Attachnment B to Admin. Supts. Meno.

Foster Care Program - Fiscal Year 2003 Rei nbursenent For
Fi scal Year 2002 Expenditures

I nstructions For Downl oadi ng and Using the Excel Tenplate

A downl oadabl e Excel file was created to facilitate the
coll ection of data used in cal cul ating rei nbursenents of
fiscal year 2002 foster care expenditures. Al of the
required forns for reinbursenent, including the
superintendent’s certification form are included in this
Excel tenplate. The Excel file is |ocated on the
departnent’s Wb site and can be dowl oaded fromthe
fol |l ow ng address:

http://ww. pen. k12.va. us/ VDOE/ Fi nance/ Budget/ cdc/i ndex. ht m

This address brings you to the Budget O fice' s “Current
Data Col | ecti ons” Wb page. To downl oad the Excel file,
click on the “Excel Tenplate” cell |located next to the
headi ng | abel ed “Foster Care Data Collection.” You may

al so access the tenplate by |ogging onto the departnent’s
Wb site at http://ww. pen. kl2.va.us. Fromthis honme page,
sel ect the drop-down box in the upper right hand corner
titled "DOE Ofices,” then on "Finance," then on "Budget
Ofice," then on "Current Data Collections,” and then click
on the “Excel Tenplate” option for the Foster Care program

You rmust use M crosoft Excel version 97 or later to use al
of the features contained in this file. If you do not have
Excel 97 or later, please contact the budget office staff
at (804) 225-2025 for assistance. Please follow the steps
below to access the file fromthe Wb site

1. After you click on the file name on the Wb site, you
will be pronpted to open the file or save it to a
drive. You may choose either option.

2. A box will appear warning you that the file contains
macros. The box will pronpt you to disable the macros
or to enable the macros. Please note that in order
for the tenplate to operate correctly, you nust click
on the "ENABLE MACROS" button.
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Not e: Special Downl oadi ng Instructions for |nternet
Expl orer Users

To downl oad the Excel file using Internet Explorer:
1. RI GHT-CLI CK on the Foster Care "Excel Tenplate" I|ink.

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

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

The Excel file consists of five spreadsheets. The first
spreadsheet contains instructions for entering data into
the data collection tenplates. Please reviewthe
“Instructions” worksheet carefully, as it provides gui dance
for entering required data into the data collection

t enpl at es.

The second spreadsheet, |abeled “Division Codes and Nanes,”
will assist you in finding the nunber and name of the
localities in which the foster children you served are

| egal residents. The third and fourth spreadsheets,

| abel ed "Regul ar Foster Care" and "Special Ed Foster Care,”
respectively, should be used to enter your foster care
data. The fifth spreadsheet, |abeled “Foster Care
Certification,” contains the certification formthat nust
be signed by the division superintendent and returned to

t he Departnment of Education in hard copy.

Al'l school divisions must return a conpl eted Excel tenplate
for fiscal year 2003, along with a hard copy of the
superintendent’s certification, to: Virginia Departnent of
Education, Attention: Budget Ofice, P. O Box 2120,

Ri chnond, Virginia 23218-2120. Both subm ssions (Excel
file and signed certification form are due to the
departnment no later than March 7, 20083.
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