Admi ni strative Superintendent’s Meno 29, Attachment A

State Entitlenments for Fiscal Year 2002 Based on Actual
March 31, 2002, Average Daily Menbership (ADM and
Adj ustments to the Fiscal Year 2002 Basic Aid Entitlenent

I nstructions for Downl oadi ng and Using the Excel Tenplate
(Adm ni strative Superintendent’s Menorandum Nunber 29)

A downl oadabl e Excel file has been created to all ow
divisions to calculate their state entitlenents for fisca
year 2002 based on actual March 31, 2002 ADM The Excel
file is located on the departnent’s Wb site and can be
downl oaded fromthe foll ow ng address:

http://ww. pen. k12. va. us/ VDCOE/ Fi nance/ Budget/ cal ct ool s. ht

This address will bring you to the Budget Ofice’s
“Cal cul ation Tenpl ates” Wb page. To downl oad the Exce
file, click on the “Excel tenplate” cell |ocated next to
the topic “State Entitlenents for Fiscal Year 2002 Based on
Actual March 31, 2002, Average Daily Menbership (ADV ™.

You may al so access the tenplate by | ogging onto the
departnent’s Wb site at http://ww. pen. kl2.va.us. From
this honme page, select the drop-down box titled “DOE
Ofices,” click on “Finance,” click on “Budget O fice,” and
click on “Cal cul ati on Tenpl ates” and then click on the
“Excel Tenplate” option for “State Entitlenents for Fisca
Year 2002 Based on Actual March 31, 2002, Average Daily
Menbership (ADM ™.

You rmust use M crosoft Excel version 97 or later to use al
of the features contained in the spreadsheets. I|f you do
not have Excel 97 or later, please contact the budget

of fice at (804) 225-2025 for assistance. Please followthe
steps below to access the file fromthe Wb site:

1. After you click on “Excel Tenplate”, you wll be
pronpted either to open the file or to save it to a
drive. You may choose either option.

2. A box wi Il appear pronpting you that the file contains
macros. The box will pronpt you to disable the macros
or to enable the nmacros. For the tenplate to operate
correctly, you nust click on the “ENABLE MACROS”
but t on.
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The Excel file consists of three worksheets. The first

wor ksheet (“lnstructions”) contains instructions for
runni ng the Excel program Please review this worksheet
carefully, as it provides specific guidance for calculating
projected entitl enents.

The second wor ksheet (“State and Local Funds Wbrksheet”) is
used to cal cul ate your actual FY 2002 state entitlenent and
| ocal match information. This worksheet contains a drop-
down box that allows you to choose the appropriate school

di vi si on.

Once you have sel ected the appropriation school division,
you will receive a nessage asking you whet her you have

chosen the correct division. |If the school division is
incorrect, then you will need to click “No”, and the

wor ksheet will allow you to select another division. |If
the division is correct, then select “Yes”. You will then
recei ve a nessage indicating that the worksheet will be

saved to a specific directory (created by an Excel macro)
on your hard drive. After receiving this nmessage box,
click “OK” and you will be pronpted with a nessage

i ndi cating that your division s FY 2002 entitl enent
information is being prepared. Again, click “OK” in this
message box. You will then receive another rem nder
nmessage, stating the foll ow ng:

“Pl ease note that while this file provides you with the fina
FY 2002 entitlements for accounts cal cul ated using ADM it
does not include any year-end adjustnments to incentive or
categorical programs that are based on actual participation or
rei nbursenent.”

After clicking “OK” in this box, your state entitlenent and
| ocal match information will appear. Please note that,

unli ke previous calculation tools, you will not receive a
pronpt asking you whether you would |ike to base your
calcul ation on DOE s ADM or on your own projected ADM

This is because this cal culation tool uses actual Mrch 31,
2002, ADM as the basis for calculating all ADM based
entitlenments.

The third worksheet (“Required Local Effort”) is used to
cal cul ate your actual FY 2002 required local effort for
Standards of Quality (SOQ prograns. No data entry is
required since this information is cal cul ated autonatically
fromthe “State and Local Funds Wbrksheet”.
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Adj ustments to the Fiscal Year 2002 Basic Aid Entitlenent
for Certain School Divisions — Various adjustnents will be
made to the fiscal year 2002 state Basic Aid entitlenents
for certain school divisions beginning with the June 16,
2002, electronic funds transfer (EFT). Were applicable,

t hese adjustnents wll reduce the divisions’ fiscal year
2002 Basic Aid entitlenents. An Excel file has been
created that lists the estinmated adjustnents to Basic Ad
(as of May 16, 2002). The file can be accessed fromthe
departnment’s Web site at:

http://ww. pen. k12. va. us/ VDOE/ Fi nance/ Budget/ di rect ai d. ht ni




