Attachment A

I NSTRUCTI ONS FOR ACCESSI NG THE
FI SCAL YEAR 2002 AVERAGE TEACHER SALARY SURVEY

A downl oadabl e Excel file was created to facilitate the
col l ection of average salary data for fiscal years 2001 and
2002. The Excel file is located on the departnent’s Wb
site and can be downl oaded fromthe foll ow ng address:

http://ww. pen. kl2.va. us/ VDCE/ Fi nance/ Budget / cdc/ i ndex. ht m

This address brings you to the budget office’'s "Current Data
Col | ections"” Wb page.

Downl oadi ng I nstructions for Netscape Users:

To downl oad the Excel file using Netscape, click on the
"Excel Tenplate" cell |ocated next to the heading | abel ed
"2002 Certification Fornms." You may al so access the

tenpl ate by |logging onto the departnent’s Wb site at
http://ww. pen. kl12.va.us. Fromthis hone page, select the
drop-down box titled "DOE Ofices,” click on "Finance,"
click on "Budget O fice," click on "Current Data

Coll ections,” and click on the "Excel Tenplate" |ink for

t he 2002 Sal ary Survey.

Downl oadi ng I nstructions for Internet Explorer Users:

To downl oad the Excel file using Internet Explorer:

1. RI GHT- CLI CK on the "Excel Tenplate" |link for the 2002
Sal ary Survey.

2. Sel ect "Save Target As" and save the file to your
| ocal drive. (Note: The file will be renaned once
you sel ect your school division fromthe drop down
box. Make sure you do not change the file nane
assigned to your file.)

3. Once the file is saved, close Internet Explorer and
open the file using Excel.

After the File has been Downl oaded:

After you have opened the Excel tenplate, a box will appear
war ni ng you that the file contains macros. The box w |
pronpt you to disable the nacros or to enable the macros.
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In order for the tenplate to operate correctly, you nust
click on the "ENABLE MACROS" button.

The Excel tenplate consists of three spreadsheets. The
first spreadsheet contains instructions for conpleting the
survey and the certification form The second spreadsheet,
| abel ed “Average Sal ary Survey,” contains the survey
instrument. This sheet contains descriptions of the data
that is to be reported in the survey and automatically

cal cul ates average salaries for classroomteachers,
principals, and assistant principals. The third
spreadsheet, | abeled “Certification Form” provides space
to describe actions that will be taken in fiscal year 2002
to i nprove average teacher salaries and includes the
certification that nust be signed by the division
superi nt endent.

Pl ease note that the Excel tenplate and certification are
due to the departnent no | ater than Novenmber 9, 2001.



