Attachment A to Adm Supts. Meno No. 69

I NSTRUCTI ONS FOR ACCESSI NG THE
FI SCAL YEAR 2003 PROGRAM CERTI FI CATI ON FORMS

A downl oadabl e Excel file will be used to facilitate the
collection of certification fornms for several incentive-
based prograns for fiscal year 2003. The Excel file is

| ocated 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

Thi s address brings you to the budget office’s “Current Data
Col | ections” Wb page.

You may al so access the tenplate by |ogging onto the
departnment’s Web site at http://ww. pen. kl2.va.us. From
this home page, select the drop-down box titled “DOE
Ofices” and then click on “Finance,” then on “Budget
Ofice,” and then on “Current Data Collections.”

I f You Are Using Internet Explorer:

To downl oad the Excel file using Internet Explorer:

1. RI GHT-CLI CK on the “Excel Tenplate” link for the 2003
certification forns.

2. Sel ect “Save Target As” and save the file to your
| ocal drive. (Note: The file will be renamed 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.

I f You Are Using Netscape:

To downl oad the Excel file using Netscape, click on the
“Excel Tenplate” cell |ocated next to the headi ng | abel ed
“2003 Certification Forns.”
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After the File has been Downl oaded:

After you have opened the Excel tenplate, a nessage box

wi || appear warning you that the file contains macros. The
box will pronpt you to disable the nmacros or to enable the
macros. In order for the tenplate to operate correctly,

you nmust click on the “ENABLE MACROS” button.

The first sheet in the Excel file provides instructions for
conpleting and returning the certification forns to the
departnment. The certifications nust be signed by the

di vi si on superintendent and returned to the budget office
by Decenber 20, 2002, if you wish to participate in these

i ncentive-based prograns. Please nail the signed
certifications to:

Virginia Departnment of Education
Attn: Budget Ofice
P. O Box 2120
Ri chnond, Virginia 23218-2120

Pl ease also e-mail the conpleted Excel tenplate to
K12Budget @mi | . vak1l2ed. edu. |If you have any questions
concerning this certification process, please contact
budget office staff at (804) 225-2025.




