Technical Tips for Working with the 2011-2012 Excel based Application
Section 1: Getting Started with the Application

Download the appropriate Excel file from
http://www.doe.virginia.gov/federal _programs/esea/applications/index.shtml,
depending on whether the consolidated application or the individual title
applications are desired.

For Excel 2003 and earlier versions

Select the file. The following Security Warning should appear. Click

“Enable Macros.” It is important that these macros are enabled in order for all
sections of the application to be fully functional. If this box comes up, continue to
Section 2. If the box did NOT appear, continue with step 3 below.

Security Warning f‘5_<|

"SHPAANZ009-2010 NCLE
Application'Consolidatedooconsappl4-8-09test, xls" contains macros,

Macros may contain viruses, Ik is usually safe to disable macros, but if the
macros are legitimate, vou might lose some Functionality,

Disabletacros ] [ EnableMacros | [ Morenfo

For Excel 2007

Select the file. The following Security Warning should appear. Click “Options .”
Then select “Enable this content”. It is important that these macros are enabled in
order for all sections of the application to be fully functional. If this bar appears,
continue to Section 2. If the bar did NOT appear, continue with step 3 below.
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If the Security Warning did not appear, follow the directions below from the open
document page.

a. Select Tools (on the toolbar) and pull down to Macros and over to Security.

B3 Microsoft Excel - xooxconsappl4-20-09.xls
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b. Select the radio button that says “Medium Security,” then click OK.

Security EJE'

Security Lewel Trusted Publishers

) Wery High. Onlky macros installed in krusted locations will be allowed
ko run, All other signed and unsigned macros are disabled,

3 High. &nly signed macros From trusted sources will be allowed ta
run. Unsigned macros are autormatically disabled.

@;medlum. Ywou can choose whether or nok bo run potentially unsafe |
imacros, H

) Loww {not recommended). ¥ou are not protected From pokentially
unsafe macros. Use this setting only iF wou hawve wirus scanning
software installed, or vou have checked the safety of all documents
w0 OpEn .

[ (=19 I [ Cancel ]

c. Close the Excel file.
d. Launch the application file again to ensure that the macros have been enabled.

For Excel 2007

If the Security Warning did not appear, that must mean that your macros are
already enabled or blocked without notification. You can determine which by
following the directions below from the open document page.

a. Select the Office button in the upper left hand corner.
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(=% Excel Options

Popular .
- |7 . [& Change the most popular options in Excel.
|| Formulas
P procfing Top options for working with Excel
cii] | save Show Mini Toslbar on selection (|
I; Enable Live Preview (i
Advanced Show Developer tab in the Ribbon (i
Customize Always use ClearType
L Color scheme:
Zl Add-Ins
3 ScreenTip style: | Show feature descriptions in ScreenTips » |
Trust Center
Create fer use in sorts and fill sequences:
] Resources
] When creating new workbaoks
9
10 Use this font: - \
1 Font size:
12 ||
13 2 Default view for new sheets;
14
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18 4
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c. Select Trust Centers

d. Select Trust Center Settings

[(s® Excel Options

Popular
- F @ Help keep your documents safe and your computer secure and healthy.
g Formulas
P | prosting Protecting your privacy
ciipt] | save IMicrosoft cares about your privacy. For mare infarmation about how Microsoft Office Excel helps to protect your privacy, please see the privacy
) statements.
|; Advanced Show the Micresoft Office Excel privacy statement
WMicrosoft Office Online privacy statement
Customize
1 Customer Experience Improvernent Program
Zl Add-Ins
3 Security & more
4 )’rTmsl Center -|4 : ) .
5 Learn more about protecting your privacy and security fram Micrasaft Office Online,
6 s = . . N
: Resources Microsoft Windows Security Center
8
9
:? Microsoft Office Excel Trust Center
12|} The Trust Center contains security and privacy settings. These settings help keep your computer s
13 4 recommend that you do not change these settings. ust Center Setting
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e. Select Macro Settings

18 5

22 B

o4

G5 F

ActiveX Settings ) Dicable all macros except digitally signed macras
* Macre Settings " () Enable all macros (not recommended; potentially dangercus code can run) [
1
2
5
4
5
6
g
9
10

Trust Center

Trusted Publishers Macro Settings a

Trusted Locations For macres in decuments net in a trusted location:
() Disable all macros without notification

(2 |Disable all macros with netificatien;

Add-ins

Message Bar Developer Macro Settings

External Content Trust access to the YBA project ohject model

Privacy Optiens

Ready

f.  On this tab, you have several options. For the application macros to work,
you should choose “Disable all macros with notification”.

g. Close the Excel file.

h. Launch the application file again. The following Security Warning should

appear. Select “Options .” Then select “Enable this content”. It is important that

these macros are enabled in order for all sections of the application to be fully

functional. If this bar appears, continue to Section 2.
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Section 2: Application Format

The Consolidated Application, Title I, Part A, Individual Application, Title I, Part D,
Subpart 1, Title I, Part D, Subpart 2, and Title I, Part A, Individual Application have
different sheets with each tab having an application component name. The other
applications each remain on one sheet because of their size.

ES Microsoft Excel - xxxconsappl4-20-09.xls

iTimesMewRoman  ~ 9 < | B 7 U 508 % g

! Fle Edt Wew Insert Format Tools Data  Window Help  Adobe PDF
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. — Flae an "X by the applizable
X * - zesponse.

F‘-"i_' Virginia Department of Blucation I

Office of Program Admi) ion and A
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Under the No Child Left Behind Act of 2001, Public Law 107-110 and Deate:
the American Recovery and Reinvestment Act of 2003, Public Law 111-5
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Use of Funds: The applicant designated shove applies for an allocation of federal assistance as appropriated under the Mo Child Left Befuind Act
of 2001 (NCLE) and the American Recovery and Retmvestment Act of 2009 (ARR4). Fumds are availsbls to support local edusation reform efforts Incone I —
that ars consistent with statewids sducation reforra efforts to: 1) provids fnding to iraplsment protising ednsation reform progrars and school N
inprovemsnt programs based on scisutifically-based ressarch, 2) provide a continuing source of innovative and educational inprovemsnt, 3) mest aetivated either the 35
the sdnzational needs of all students; and 4) develop and ireplement edusation progrars to itaprove student achisversnt and teacher perforance
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Specific uses of funds for this application ave found in the "Guidelines, Instructions, and Asswances” docurment located on the Departuent of
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+4 start : . @ e

In order to move throughout the application, you may select on each tab to access the
sheet or you may right click in the gray area at the bottom left of the screen as indicated
below. This will show the name of each sheet in the file. Then select the desired sheet.

14 |L| Coordinated Consolidated Infa,
15 [] Consolidated Budget Surmmary 2_1;
1B | Title 1, Part &
17 )
18 Title I, Part &, Additional j
19 Title I, Part A, Homeless
20 Title I, Part &, Preschool LC
Title I, Part C &
) @r
Title I, Part D =l
Title IT, Part A N
’ des
Title 11, Part D - th
Title III, Part & blir
21 Title Iv, Part A e
Ire fi
] Title Y1, Part B, Subpart 2
e f ) Subp o]

iDraw~ i | Autoshapes~ N w [] (0 4

Ready
I p—

+y Start
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47

48
49

Section 3: General Tips

a. Comment boxes. Throughout the document, helpful comments have been
attached to particular cells. They are indicated by a small red indicator at the top
right corner of the specific cell. The comments may be read by moving the mouse
to place the cursor over the red indicator. It is not necessary to select. The

comment box will appear when the cursor hovers over the red indicator.

[ M [Wn]lo|lP|GQ[R[S]|T
Place ar X" by the applicable
TESPONSE. WDOE: The original

Oﬁgiml application will be the

first 200%-2010

I:lRevisiDn 2 N application for your
Revizion # division for this Titls
Date: program.
I:l Amendment:

Amendrment #
Date:

b. White cells. Any white cells that are visible in the application are editable. It is
recommended that you use the TAB key to move to each new area to enter data or
text. You may also double-click in applicable cells in order to begin typing.
(Warning: a single click selects a cell. If data has previously been entered in the
cell and the user single-clicks to begin typing, then all of the previous contents
will be replaced by the new text; therefore, double-clicking is recommended.)

c. Blue or gray cells. These areas of the application have been locked and are not
editable. Throughout the document, data will be calculated automatically and
entered into these areas; however, the data may not be changed.

2010-2011

2009 -2010 1009 -2010 ELIGIBLE PROGRAMS c i 2010 -2011
Allocation Consolidated znsodl- Allocation Total
Yes or No . ate -
Yez or No
Ly - A

\ \ Title [, Part A, Improving Basic }ggfam':
\ /

These blue cells are
automatically populated, based
on selections made by the user.
They are not changeable.

d. Print and Preview buttons. These yellow buttons
located on the applications include a combination of
portrait and landscape pages. (Consolidated, Title I,
Part A, and Title II, Part D.) . Use the “Print Entire
Document — BE PATIENT” button when an entire
print-out is desired. Macros are working in the
background to optimize the printing process, so
various sections of the document may appear to be
slightly delayed, but all pages WILL print out.

Any white cells are areas that
may be edited by the user.

Print Document -
EBEFPATIENT

Print 35% and
Above Low-
[ncome

Frint Below 35%
LowIncome

Step 1: Click this button

print out entire

document when portrait
and landscape pages are
present. After this is

completed go to step 2.

>

Step 2: Title I, Part A,
Only

Click on the appropriate
button after the
application is completed
and you are ready to
print.
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Alt-Enter. In sections of the document when a new line is desired, do NOT use
the Enter key. (Doing so will drop the cursor to the next cell.) Instead, use the Alt-
Enter key. Areas where this will be useful include the Address boxes on the first
page, and any areas where large amounts of text are entered, such as the Program
Overview, Coordination of Services, and Measurable Objectives/Activities. A
comment box has been included with each of these sections as a reminder.

\

- Alllimited English proficient students will become proficient in English and reach high academic standards, at a

mititram, attaining proficiency ot better in reading/language arts and mathematics.

- By the end of the 2005-2006 school yeat, all students will be taught by highly qualified teachers.
- All students will be educated in learning environments that are safe, drag free, and conducive to learning,

- &1 students will graduate from high school.

To enter a “hard”

he high school eighth grade disabled and disadvantaged populations continue to be the students that have the most difficulty carriage return at

the end of a
paragraph, press
ALT+ENTER.

Dropdown selection boxes. In 12
sections of the application, the

To be Completed by 5

user will be able to select from 15 |DINWIDDIE COUNTY FUBLIC SCHOOLS

a drop down list. These boxes

will be indicated by a

downward arrow when the cell

is selected. Scroll down to
make your selection and

13 |Applicant (Legal Name of Agency) Division
14 - |wher
4+ ﬁ\

16 | EMPORLA CITY PUBLIC SCHOOLS

— 2 ESSEX COUNTY PUBLIC SCHOOLS

17 | FAIRFAX CITY PUBLIC SCHOGOLS -

18 | FAIRFAY COUNTY PUELIC SCHOOLS bz (

“Ig |FALLS CHURCH CITY PUBLIC SCHOOLS Pl
FAUQUIER COUNTY PLBLIC SCHOOLS —

20 | FLOYD COUNTY PUBLIC SCHOOLS ~ |JAGE
Use of Funds: The applicant designated sborve applies for an allocation of fe
AFTANT Towda fwe creadlalida 4o anmsnan st lean] adnantine wedfonn affmada tlhad a

Use the
drop-down
arrow to
make a
selection.

release the mouse button. If an attempt is made to type into these cells rather than
use the drop-down selector, an error message will pop up on the screen. If that
happens, delete the contents of the cell, click outside of the cell to clear the

selection, and then click on the

dropdown arrow to make the correct selection.

To he Completed by School Division

Applicant (Legal Hame of & gency)

Alex. City Schils

Microsoft Excel

Maraple @304-371-0044,

||_||u_|!|_u! SRR

@ Use the drop-down list to select your Legal Mams,

her ooz

[Difvision Coordinator of Consolidated Application

[ metre/ | [ Cancel
VA

If wour Legal Mame needs updating, please contact Rebecca

aft B

In this instance, the user attempted to type in the box rather
than use the drop-down arrow/ Click the Cancel button and

then make the selection using the drop-down arrow.

af 2007 Funds are !Tﬁi]ah]e tn ammnnrt Innal P.rhlr:ﬁﬁny(fhm effnrta that are comsistent with statewdide educatinn reform efforts toe 14

Virginia Department of Education
2011




g. Working with Lengthy Text Passages
The Program Overview and Coordination of Services sections of the document
have been split into paragraph sized cells to ensure proper text wrapping and ease
of use. When typing directly into the section, once the first text cell has been
filled, press the tab key, or double click into the next cell, to continue typing.
When copying and pasting from another document, it is recommended that one
paragraph at a time be entered. Be sure to DOUBLE CLICK before pasting text
from another document. Attempting to paste after single clicking to select a cell
will result in the following error messages:

x|

! E Data on the Clipboard is nok the same size and shape as the selected area. Do you want to paste the data anyway?

[ oK ] [ Cancel l

Upon clicking OK, the following message will appear:
£ B

! E Cannot change part of a merged cell,

Show Help =

If this occurs, click OK in each message, and then DOUBLE CLICK into the cell in order
to paste the text.

h.  Lengthy text passages — additional tips. When entering lengthy amounts of text
into the specific fields, text in the entry box may begin to overlay the text area of
the page.

B3 Microsoft Excel - Col ns_APP_2006_colorized_Mar_15pm_1_1.xls

D] Ble Edt View [nset Fomat Tooks Dt Window  Help Type aquestionfor help = o 8 X
gl 3] |8 | |2 = o 2Ll wg
i TimesNewRoman - 10 < | B 7 U ] r i H-h-A-H . .
s o o 1 Work in this top (overlay) area.
ATB4 = X | & Floyd County Public Schools has four elementary schools serving grades pre-k thraugh 7 and one high school sening grades 8 through 1 Double CI iCk to begin typing-
A | B \ G Three of the four elementary schools are Title | targeted assistance schools. Al five schools are fully accredited by the Cal of

- Mt stu Virginia. All four elermentary schools met all AYP requirements but in some instances it was due to a small J Badvantaged category

159 Jattierr The high schoal is not a Title | school. Indian Valley Elerentary School, although eligible for Title | money, only had 1 child identified thraugh

- Ml timi PALS testing. This child is receiing Special Education services. There are no students to serve at Indian Valley, therefore, that money will be

160 fnimu allocated to the other elementary schoals.
161 - Hythe
1625 - At stw Floyd County Public Schools developed a literacy framework for grades k through 3 six years ago. Over the past year this framework has been

o
it

< 21l stu. extended to grades 4 and 5. Floyd County Public Schools has continued to serve students through skill needs of students and each support
Floyd County Publi ram focused on a particular set of skills. This collaboration between support programs, PALS, Title |, Reading Recovery, Special Education,
through 12, Three P enabled Floyd's PALS failure rates to score below 12% in grades k-2 and below 20% in grade 3. PALS identified students
Commonwealth of Vlrginie have fluctuated over lree years. Floyd has been identified as the fastest growing county in the New River Valley. Flayd's usual stable
disadvantaged category.  POpulation both with staff and tu 0 longer a given. Digaggregation of the data continues to identify disabled students, especially
money, only had 1 child ic speech, and the disadvantaged population as oups most in heed. During the 2005-2008 school year, Floyd County Public Schools has
to serve at Indian Vdlley, t @xtended an invitation ta the Head Start Program in our carPmm d several other preschool programs to attend insenice with our staff in
regards to literacy based instruction.
Floyd County Publid Sche

has been extended th grac The high school sighth grade disabled and disadvantaged populations continue to be the students he rmost difficulty passing the

and each support prhgran English and mathematics tests. During the 2004-2005 school year, courses were offered to all staff in the areas ige and i of

Recovery, Special Efucati instruction through UVA. Some staff took advantage of the reading class and all staff were required to take the differentiation cTre
grade 3. PALS idenffied ¢ Department of Education also supported our 4th and 5th grade teachers with systemic instruction designed to move teachers into more

When finished or to

in the Hew River Vafey. F: ptual teaching of matk The f dural ermphasis had students memarizing without true understanding. Much of the problem at the \ - . .
continues to identiff disal Bth grade in mathematics is in part due to weak instruction in the middle grades. pl‘eVIEW the Sectlon, CI |Ck
Duting the 2005-200§ sche H

; . B off into any blue cell on the
The high sehool eighth grade disabled and disadvantaged populations continue to be the students that have the most difficulty page-

passing the English and mathematics tests, Dusing the 20042005 school yeas, covwses were offered 1o all staffinthe areas of reading

and diffsrentistion of instruction through UVA. Some stafftock advantags of the reading class and all staff wete tequired to taks the
differentiation class. The Department of Education also supported our 4th end Sth grads teashers with systemis instruction designed
o move teachers into mere conceptud teaching of mathematics, The procedurd emphasis had stadents memorizing without rue
understanding, Much of the protlem at e 8th grade in mathematics is in past dus ta weak instruction in the middle grades.
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3 Discuss how the division’s program will contribute to the attainment of the MCLE goals below.
- All students will reach high standards, at a miniraam, attaining proficiency or better in readingflanguage arts and
mathematics by 2013-2014
- Alllimited English proficient students will become proficient in English and reach high academic standards, at a
minimum, attaining proficiency or better in readingflanguage arts and mathematics
- By the end of the 2005-2006 school yeat, all students will be taught by highly qualified teachers.

1Al students will be educated in learning environments that ate safe, drugfree, and conducive 1o leamning. . . ..

- All students will graduate from high school. The teXt Wi I I d |Sp|ay In ItS
Floyd County Public Schools has four elementary schools serving grades pre-k through 7 and one high school serving grades 8 -
throwgh 12. Three of the four elementary schools are Title I targeted assistance schools. All five schools are fully accredited by the | fl nal form When the user
E;lom;nonwealt;l DfV]rg:maf:]l}iogL;r el;mexixtary sch;aés ;net.l:ll ?YIP zqw;:rnnemgbut in sor;e 11:15tances it was dueltafa sT ” 'I 2 =] CI |Ck5 Onto a blue Cel I .

sadvantaged cate gory & schoalis not a Title I school. Indian ey Elementary Schoo! Etble for Title -

money, only had 1 child identified through PALS testing. This child is receiving Special Ed®ation services. There are no students N Otl ce that the Overl ay bOX
ta serve at Indian Valley, therefore, that money will be allocated to the ather elementary schools is no IO n ger Visi b Ie
Floyd County Public Schools developed a literacy framework for grades k through 3 six vears ago. Over the past year this framework

has been extended to grades 4 and 5. Floyd County Public 3chools has continued to serve students through skill needs of students
and each support program focused on a particular set of skills. This collaboration between support programs, PALS, Title [, Reading
Recovery, Bpecial Education, and Speech has enabled Floyd's PALS failure rates to score below 129% in grades k-2 and below 20%
i grade 3. PALS identified students hawve fluctuated over the past three years. Floyd has been identified as the fastest growing cou)
it1 the Mew River Valley. Floyd's usual stable population both with staff and students is no longer a given. Disaggregation of the data
contirmes to identify disabled students, especially speech, and the disadvantaged population as the sub groups most in need. During
the 2003-2006 school yeat, Floyd County Public Schools has extended an invitation to the Head Start Program in our community
and several other preschool programs to attend inservice with our staff in regards to literacy based instnaction,

When text is entered into the field, some of it may appear to have extended past the end
of the page. To correct this, use the ALT-ENTER keys to add a hard-carriage return at
the end of the last visible word in each line.

It may help to use the first line of the page as a guide.

To do this:

1. Type (or copy/paste), all text into the field. Click on any blue cell to hide the
entry box overlay in order to view the area that includes the final entered text.

2. Look at the first line of text to locate the last complete word on the line. (In

this example, the last word is “recruiting.”)

- &1 students will be educated in learning environments that are safe, dmg free, and conducive to learning,

- &l students will graduate from high school.
The divizion will contitnie its efforts to recriit, induct and retain highly qualified teachers through the use of an expanded recraiting
fnd mentoring program. Division employees will participate in national and statewide recruiting events. A dditional recraiting

aterials will be developed, and recruiting efforts at job fairs and college placement events will be expanded. Human resources will

tilize web-hased recruiting services such as Teachers-Teachers com. A Prawis incentive program will contitnee to be used to
Encourage new staff to complete Praxis testing during their first year. On-site college courses and a tuition reimbursement program
brill both be utilized to provide required coursework as well as leensure renewal opporturities for teachers and adninistrators.
Efforts will be made to offer courses that target specific curricwlar needs as deemed by student assessment results. Special foeus will
be on providing the necessary professional development to ensure special education teachers attain the highly gqualified status. In
ddition to continuing one-to-one mentoring, the division will offer contitnied specialized new teacher workshops, Mentor coordinat
Baszed on the decision made during the initial writing of the Consolidated Application, the division made a cottunitiment to provide
In order to provide students and staff with safe and secure learning environments, the school division continues to upgrade schod

3. Next, select in the white cell to bring the overlay back up. DOUBLE click at

the end of the last word in the top line that was visible. (In this example,
“recruiting.”) Then press the Alt-Enter keys on your keyboard to begin the
next line. In this example, the words “and mentoring” will drop to line 2.

v X & & The division will continue its efforts to recruit, induct and retain highly qualified teachers through the use of an expanded recruiting |and rnentoring
C  program. Division employees will participate in national and statewide recruiting events. Additional recruiting materials will be developed, and
- &ll stw recruiting effarts at job fairs and college placement events will be expanded. Human resources will utilize web-based recruiting sewvices such as
mather Teachers-Teachers.com. A Praxis incentive program will continue to be used to encourage new staff to complete Praxis testing during their first
- Alltimi year. Oresite college courses and a tuition reimbursement program will both be utilized to provide required coursework as well as licensure
minimu renewal opportunities for teachers and administrators. Efforts will be made to offer courses that target specific curricular needs as deemed by
- Bythe student assessment results. Special focus will be on providing the necessary professional develapment to ensure special education teachers
- Afl st attain the highly gualified status. In addition to continuing one-to-one mentaring, the division will offer continued specialized new teacher
- Afl st workshops. Mentor coordinators will work at each level, elementary, middle and high as well as special education, to develop learning
cormrmunities amang our nes hires to provide additional support
o
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4. On line two, locate the word that most closely lines up with the last visible
word for line 1 (“recruiting”) and press the Alt-Enter keys. In this example,
the words “materials will be”” will drop to line 3.

indow

m X & & The division will continue its efforts to recruit, induct and retain highly qualified teachers through the use of an expanded recruiting
B G and mentoring program. Division employees will participate in national and statewide recruiting events. Additional recruiting hateria\s will be

- &l stw developed, and recruiting efforts at job fairs and college placement events will be expanded. Human resources will utilize web-hased recruiting
mathen Senvices such as Teachers-Teachers.com. & Praxis incentive program will continue to be used to encourage new staff to complete Praxis

- Afikmi testing during their first year. Onesite college courses and a tuition reimburserment program will both be utilized to provide reguired coursework
minir a5 well as licensure renewal opportunities for teachers and administrators. Efforts will be made to offer courses that target specific curricular

- Bythe needs as deemed by student assessment results. Special focus will be an providing the necessary professional development to ensure special

- &l sty education teachers attain the highly qualified status. In addition to continuing one-to-one mentoring, the division will offer continued specialized

_ &l sty new teacher workshops, Mentor coordinators will work at each level, elementary, middle and high as well a5 special education, to develop
learming communities among our new hires to provide additional support.

Based on the decision made during the initial writing of the Consolidated Application, the division made a commitrnent to provide all
instructional staff with laptop computers. This has greatly enhanced participation in staff development opportunities and has had a positive
impact on the attraction and retention of highly qualified staff. In order to continue this trend there is a need to support an on-gaing replacement
cycle for the laptops and to procure additional peripherals such as projectors, microphones, speakers, digital cameras, probeware, and

Continue selecting the word at the end of each line that most closely lines up with the end
of the previous line and press the Alt-Enter keys to pull the text down so that it will all
be visible in the final document.

i. Cell Validation. In the text passages, character limits have been placed on larger
text cells. This is to allow text to remain visible. The limits vary on the size of
the cells. If the character limit is exceeded you will see the message below:

Character Limit Exceeded

@ The character limit has been exceeded. To edit the text, click retry, To delete the text, click cancel,

I Retry l [ Cancel ] [ Help ]

If this occurs, the amount of text will need to be reduced.

J.  Formulas. Throughout the document, many formulas have been created in order
to automatically perform various calculations pertinent to each page. In order to
maintain formulas we request that you not cut and paste numbers.

Please contact Marsha Granderson, grants and reports manager, at
Marsha. Granderson@doe.virginia.gov or at (804)786-1993 if technical issues arise in
completing the application.
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