setup from this formwymay go to “Remove District” in the Utilities
Menu.

After you have set up an LEA, click on the “RettwrMain Menu”. If you need to set up
additional LEAs for data entry, you can accessstitep screen from the Main Methe same
way you did initially.

The LEA (Local Educational Agency) Set-up Screen

B=1(ES

E= frm_SelectOrg : Form

O0000 &3

| 3

ao To Main Menu Enter/Edit Data
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Data Entry

The application is in menu driven navigation forn&tpenditures and revenues are the main
data entry forms for the application. To switchnfr&xpenditure to Revenue (or reverse) use the
“return to Main Menu” and navigate to the areahs application you are interested in using.

In theExpenditure andRevenue Entryscreens you can change functions by using the drop
down box or by selecting the program and tabbimgudh all functions for a given program.

You can change grade levels with the drop down Bosau change a grade level the application
will clear out all previous programs, function astgject information. You can also change LEAs
with the drop down box labeled “Select Districts”.

To enter a cell, simply filter down to the leveatlyou would prefer to enter data at, i.e. Grade
Level, Program, Function, or Object. Once you Hatered far enough for your personal
preference, you can simply enter data by tabbinguh the form or you may use the mouse to
click on the cell. Use the mouse or arrow keys twenaround. The [Return] key function is
similar to the down arrow key. The application doestab into the “Note” field, if you wish to
use this field you will need to click into the fielvith your mouse.

The data entry area of this year’s statbook coatainomplete description of the program,

function and object that you are entering data iDtata entered into a cell is immediately saved
into the database after the focus is moved to anattll or item on the screen.
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Expenditures

oo
- Select Grade Level

S
S
sunm i) PRO0 271 100

m Community 5 ervice

e -
TATION - Resident Students

- suoon TO31 |00

- Community Service

TRANSPORTATION - Resicent §udents

- s5U0m TO21 |00

Community Service

3] = |
Form View [ 2 I O 11| | I
Revenues

Select Funding Level
Select Program

Select Revenue Code

Funding Level

m Special Education - ELIGIELE for reimburzement
Sale or Compenzation for Loss of Fiked Assets
e

>
SO0 .1

|Form View
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Go to Worksheets Menu
Using the Worksheets

To use all of the features of this program, youdnecomplete the Statistical Report data entry
for your district before validating and exportitgtSupplemental Worksheet data.

To start working on the supplemental worksheetadizo to Worksheets Menu] from the Main
Data Menu screen in the Statbook program.

Using the Select LEA Screen

B frm_setup : Form

"Check each diztrict pou would like o set up --and then click the "Run Set Up'' button at the bottomn left side of
thiz farm. & digtnict will not appear in the list if it has already been zetup.

[Mate: If you accidently st up the wrang district, pou remove a district from the application by accessing the
"Remove District' option which iz located in the Ltlities mern.]

Table iz in alphabetical order --I:u_l,l%striu:t name.

SUID [ District ID | District Name | SetlUp
| b | SU047 J00G Athens/Grafton Contract Jaint Dis ]
|| =SUI036 J045 Barstow Joint Contract District O
| [SU050 J08a Sranvilled Hancock Contract Joint ]
| [=U031 J105 JayMestfield Joint Elementary O
|| =U002 sLU002 Addison MNorthwest 5L O
|| =U003 =003 Addison Central 5.1 O
|| =U004 sLU004 Addison Rutland 5.1 O
| [SU004 =SU005 southwest Wermaont 5.1, O]
|| =SUI006 SU00G Bennington Rutland 3.1, ]
|| =U005 SLU005 Caledania Marth .1 O

Return ta

Click on the check box corresponding with the LEAanre you want to enter data and then click
on the Enter/Edit Data.
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Worksheet Menu

| SW1-Tuition

SW2-Union A ts - Not Needed This Year

| SW3-Supervisory Union Assessments
| SW4-Unified Districts Source of Funds

| Swh-Transportation Worksheet

| SW6-Transportation Reimbursement Worksheet

| SW?7-Shared Services and Properties
| SWa-Teacher Salary Data Worksheet

SWI-Full-Time Equivalent (FTE)

| SW10 - ARRA Expenditure Data Worksheet

Return to Select Mew
tain kenu Org ta Edit

|FnrmV|Ew | l:“:“:“:“:ll:“:l

This screen allows you to access any worksheetlginypclicking on the worksheet you would
like.
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Closing Out of a Worksheet Print Screen

To close out of a worksheet print screen and r@ptiogram, click on the “Close” button on the
tool bar.

.T.ype a question For help

W3 201 Supervisory Union Assessments Worksheet

sumit  Addison Northeast 5.1

ar Pakl o Rect
=0

’nam_mm Pakl |[LE& IO |[LEA Hame Tmmmum‘

E_DED‘E |k tw Jont Cowfract DEtkt L_$i7.650 00

Page: 14 4 r[ k]

Ready L
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SW-1 Tuition

You should report all tuition paid or received e tuition worksheet except Special Education
tuition.

This year’s application includes both add and @eletords button in the worksheet. To add a
record simply click [Add a New Record for this Oggjd a record will be added. To Delete a
record, select the [Check to Delete Record] arzk ¢lvice on [Delete All "Checked" Records
(Do not delete all rows for an Org!)].

- “ SL007 l Add a New Recard Far this Org l

Tuition Paid and Received, Public and Independent, VT and Qut of State Delete All "Checked" Recards ‘

(Do not delete all rows For an Crgl)

1. Public District - in state, 2. Independent School - in state,

Tuition Source Types:
3. Individual, 4. Out of State - public or independent

Tuition Type Paid! Tuition Tuition Tuition Source Mame Tuition Source City Tuition FTE Tuition Tatal Tuition  Check to
Received?  Source Source Source Rate Per Paid Delete

Type  LEA Code State Puipil Record
| v v v v 0.00 $0.00 goon [

Print Worksheet for this
Districk

Return to Main Menu G0 To Mext Worksheet

G0 To Previous
Worksheet

Do NOT include Special Education tuition on this worksheet!

Form Yiew FLTR. MUM

In the first column use the dropdown box to selleetappropriate tuition type:
PK - PreKindergarten

E - Elementary
S- Secondary 7-12
V-  Vocational

CE - Continuing Education

The second column allows you to choose betweeonghens:
P- Paid
R-  Received

The third column includes a drop down box thatwa#igyou to select the type of entity you paid
tuition to or received tuition from. You have theoices of:
1- Public District - in state,
If you select item 1 - Public district, the thirdlemn is activated. In the
third column you can select the Vermont public sthbstrict you paid
tuition to or received tuition from using a dropdowox. If you choose
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any other option in the third column, the LEA IDwmn is not active and
you must enter the school name, city, and state.

2- Independent School - in state,

3- Individual

4 - Out of State, public or independent.

The third column provides a drop down box thatvafigyou to select the LEA that you paid
tuition to, or the LEA from which you received forn from.
Enter the FTE for the tuition paid or received, thiéon rate and the total tuition actually
paid in the next three columns. Typically, the tasition paid is equal to the FTE
multiplied by the tuition rate.

On all but the first and last forms in the sequetive user may click on the [Prev Worksheet] or
[Next Worksheet] button to go backward or forwaydome form. Clicking the [Print Form]
button will initially go to print preview and therou can print from there.

SW-2 Union Assessments

The Union Assessments Worksheet SWi not be used this year.
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SW-3 Supervisory Union Assessments
This form allows the user to specify SupervisorydgnAssessments paid or received.

This year’s application includes both add and @eletords button in the worksheet. To add a
record simply click [Add a New Record for this Oggjd a record will be added. To Delete a
record, select the [Check to Delete Record] arzk ¢lvice on [Delete All "Checked" Records
(Do not delete all rows for an Org!)].

_ S0 Add a Mew Record For this
k Org
.. ..... -

A B (Do not delete all rows For an
Supervisory Union Assessments Crgl)

Note: Supervisory Districts, Blue Mountain and Rivendell are NOT required to fill this out and they
are not loaded into this worksheet on Set Up. These districts should skip this worksheet.

Assessment|  Paidf LEAID LEA Mame Total Amount | Checkta
Type Received? Paid or Rec'd = Delete
Record
HiE] w|R w048 + | Barstow Joint Contract District $17 BE0.00 L

Print Workshest for this
Diiskrict

Go To Mesxt Workshest

Go To Previous
Worksheet

Return ta Main Menu

Form Yiews FLTR UM

In the first column, select the type of assessrfrent one of the allowed categories:
E1l- Elementary
S- Secondary 7-12
SE - Special Education

The second column allows you to choose betweenptiens:
P- Paid
R-  Received
If you are reporting the data from a Supervisoryddnyou should select “Received”.

The third column provides a drop down box thatw#igyou to select the LEA that you paid
assessments to, or the LEA from which you receassgssments.

In the next to the last column, type the total antquaid or received, in supervisory union
assessments.
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SW-4 Unified Districts Source of Funds

This form is only applicable if the reporting LEA @aunified district . In this case, the drop

down list for “Town ID” shows only the towns apgligle to this district. Please enter values for
Local Taxes, Grants, and Other Amounts, in the gmuate columns. The total is calculated
automatically.

Town 1D Towyn hame Local Taxes General State Cther Amourts Total Amounts
Support Grant

T121

. G0 To Previous Print Workshest For this

v
|FormView | l:“:“:“:ll:“:l

Note: If the reporting district is not a Unified distrj¢chen a box will appear with the following
message: SW-4 is not a valid worksheet for thamiggtion you have selected.
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SW-5 Transportation Worksheet

This worksheet allows the reporting district todkelown the transportation costs among the
various types of vehicles, and who owns them.

Mumber of Yehicles Miles Traveled Amount Spent
Thiz School Wear | Operating Vehicles
Dvvned by this LES
Type | Yehicles

I
Type | Vehicles ‘
B
o
E—

. Go To Previous Print: Worksheet For this
Return ko Main Menu workshest Go To Mext Worksheet

Record: EE] 1 E@ of 1 (Filkered)
Farm View NG| N O V[

Please enter the number of vehicles by vehicle type below for explanation of vehicle types),
the miles traveled during the school year, andatheunt spent operating them, for each type of
vehicle

Vehicle Types
Type | Vehicle
A school bus designed to transport more than 18guagers, including the
operator.

Type Il Vehicle
A school bus designed to transport less than 1éepaers, including the operator.
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SW-6 Transportation Reimbursement Worksheet

This worksheet breaks out the transportation dbstisare and are not reimbursable.

L
Transportation Reimbursment Worksheet
1 This district does not hawve any reimburaabl%transpurtali'un expenditures

Section 1

“alues for Functions 2711 and 2712 are copied from the Statbook Database

Functions 2711 -Student Transportation --Resident Students tofrom school (egquals Function 2711 in the Expenditure sect) | TR (1 a)

Functions 271 2-Student Transpartation --Mon-Resident Students to/from school (eguals Function 2712 in the Expenditure sect) | (1 b)

Sub-Total 1 =fa+1h $0.00

Section 2

Any expenditures in Functions 2711 and 2712 sttributable to the purchase of school buses. $0.00 | (2a)

Annual depreciation of schoal buses and interest on school bus purchases (see instructions). $0.00 |2k

Sub-Taotal 2 =Section 1 Subtotal - 2a+2h §0.00 i

Section 3
Subtract any expendiures in functions 2711 and 2712 made for any purpose other that transporting students one trip to and $D_Dﬁ (33)
rone trip from school, Slso, subtract any sdditionsl special education and vocationsl transportation costs included in 2711 and

2712 (portion reimbursement AND remainder) which are eligible for reimbursement elsewhere.

Sub-Total 3 =5ub-Total 2-(38) | §0.00
Section 4
(The intert of this step is to remave all revenues associsted with expendtures found in Sub-Total 3.
- G0 To Previous Print wWorksheet for this
Return bo Main Menu I workshest I Go To Mext Worksheet District
v
Form Yiew FLTR LM

This tab allows the user to report revenues anérmrdipures for school and non-school
transportation, depreciation, interest, and trartafion revenues. The running Sub-Totals are
calculated automatically as the user enters edcie @d may not be edited manually

Note: The totals for Function 2711 and Function 2712 tbélautomatically filled from your
statbook data.
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SW-7 Shared Services and Properties

This worksheet is used by a school district to repny amount paid, or received, from its

corresponding municipality or municipal offices B@rvices and/or any property in-kind services
it donated, or received from, its municipality.

General Tab

Shared Services and Properties
If this district has no:information that would go¥n this worksheet, please check the following box:

Ll This district does nat pay for or receive municipal services, receive in-kind semnices or property, or provide senices to
the municipality.

General | By Diztrict to Muricipality || By Municipality to District

Title 16, Section 4029(f) directs the Dept. of Education to annually collect the amount each schaool district paid to or received from
ite municipality, including donated property and in-kind serices. Education tax revenue the district receives from the municipality is
not included. The objective is to insure the funds are used for education purposes and municipal funds are used for municipal
purposes with the meaning of Title 16, Section 4029,

Title 16, Section 4029, Use of funds for local education spending:

(a) Funds for local education spending may be used by a school district for legitimate items of current education expense and shall
not be uged for municipal senvices.

(b)Funds raised under section 2664 of Title 17, section 2601 of Title 20 or section 1309 of Title 24 shall be used only for municipal
senvices and shall not be used for education expense

(e)For the purposes of this section, notwithstanding any provision of municipal law to the contrary, "legitimate items of current

education expense” may include reasonable payments to a municipality for serices performed on behalf of a school district by its
corresponding town or city clerk, or the town or city auditors

fiAnnually, on a farm prescribed by the commissioner, each school district shall report for the previous school year, the amount it
paid or received from its corresponding municipality or municipal officials, including any payments made pursuant to subsection(e)
of this section, and any property orin-kind senices it donated to or received from it's corresponding municipality.

Print Warkshest for this
Diskrict

Return ko Main Menu G0 To Next Warkshest

Go To Previous
‘Warksheet

Form Yiew FLTR LM

If this district has no information that would gn this worksheet, please check the following
box: This district does not pay for or receive municipalservices, receive in-kind services or
property, or provide services to the municipality You will not have the ability to enter
anything under the following two tabs once you helvecked that box.

If you have any municipal services that shoulddported please use the following tabs.
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By District to Municipality Tab

Use this tab if your district made payments, orated property and/or services, to the
municipality.

By District to Muricipaliy | By Muricipality t

Payments and Donations by the School District to the Municipality

‘Paymerts by the School District b the e _'.Sérw'ces or-li‘.['opally Danated by the Y :
Muricipalty for Services AmatplPad School District to the Municipality Uff;“‘n";\;]

Tawn/City Clerk |:| Use of buildings/rooms I:l
e —
Town.-’.Dty Suditor l:l .Ut‘h‘er[PIaase‘S pecifyj

Dther [Please Speciy)

N ik Go To Previou [ - Print Waorksheet for this |
Retum toMainfenu | | ot o N dshee: .Fr St
—

Form Yiew o RmRL

Lo
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By Municipality to District Tab

Use this tab if your Municipality made payments/éar school district or, provided services
and/or donated property, to the school district.

Muricipality | By Municipalit to District

G Ta Previous

] | [[Print worksheet For this |
Worksheet ~ Distric .

G0 To Next Warkshest

Return to Main Menu

rick:

Farm View 10 o [ 1 [ i
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SW-8 Teacher Salary Data Worksheet

This worksheet is used by a school district to repalaries paid to full-time and part-time
teachers for regular, special, vocational and otkeication programs.

Salaries paid to teachers in regular education programs. $0.00
Includes Program 100 and the regular education portion of Pragram 050

Salaries paid to special education teachers §0.00
Includes Program 200 series programs and the special education portion of Program 050,

Salaries paid to vocational education teachers §0.00
Includes Program 300.

Salaries paid to teachers in other programs providing instructions to grades §0.00
prekindergarten through grade 12 and ungraded students

Total Teacher Salaries §0.00

. Go To Previous Print Worksheet For this

FForm Ve =1 [ [
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SW-9 Full-Time Equivalent (FTE)
This worksheet is used by a school district to refiee full-time equivalence of students who

attend programs for whom expenditures are repamer non-regular education
categories/programs.

General Tab
The information on this tab is general informatregarding how to report data for the

worksheet. Please refer to the FY11 Statbook Regpiristructions manual for further
explanation.

FULL-TIME EQUIVALENT (FTE)

The purpose of this workshest is 1o collect student FTEs that should be excluded in the tegular education Allowable Tuition
calculation required by 16 %.5. A Section B38. The FTE calculation starts with the Spring Census FTE count and is reduced by
the FTE figures reported below for the excluded catagories of Special Education Eligible for Reimbursement, Adult Education, and
Technical Education at Regional Technical Centers,

General | Data

Column 1:--Special Education --report the full-time equivalent count of students who were included in the Spring Census for
any school in the district, but recieved their education in "sel-contained special education” or "special clags" programs in
the district's schools. If students' educational costs are reported as special education costs for the whole school day or a
significant part of the day, that portion of the school day should be excluded. For exarnple, if a schoaol operates a self-
contained special education program (sometimes called alternative programs), the partion of the day that special education
students are in the program should be excluded. So if the special education "alternative” program has eight for half the
schoal day, then the FTE shown above whould be 10(8+(.5 x 4)). Do MOT exclude mainstreamed special education
students. If you charge a regular education tuition for 3 student or would if the student came from another town, do not
exclude that student's FTE by reporting it in the table above.

Caolumn 2:-- Adult (Program B00) - report the full-time equivalent count of students wha were included in the spring census
of any school district but whose educational costs are shown in Program 600 in the Annual Statistical Repart.

Caolumn 3:--Regional Technical Centers - report the full-time equivalent count of students who were included in the Spring
Censug of any school operated by the district but whose educational costs are reported at a regional technical center.
Because these costs are reported outside of regular education, the student count is excluded from the table. NOTE: Tech
Center Data entered here is used to monitor DOE's intemal data. Entering data for TECH CENTER FTE's is optional

Print ‘Worksheet For this

Return to Main Meru Districk

Worksheat Go To Mext Workshest

l Go Ta Previous |

Forr Yiew FLTR MM
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Data Tab

This tab is where you report the number of fullgiequivalents of students in non-regular
educations programs.

Gieneral ||

Grade Level or Ungraded Categary Special Education Adult Fegional Technical Centers
MNOM-MAINSTREAMED [OPTIOMAL)
[Self-Contained Instruction] Pragram 600 :

Preschaol-PreKindergarten/EEE”
Kindergarten-Part Time*

Kindergarten-Full Time +

Elementary, Grades 1-6

Elementary, Lngraded
Secondary, Grades /&2
Secondary, Grades 512
Secondaly; Ungraded

Adult Without Diploma ++
Adult in &dult Diploma Program
Adult with Diploma

ol o| ol gl 2 of o| of of =

ol o oo o
oo e el 2o

Print Warksheet For this

Return bo Main Menu District.

Form Yiew
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SW-10 ARRA Expenditure Data Worksheet

This is the tab where you report the portion ofenditures that originated from ARRA funds.

Return to Main Menu GOJ;E;E:;US Go To Mext Warksheet Prirt Work sheet

|FnrmV|Ew | l:“:“:“:ll:“:l
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Enter Contact Information

Flease enter your name, telephone number, and e-mail address below.
YWe will use this information to contact you should we have any questions
regarding your data.

Return to Main
b enu

FY11 Statbook Software Instructions
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Go To Recap Sheet

To begin working with the Recap Sheets Select y&iA from the Drop down list and then
click on [Load Recap Sheet with Current Data]. hartge the beginning balances and
adjustments on the recap sheets, select [Go togpR&weet | and the editing report/entry will
appear. The cursor will begin in the beginning Ba&aCell for P021 and can be tab through
from this point entering the beginning balance adgistment for each program. To exit the
screen click [Return to Main Menu]. To review yadlits select [Print Recap Sheet] from the
bottom of the screen.

Recap Report Select a District T014 v Belidere s

Mote: Use Button at the bottom of the form to load Recap Report with Curent Data

T4 |[Expendiures | 2500 ] 0 0 0 0 0 i1 0 0 bl 30 ) fal

TO014 | Expendiures | 2600 30 0 0 0 40 ki) bl bl 40 0 bl 40 0

T4 |[Expendiures | 2700 ] 0 0 0 0 i i1 0 0 kil 30 0 fal

T4 |[Expenditures | 2800 0 30 30 ki . 0 i 0 . il 30 k) u

T4 |[Expendiures | 3100 0 w0 w0 W ) il 30 30 ) k1 k2! o W

T4 |[Expenditures | 3200 0 30 30 ki . 0 i 0 . il 30 k) u

T4 |[Expendiures | 3300 0 0 0 W k) il 3 0 k) w0 k2 k] W

To14 | [Expendiures | 4000 0 b b kil ko] i 30 kil ko] i 0 0 i

T4 |[Expendiures | 5100 0 0 0 W k) il 3 0 k) w0 k2 k] W

T4 | [Expendiures | 5200 0 b b kil ko] i 30 kil ko] i 0 0 i

T014  |[Expendiures | 5300 0 bl bl kil 0 il kil kil 0 b 0 0 i

To14 | Expendiures | 5500 0 30 30 kil 0 i 30 40 0 bl 30 o bl

orgid type  major FOz1 Po2z2 FO3 PO3z F100 F211 F212 F230 F300 F400 FEOO Pa0no F300 33
Tid | Rewenue [1000-Local k.l 0 kil Ll k.l 0 0 kil il o il : Fall : il i
Titd || Revenue [2000-5U ki1 ki 0 fal ki1 0 ki @ W W | || 0| 2 i
T4 || Revene | 3000-Stte pil] 30 0 0 bl bl 40 w0 | W || B0 || W 0| i
T4 ||Revenue [4000- Federal fu 0 0 0 fu 0 0 @ W || 40 || Ll | i
T4 | |Revene |S000-Other pil] 30 0 0 bl bl 40 w0 | W || B0 || W 0| i
T | [Revanue [EI0D-Other W 0 # 0 W 0 0 0 il 0 L L) il i

P021 POz2 PO31 PO32 P100 P211 P212 F2a0 P300 P400 PEOD PE00
a.) Beginning Balance 0 1] 0 kit 0 kit 0 0 ] il kil il
Return to Main Menu Go To Expenditures l l Go To Revenues ] [fcad E:ﬁ:ﬁt%ﬁ:t ally Pr\ntfg;agﬁig \Dp‘\l"smtrrli(zpeat
h

< >
Farm Yiew U
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Reports

Go To Report Menu

Select a District:

'_ *Prints* Blank Stat Book (Expenditures and Revenues-All Rows)

Print Preview: Expenditure Report (All Rows)

Print Preview: Expenditure Report -Rows with Yalues Only
( It no data has been entered, report will be blank. )

Print Preview: Revenue Report (All Rows)

Print Preview: Revenue Report {(Rows with WYalues Only)
( If no data has been entered. report will be blank. }

Note: Worksheets may be printed from each worksheet page

Return to Goto
Main Menu Work sheets
Menu

Form Yiew | l:”:“:“:“:ll:“:l
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Utilities

Open a Closed Cell

A password is reguired from the School Finance Group to open a cell. All cells
that are opened using this utility will be verified against an "opened cells by
district” list in the master databa&e at DOE. Ifyou feel you need to open a cell,

please call 828-0472.
<
Cell

Open a Cell in Expenditure Table

Select District
Select Level

elect Program

Select Function

Select Object
Dpen a Cell in Revenue Table
Select Frogram

Select Revenue Code

Return to Main
Menu

Open Revenue Cell

[N N3] S 3 Y 3

Form Yiew

FY11 Statbook Software Instructions
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Remove a District

~ RemoveDistict
%

"Check each diztict pou would like to remowve from set up --and then click the "Remove
Diistrict' button at the bottarn left side of this form. & digtrict will not appear in the list if it hags not
been zetup.

Once a district iz removed, any data that has been entered far that distnict is unrecoverable.

Tahle iz in alphabetical arder by district name.

District 1D | District Mame |  Remove
[ » | TO01 Addison ]
| [sU001 Addison Martheast 5.1, ]
|| TO04 Andover ]
| |vCooz2 Barre Regional Yocational Techno ]
| To14 Belvidere L
| [ T4 Bennington 1D ]
|| TO3 Bristol ]

It L T N UMY U [y o R I =1
Record: E 1 E][E of 19
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Set File Export/Import Paths

Prior to importing or exporting files you must hatwe following directory set up (This should
have been created during installation.): C:\Annsiatistics_2011

(]

This application is configured to export data to the path
ChAnnual_statistics_2011\FilesforDOE and import data from
ChAnnual_statistics_2011\import directories. You may change theses settings but
please use this format. Note: Indicate drive and directory path. Do not use a "\" at
the end of the path. Do not set path to CD/DVD drive. You will receive a runtime error.

If you would like to import data. you must specify a directory where the files will be
located.

Export Path
DAAnnual statistics 201 1\FilesforDOE

Import Path
CAAnnual statistics 201 1\Import

Return to Main Menu
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Import Exp/Rev Data

File headings and order of columns must be cofoedhe Import Utility to function properly for
information on field names; size and type please/ggendix A.

After clicking [Import Exp/Rev Data] the import lhah, then check the [ImportExp?] or [Import
Rev?] and then clicking [Import Data]. Select a filom the directory
C:\Annual_Statsitics_2010\import\drive to import into the application. You will netalhave

a file in this directory called ImportExpenditurds.to import expenditures and a file called
ImportRevenues.xls . When you want to import a b&#& simply save the new LEA data out to
the file names and you will be ready to import mfation for that LEA by beginning the
process again.

. ImportExpenditure andjor Revenue Data

"Check' each district you would like to impart. You may choose to import expenditures and/or revenues. To
complete the process, click the "lmpart Data" button at the bottomn left side of this farm. The import files must be
wiritten to the directory specified in the file path menu (See WMilities section on the Main Menu.) The Revenue file
mustbe named ImponRevenues xls and the Expenditure file must be name ImponExpenditures xls. The district
mustfirst be setup in arder far the impaort towark, Any existing cell values will be overwritten if the import containg a
recard for the cell. Only data in"valid" open cells will be impaorted. fthe impored data doesn't have the expected
value, verify the data you have imported doesn't include values for"closed cells”. This table is in alphabetical
order --hy district name.

District ID | District Mame | Impart Exp? | Impart Rev? -
b | TO01 Addison U ]
| [sU0m Addison Northeast 5.1 Cl ]
|| TO04 Andaver [ O
| |veo0z2 Barre Regional Yocational Techna ] ]
| |To14 Beliders ] O
|| 014 Bennington 1D ] O
|| TO31 Bristol 4 ]
| |J033 Brookline/MNewfane Joint Schoal C 4 O
| |To37 Burlington . ]
| |TO47 Chester 4 ]
e Chester-Andover UZD #29 4 O
|| T048 Chittenden 4 [

I <

Feturn to Main

The default Import File Names are [ImportExpendityis] and [ImportRevenues.xIs]. If you
select the wrong LEA to import or import files aneomplete the import process will stop and
send a message to the screen that it could nahcentAt this time an import utility is not
available for the worksheet data.

Import: Click on the [Import] button (when it is enabléd)perform an import from the file. Be
careful when you import data.

Warning: Any data in the database for the LEA being impondtbe replaced by the data you
import.
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Note: Importing is a slow process, please take the eimeedo not interupt the process.
Should you see one of the following messages wiyiieg to import your files, please review
your importrevenues and/or importexpenditures efiles for a possible typographical error.
Usually one these errors would only pop up whenlyaxe entered a number larger than ten
billion.

Microsoft Office Access ﬁ

You have encountered the following error: 6 in subroutine 'doimport’ in
frm_importbyDist. Cannot continue import. Please call 828-3777 for
assistance.

Lok |

Or

Annual Stat Report - ﬁ

Annual Stat Report was unable to append all the data to the table.

_ The contents of fields in 1 record(s) were deleted, and 0 record(s) were lost due to key violations.
0 * If data was deleted, the data you pasted or imported doesn't match the field data types or the FieldSize property in the
Y/ destination table.
* If records were lost, either the records you pasted contain primary key values that already exist in the destination table,
or they violate referential integrity rules for a relationship defined between tables.
Do you want to proceed anyway?

e | (o) [ |

After correcting your import file(s), try runninge import again. If you are still having
problems with your import and receiving an erroissage, please contact us at (802) 828-3777.
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Data Submission

Go To Edit Check Menu

b
l [ Unflag "checked" Edits (Requires Password from DOE)] ] [ Pint Edit Check Repart ] Use the
= Scroll Bar to
BRG] EAID N i DEseip o © st
end of the
033 HSTATI]BI]-1 |Tota| expenditures may not be less than or equal to zero edits list
Additional information about record triggering editif applicable): ‘ |
To address this edit, you ma;gtﬁmge-ihe-daia or do the following: iCaII DOE for Password ‘
Note or Initials {f applicable) -
v
"Check” to Unflag Edit using a Password from DOE ]
| |
Additional information about record triggering editf applicable): ‘ i ‘
To address this edit, you may change the data or do the following: ‘ |
Note or Initials (if applicable)
"Check” to Unflag Edit using a Password from DOE [ ]
= |

There are 1 error(s) to correct M

Running the Edit Checks

You must verify your data before you can exportda&a. To verify your data, select [Go to the
Edit Check Menu | Run Edits]. This screen willggiwou a list of potential errors in your data
and explains the response required to allow yaudate files to submit to the DOE.

* You must address the errors found by followingdhrections listed in the box after this
statement “To address this edit, you may changeakee or do the following:” It will
give you the option of doing one of the following:

o Call DOE for Password
o Initial this edit check (Business Manager Initial)
o Attach Note
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Go to Export Menu

Before beginning the Exporting process check thigyiiSet File Export/Import Paths] to verify
that the data will be written to the correct looatilt is recommended that you use the default
drive and pathway.

Note: Users running &Vindows Vista environment will not be able to use the default
locations for Statbook importing and exporting. teisequires the user files to be written
to that person’s “User” account. If you are notesaf the location of your “User” area,
please contact your local network administrator.

"Check" each district vou would like to export. To complete the process, click the
"Expart Data" button at the bottom left side of this form. The export files will be
wiritten to the following directory on your "C:"drive:

ChAANnual_statistics 201 MFilesforDOE . The application will verify all data passes
mandatory edit checks hefare the exports are completed. Any issues identified via
the edit checking process must be addressed before the program will export the
data. This table is in alphabetical order -- by district name.

District 1D | District Mame | Expoart
| » [ TOD1 Addison ]
N E Addison Mortheast 5.1, ]
| |[TOO04 Andover ]
| WO Barre Regional “ocational Techno C]
| |TO14 Belvidere ]
|| TD14 Eennington 1D ]
| |To3 Bristal ]
| [1033 Brookline/Mewfane Joint Schoal C ]
|| T037 Burlingtan ]
| To47 Chester ]

Return ko bain
tenu

The export tool serves two purposes, backing up dadl transporting data. From the menu, [Go
to Export Menu], select the LEA from which you planexport data. An export should be
performed after a significant amount of work hasrbdone. It is possible to rebuild the database
using the exported file, using the import functidmecessary.

When you have finished entering the financial datd clearing your edits for a district the data
is then ready for export. Select [Go to Export Me®elect the district from the grid that you
wish to export and upon hitting the export buttiea &pplication will save your data the export
folder you specified in the [Set File Export/Imp&aths] function.

Now you must send the data to DOE. You will haviotate the data on your computer, in the
location you specified earlier. In most cases wilfind your data here:
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C:\Annual_statistics_2011. You will find two foldewith the same name but the file extensions
will be different. One will be a regular file fatd and the other one will be a compressed zip
folder. You will need to copy the compressed pilplér onto a 3.5 floppy disk or CD and mail

to the DOE, or submitted by emailB®OE-DMATData@state.vt.us

Default Directory: The application starts by usi@\Annual_Staistics_2011'as the default
directory. It will remember the directory you udedt time and use it as default directory. If you
change directories, please select a directory avithme less than 50 characters long.

Default Export File Name: The default file name is coded with the LEA id&oétion and the
fiscal year.

Export: Click on the [Export] button to export the selectd=A into the file indicated.

Printing: To print a blank Expenditure or Revenue ReporeaddReport (Print) | Print BLANK
Stat Book (Expenditures and Revenues-All RowsgaBé be sure to select the appropriate LEA
type before printing your blank report. The forroathe blank report depends on the type of
LEA currently active in the database. For instative blank report for a Supervisory Union does
not list revenue codes for unions.
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Print Signature Page

LEAID:

LEA NAWE:

State of Vermont
F¥11 Annual Statistical Report

Failure to satisfactonly complete and fle the Annual Statistical Report on orbetore the
due date will rezult in the withholding of all 5@te and Federal pawments processed by
the Department of Education.

Personto contact with question s about these completed worisheets:
Mame:

Phone:

E-mail:

Superintendert's Signature Regaired %

| atte =t to the best of my knowledge and beliefthat the information is accurate and
the school district is in compliance with all requirements of sate and #deral law.

Signature of Superntendent Date

Th & slgnatire page mustbs completed for sach suprelsory unlon or ds et

Application
Exit Application

Please use this button to exit out of the apphbcati
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Appendix A
Expenditure Table Import Specifications
Field Name Field Descriptions Field Type Field Size
gradeLevCode | Grade LEVEL Code Text 5
ObjCode Object Code Text 5
ProCode Program Code Text 5
FunctionCode | Functiion Code Text 5
Amount Currency /Amount Currency decimal places 2
Notel Note field Text 255
Orgid LEA Organization ID Text 6

RevCode Revenue Code Text 5
ProCode Program Code Text 5
Amount Currency /Amount Currency decimal places 2
Notel Note Field Text 255
Orgid LEA Organization ID Text 6

FY11 Statbook Software Instructions 36



