Attachment A

I NSTRUCTI ONS FOR ACCESSI NG THE
EXCEL TEMPLATE FOR THE 2001- 2002
PRI VATE SCHOCL PARTI Cl PATI ON SURVEY

Pl ease submit the data electronically on the Excel tenplate
| ocated on the departnent’s Wb Site. Please downl oad the
tenplate fromthe foll ow ng address:

http://ww. pen. k12. va. us/ VDCE/ Fi nance/ Budget / cdc/ psp. ht ni

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
Tenpl ate” cell |ocated next to the heading | abel ed "2001-2002
Private School Participation Survey.” You nay al so access the
tenpl ate by | ogging onto the departnment’s Wb site at
http://ww. pen. kl12.va.us. Fromthis honme page, select the
drop-down box titled "DOE O fices,” click on "Finance,” click on
"Budget O fice,” click on "Current Data Col |l ections,” and click
on the "Excel Tenplate” Iink for the 2001-2002 Private Schoo
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 2001-2002
Private School Survey.

2. Sel ect "Save Target As” and save the file to your |oca
drive. Please note the |location where the file is saved.

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 wll| appear
war ni ng you that the file contains macros. The box will pronpt
you to disable the macros or to enable the macros. |In order for
the tenplate to operate correctly, you nust click on the "ENABLE
MACROS' button
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The first sheet in the Excel tenplate is |labeled “lInstructions.
After reviewing the instructions provided on this sheet, click
on the tab bel ow | abel ed “Private School Participation.” This
will open the sheet |abeled "Private School Participation.”

Conpl eting the “Private School Participation” worksheet:

1. Sel ect your division using the drop-down box | ocated at

the top of the spreadsheet. A box will appear that asks
you to confirmthat you have chosen the correct division.

If the division nane is correct, click “Yes.” [If you
have sel ected the wong division, click “No” and sel ect
the correct division using the drop-down box.

2. After you have confirnmed your division selection, a box
wi |l appear that notifies you that the file wll

automatically be saved to the follow ng | ocati on on your

computer’s hard drive: C: \DCE_DATA PSP2002 [divi sion
nunber].xls. Please do not change the nanme of the file
after you sel ect your division.

3. You will be asked if your division has private nonprofit

school s that operate within its boundary. |If there are
no private nonprofit schools operating wthin your

di vision’s boundary, select that option and follow the
directions to conplete your survey. |If you do have
private nonprofit schools that operate within your

di vi si on boundary, select that option when pronpted and
conplete the required information in sections A B, and

C. Use the formin Attachnent B to collect the required

i nformati on from each private nonprofit school | ocated
wi thin your division s boundary.

4. Pl ease report the total nunber of private nonprofit
school s and the total nunber of schools returning forns
in Section A of the excel tenplate.

5. Pl ease report the total nunber of private nonprofit

school s and the total nunber of students participating in

each of the three federal progranms in Section B of the
excel tenpl ate.

6. Pl ease report Title | data requested in Section C of the

excel tenplate. This data will be used for informationa

pur poses only.
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Pl ease enter the nanme and phone nunber of the person who
can answer questions about the information provided on
the forminto the shaded cells provided.

Pl ease conpl ete the Excel tenplate and e-mail it to the
departnment at nmilto: kl2budget @mi |l . vakl2ed. edu no | ater
t han February 21, 2003. The division superintendent’s
certification is also due to the departnment by February
21, 2003, and should be nmailed to the Virgi nia Depart nent
of Education, Budget O fice, P.O Box 2120, Ri chnond,
Virginia 23218-2120.




