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Overview

This document describes the installation and preparation of the
Annual Financial Report (AFR) for fiscal year 2006-07.
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What’s New This Year?

The following changes have been made for the 2006-07 AFR.

The Supplement to the AFR has been changed for 2006-07.
Desegregation has been removed and placed on a separate
Desegregation Supplement. English Language Learners
Compensatory Instruction Fund 072 has been added to
Supplement Page 3 and Full Day Kindergarten Funds 060 and
065 have been removed from the Supplement.

The 2005-06 Actual Expenditures and the Percent of Increase/
Decrease, as compared to the 2006-07 Actual Expenditures will
be imported by the program on AFR Pages 2, 4, and 5 of 12, and
the Districtwide Desegregation pages. Instructions for importing
from the 2005-06 AFR are included in the AFR Instructions.
Districts that were not using the Visions AFR 2005-06 program will
have to manually enter the 2005-06 AFR data.

The Compensatory Instruction Fund 072 and the Emergency
Deficiencies Correction Fund 686 have been added to the
Summary and to the Other Funds on Pages 9, 11 and 12 of 12.
The cell assigning range on Fund 685 has been changed. The old
range assigned from Fund 685 to 689, the new range assigns
from 685 to 685. This will allow for correct assigning of the new
Fund 686 on Pages 9 and 11 of 12.

We have now added the importing of the Transfers In and Out
expenditures. We are netting these amounts (Transfers In minus
Transfers Out) and then Importing that total to the Transfers In/
Out column on Pages 8 and 9 of 12.

The Beginning Fund Balances will be imported on Pages 1, 4, 7, 8
and 9 of 12; and on the Food Service Page 1.

A new column was added to Page 6 of 12 for Library Books,
Textbooks, & Instructional Aids (Object Codes 6641-6643).

The second "Other" line was removed from Page 9 of 12.

There are some minor changes to the Classroom Site Fund (CSF)
Narrative Results Summary pages.

There is a new School-By-School Desegregation Expenditures
Supplement for M & O and Capital.

There is a new School-By-School Current Expenditures form
(which is not available until ADE provides us with an allocation
method or revised form) for all funds, and a new School-By-
School AFR for Funds 001, 610, 625, 685, 690 and 100-499 and
some object codes in Fund 625. The new School-By-School
Current Expenditures form will include Unit Codes 100-400 and all
other expenditures will be allocated by Attending ADM plus Tuition
Out. The new School-By-School AFR will not include Unit Code
500, so no allocation is necessary. The program will do all the
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Overview i

necessary allocations, but it will be necessary to input all the
school Attending ADM’s plus Tuition Out per the AFR Instructions.
This can be done via the Edit Schools button, available on the
Main Menu of the AFR program.

Districts are required to report expenditures from the Classroom
Site Fund (CSF) by school and prepare a narrative summary of
CSF results at the district level. Funds 011 and 012 are direct
expenditures and fund 013 is all expenditures. The Narrative
Results Summary has scroll buttons to view all the contents of a
box, when necessary. An out-of-balance message will appear, if
your expenditures on the second page do not agree with page 4 of
12, line 48, and footnote 1. Data will have to be manually entered
in all fields on this form.

If your district sponsors a charter school(s) and the district handles
their accounting, treat them as if they were a regular school in the
district.

Some county school offices combine beginning cash balances
with revenues in State and Federal projects and report the total as
revenues. Make the necessary adjustments, if this is the case for
your district.

There are two lines on page 12 that have object code 6631.
Amounts on these lines will have to be manually entered.

The law was amended to eliminate all school reporting for the
2005-06 school year, so last year the state eliminated the School
By School Summary Report. Windsor Management Group still
provides both of the SBS reporting systems incase any of our
school districts want to continue to budget and get expenditure
data by school. Although the School By School Summary Reports
are provided, they cannot be sent electronically to ADE.

Program 630 Other Programs, on page 2 of 12, line 12, is still
reported on a separate line. It is combined with Programs 700,
800, and 900 Other Programs on the budget. Therefore, manual
input will be required in the Budget column for lines 12 and 13.

Page 1 of 12, Soft Capital allocation Fund 625 Column, Lines 4-7 -
type 03 Districts will receive a message if an amount exists.

Page 9 of 12 Section D, Capital Expenditures will be imported
from the general ledger.
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Using AFR

This section covers the following topics:

B |[nstalling AFR
B Preparing Your Data for AFR
B Working with AFR
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Installing AFR

1. Locate the Annual Financial Report 2006-07 link on the Infinite
Visions web site, and download the file called AFR0607.exe to

your hard drive.

2. Once you download the file, double-click it to begin the installation
procedure. The default process installs AFR in C:\Program
Files\Visions.
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Preparing Your Data for AFR

Before you start AFR and attach the data:
1. Attach Budget Vision 2006-07 to the GLAP0607.mdb data file.

2. From the main menu, click Global Information. In the lower right
corner, verify that the type of budget figures to display is Adopted.
If not, change it to Adopted. The Adopted column is the Budget
column to be imported to AFR, therefore, it should be the column
with data containing the May revision. Verify the data by reviewing
the budget pages.

If you are an Enterprise client; verify the column containing
your May revision is set in the Adopted Column field in the
General Ledger Default setting screen. This will allow the
adopted column to be synchronized with Budget Vision
correctly. After synchronization, in Global Information
select the Adopted type of budget figures to display and
review the budget pages to verify they are correct.

Verify the fiscal years are set correctly. They should be
2004-05, 2005-06, and 2006-07 respectively.

3. Ifyou are a SQL 2.x or Enterprise Accounting client, click the @]
button to set your ODBC connection under the Current Path
section.

4. Click the Machine Data Source tab. Highlight the FY2006-07 file
and click OK. If the FY0607 file isn't available for selection, contact
your network technician and have them create it.

5. Select the correct Accounting Version option (2.x or Enterprise
Edition).

6. Click the Accounts Data Budgeting button. You may have to set
cells if the Set Cell screen displays.

If the cells are not set in Budget Vision, manual entry of the budget
portion is required in AFR.

The system displays the Accounts Data Budgeting menu.
If you are an Enterprise or SQL client, you will be prompted
to synchronize. You must synchronize your data.

7. From the main menu, click the Utilities button, then click the
Update All Calculations button. Calculations cannot be updated if
cells were not set.

If you choose to update calculations for all schools, this may
take a long period of time to process.

8. When the system displays the message that it has finished
updating calculations, exit Budget Vision 2006-07.
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Working with AFR

Open the AFR program (Start|Programs|Visions|AFR 2006-07) or
double-click the AFR icon in the Visions Program Group.

Annual Financial Report 2006-07 (Version 2.5.00) - [Begin AFR]
i3 File Edt Wiew Insert Format Records Tools  Window Help  Adobe POF

s | Annual Financial Report
License Agreement 2006_ 07

Copyright@ 1995-2007 by Wind=sor Management Group, Tempe, AZ. Al Rights Resenved.

Attached File:  [C:\FLEASESREATTACHZ MDE

| Begin 2006-07 Annual Financial Report I
_ Bt |

From the main splash screen of the AFR program, click the Begin
button. The system displays the following message.

r

Microsoft Office Access

Welcome to the Annual Financial Report Program., IF this is the First time using the program or if a
program update has been installed, it is necessary ko re-aktach to the GLAPDGOT. mdb data filz,
Click OK and then click Erawse ko find wour file, Mote: \When starting the AFR program For the
FIRST TIME this vear, once attached, click on the Impaort Data button located on the Main Menu,

Click OK.
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Attaching Data

When you first start the program or any time you install a program
update, you need to attach to your GLAP0607.mdb file. The system
displays the following screen.

r

E= AFR Data File Attach Path

| Thig procedure will Attach the 2006-07 GLAP Data File (GLAP0G0T.mdb)

Enter the full name and location of the database containing the attached table. If
the suggested path is correct just press "OK'. Otherwise press '‘Browse’ to
search for the correct location and then press 'OK".

C:\PLEASE'REATTACH2.MDB

1. Click Browse to locate your GLAP0607.mdb file.

2. When you locate the file, click Open. The system redisplays the
AFR Data File Attach Path screen.

If you attempt to attach to the incorrect GLAP file, the
system will display this message.

-
Microsoft Office Access

This program can only be attached ta a Fiscal Year 0607 data file {i.e. GLAPOAOT. mdb),

3. Verify the path displayed.
4. Click OK. The system displays this message.

File Successfully Attached |E|

[raka File Successfully Attached

5. Click OK. The system displays the AFR main menu.
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Annual Financial Report 2006-07 (Version 2.5.00) - [Main Menu]

! File Edit Miew Insert Format  Records  Tools  Window Help  Adobe PDF T
1.V. AFR 200607 Ver 2.5.00 Attach Import

Create ADE Global
Information

Data Files

Data File

L FINANCIAL REPORT

Attached

Cover Page ‘ ‘ Page 2 ‘ Page 3 Page 4 ‘ Edit Schoals |

Expenditures By School

Page 5 ‘ Page 6 ‘ Page 7 ‘ Page 8 ‘ Page 9 ‘ Classroom Site Fund

Page 10 ‘ Page 11 ‘ Page 12 ‘ Sumimary Current Expenditures By Schoaol

AFR By School

Suppl ©
upgagsver Desegregation Supplement By School
Print all D
Deseq Suppl | Deseg Suppl | Deseg Suppl | Deseg Suppl Print AFR Cover Page, Pages 1-12,
Cover Page Page 1 Page 2 Page 3 Food Svc Page 1, Suppl Cover &
| Suppl Pages 1-3, Districtwide Deseg

Marrative Results Summary Pages 1-: age 1 of | Suppl Pages 1-3, AFR Summary &_
MNarrative Results Pages 1-3

Optional School Reports ‘ AFR Reports Menu

Setting Global Information

Next, enter your global information. From the main menu, click Global
Information. The system displays the following screen.

Annual Financial Report 2006-07 (Version 2.5.00) - [Global Information]

i Flle Edit Wiew Insert Format  Records Tools  Window Help  Adobe PDF

County Hame |Maricopa | |

——__District ContactPerson _}———  —{ Average Daily Member ship (ADM) |—

Mame 2005-2006 2006-2007
Phane humber | | Attending: | 0.000 | 0.000 |
EMal Address | | Residert: | 0000 | 0.000 |
[ covemmgBowa e} I

Tilet | | | pl____SOLDatabase |

o[ x|

Title 3

T 1 L]

Title 5 " Yes (v Mo

Title 6

Title 7 |

10
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1. The District Name, County Name, and CTD numbers default from
your GLAP file. Review the information to be sure it's correct.

2. In the District Contact Person fields, fill in the Name, Phone
Number, Email Address, and Title.

3. Fillin the Governing Board Titles as appropriate for your district.
If your district uses the Infinite Visions fund accounting software

along with SQL Server, click and browse to locate the
appropriate SQL database.

If you need assistance locating your ODBC database, contact
your network technician.

If you need to disconnect a SQL database, click .

SQL Users. Be sure and complete this step before importing data
into AFR.

5. Click when you are finished. The system redisplays the main
menu.

Importing Data

Once attached, from the main menu of the program, click the Import
Data button.

The Import Data procedure overwrites any imported data that
you changed manually.

The system displays the following screen

-
Bl Select Import Source

Budget | Actual Data EL"
¢+ Infinite Visions Accounting Clients
E i Irnpork

™ Budget Vision Only Clients

Prior ‘fear Data

Irnpork Prior Year Data |

ADM and Allocation Basis Data

Irnpork |

Irnport Repork

Wiew Account Codes Mot Imported |

11
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1.

In the Budget/Actual Data field, choose the option that applies to

you. The default is Infinite Visions Accounting Clients.

Select the other option if you are a Budget Vision Only
Client.

Click Import. The system displays the following message.

Update Budget Figures

This procedure will update the Budget amounts fFor all users and the Actual amounts for
\._:/ Infinite Yisions Accounting clients.

Do wou wank to Continue?

Click Yes to proceed. When complete, it displays the following
message.

Microsoft Office Access rg|

Import procedure is complete ...

Click OK.

For Budget Vision Only and First Year Accounting
Users: At this point the system has imported all of your
district budget information. You will need to enter
everything else on all of the AFR pages to complete the
AFR process.

For Infinite Visions Accounting Users: At this point the
system has imported all of your district budget, prior year
expenditure totals, and transaction information.

The system may also display a report showing a list of account
codes and dollar amounts that were not imported.

If the system displays this report, review the accounts and
determine whether the amounts should be placed in the
AFR. If s0, you need to enter the information manually.

You can review this report at any time by clicking the
Import Data button and then clicking the View Account
Codes Not Imported button in the Import Report section.

12
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-
ES Select Import Source

Budget | Actual Data i+

= Infinite Wisions Accounting Clients :
: g Impork

(" Budget Vision Only Clients

Prior ¥ear Data

Impork Prior Year Daka ‘

a0 and Allocation Basis Data

Imnpork ‘

Impork Repork

P  Wiew Account Codes Mok Imported ‘

The following report will be displayed.

13
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TheFollowing Account Code Dollar Amounts Were Mot Itnported
Ac count Numnber Aruount
001-000-0000-2220-000 {E1000%
001-830-1000- &300- 00 $1,01& 00
001-&30-1000- 2400- 700 $£1.01700
001-&30-1000-&700- 700 3101500
001-850-1000-&00- 500 101200
001-&30-1000- £200- 700 $£1.01000
001-830-25320-8310-100 11,0100
01-E50-3000- E300- 200 1,024 00
001-830-3000-400-200 102500
001-850-3000-&700-200 1000
001-&30-3000-&00-200 $1.02700
001-&30-3000-2200- 200 $1.02500
001 Fund Tetal 11,7310
011-000-0000-1110-000 [ 21N
O11-000-0000-1220-000 R{X 1N
011-000-0000-1300-000 itenn;
011-000-0000-1320-000 fS00)
011-000-0000-1400-000 (EL0 00
011-000-0000-1700-000 {E1,012005%

Completing the Pages
1. Users need to complete pages 1 through 3 of the District AFR
Supplement, if applicable.

2. Review and complete all district and school pages. If there are
fields where you cannot enter data, it is because they are
calculated fields or they come from another source that will be
completed later.

Manually enter the figures on page 3, except Section E.

14
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Mandatory School Reports

The following are mandatory reports:

The Classroom Site Fund Expenditures by School
School-By-School Desegregation Expenditures
Annual Financial Report on a School-By-School Basis
Current Expenditures on a School-By-School Basis

15
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Classroom Site Fund Expenditures by School

The CSF Expenditures by School report data will be imported for the
Accounting users. First time users will need to enter the expenditures
on this form since no School by School data for the Classroom Site
Fund was imported.

The Classroom Site Fund Expenditures By School report has been
changed for districts that used unit 500 codes in the Classroom Site
Fund 013. The state no longer requires that districts report by school,
but they still require reporting the total CSF expenditures by school.
There is no way to import from unit 500 to individual schools without
an allocation system. The "Enter Fund 013 Detail Expenditures”
button allows entering Fund 013 expenditures coded to unit 500.

Clicking the Classroom Site Fund Expenditures by School button
displays the following screen.

B Annual Financial Report 2006-07 (Version 2.5.00) - [Classroom Site Fund Expenditures By School]

i3] Fle Edt Wiew Insert Formak Records Tools Window Help  Adobe PDF Type a question For help = 2 &
NEERTTYETY
: || avil 2z B rzulsE==0-]A-Z- ][>}
NOTE: Accounting clients wiho wish to manually enter data on this Replace and Generate DISTRICT NAME Visions Uinifled g
form, need to set the "Nanualiy Euter CSF Exp By School" option in School Totals
the Globai luformation screen to "Yes' CTDS MUMBER 02 03 68 000

FISCAL YEAR 200607 CLASSROOM SITE FUND EXPENDITURES BY SCHOOL

Eexdch As reguired by AR.S. §15-977(1), this report provides an accounting of the District's Classroom Site Fund expenditures |

FY¥ 2006-07 (B4
Enter Fund 013 Deta|

Classroom Site Funds
CTDS Fund 041 Fund 012 Fund 0
School Hame Humber Base Salaries Performance Pay Other|
FLEMENTARY 100] 010201104 50 50
HIGH SCHOOL 200 010201205 50 F0
0 50
Total 50 50|

Q20007 33512 AN

Scrolling to the right in this screen displays the Enter Fund 013 Detall
Expenditures button.

16
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El Annual Financial Report 2006-07 (Version 2.5.00) - [Classroom Site Fund Expenditures By School]

iE= File Edit “ew Insert Format Records Tools  window Help  adobe PDF

Type aquestion forhelp =/ 2 &
0 & 8| cakuste | 1] B
T e s B I UESEE|H-A- 2B
wisit to manually enter data on this Replace and Generate DISTRICT MAME Visians Unified School District
Ny Enter CSF Bxp By School" option it Schoal Totals
to "Yas'.

CTDS NUMBER 02 03 68 000
FISCAL YEAR 2006-07 CLASSROOM SITE FUND EXPENDITURES BY SCHOOL

d by AR5, §15-877(), this report provides an accounting of the District's Glassroom Site Fund expenditures by school.

Enter Fund 013 Detall Expenditures
Classroom Site Funds
CTDS Fund 011 Fund 012 Fund 013
Hame Humber Base Salaries Performance Pay Other Total
010201104 §0 F0 30 $0
010201205 0 0 0 F0
0 0 30 §0
al 50 [ $0 ] 50 $0
SR Bz AN Page 10f 1

Clicking the Enter Fund 013 Detail Expenditures button allows you to
enter Fund 013 Districtwide Funds into a new column.

B Annual Financial Report 2006-07 (Yersion 2.5.00) - [Classroom Site Fund Expenditures By School] ['._|E|F
I File Edit Yiew Insert Format  Records  Tools  Window Help  Adobe POF Type & question far help [=
0@ S | cokuate (2] 5 | e
H I A e rulE==0 A g o= )
A 5 Replace and Generate
Fund 013 Detail of Expenditures el
Classroom Site Fund 013 Expenditure Detil
Fund 013 Fund 013 Total
CTDS School Districtwide Expe
School Hame Humber Exy itures Exj itures {to CSF Exp |
010201104 30 $0
HIGH SCHOOL 200 010201205 50 0
0 $0
[ Total [ [ 30 [ 50

The total on this detail form will then be returned to the Fund 013
column on the Classroom Site Fund Expenditures By School form.

Accounting clients who wish to manually enter data on this form,

need to set the “Manually Enter CSF Exp By School” option in the
Global Information screen to “Yes”.

17
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Other AFR Reports

For the Current Expenditures, AFR By School, and Desegregation
Supplement By School reports, data will be imported for the
Accounting users. First time users will need to enter the expenditures,
since there is no school data to import.

The school names used in the School-By-School reports come from
the Chart of Accounts in your General Ledger and are imported to the
Edit Schools Information Table and the Classroom Site Fund school
report. Adding a school will require a change to the Chart of Accounts,
except for the Classroom Site Fund report, which can be edited
manually by going to Global and choosing Yes under the Manually
Enter CSF Exp By School section. You can change the CTDS
number in the Edit Schools table. To keep a school from showing on
the reports, enter nine zeros in the CTDS field.

The School-By-School Current Expenditures form is for all funds. It
includes Unit Codes 100-400 and remaining expenditures will be
allocated by Attending ADM plus Tuition Out. The program will do all
the allocations, but it will be necessary to input all the school
Attending ADM'’s plus Tuition Out per the AFR Instructions.

The School-By-School AFR is for funds 001, 610, 625, 685, and 100-
499 and some object codes in fund 625. The new School-By-School
AFR reports will not include Unit Code 500, so no allocation is
necessary.

The Desegregation reports will not include Unite Code 500, so no
allocation is necessary.

18
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Creating Electronic Files for ADE

Once you are sure the AFR is complete, open and review each of
the following pages for one last check before creating the files.

District AFR Pages 1-12 and District Summary
Food Service Page 1

Supplement Pages 1-3

Districtwide Desegregation Supplement Pages 1-3
Narrative Results Summary Pages 1-3

Classroom Site Fund Expenditures By School
School AFR

School Deseg Supplement

19
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Repair and Compact Database

Have all users exit the AFR 2006-07 program to insure there are no
users attached to the GLAP0607.mdb file.

1. Click Start | Programs | Visions | Check-up.
2. On the first blank line, click the Set Path button.

3. Inthe Look-in box, locate and select your GLAP0607.mdb data
file.

4. Click Open.
5. Click the Check-up button to the left of the path you just created.

When the process is complete, you will receive this message “File has
been Compacted...”.

6. Click OK to continue.
7. Click Exit to exit the Check-up program.

Create ADE Files

When the data is ready to send to ADE, click the Create ADE Files
button on the main menu. The system displays the following screen:

EE Create Electronic Files for ADE Hﬂﬂn E@@

Create Electronic File(s) for ADE R

Selectthe File Type and edit the file path in which to save the
file, ifnecessary. Click the "Create File" button to create the legal AFR
files to send to ADE. This procedure will write separate XML files
farmatted for use by ADE to the location you specified in the File Fath.
Femember to write down the location to which you saved them.
After the files are created, follow ADE's instructions to electronically
transfer them.

Select File Tvpe: M W

District AFR
Entet File Path: |Marrative Results Summary

Districkwide Deseq Supplement

Food Service Page 1

Classroom Site Fund Exp By School

School AFR

School Deseq Supplement

Current Expenditures By School

20
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1. Inthe Select File Type field, start with the default, District AFR
and complete the rest of the steps to make the eight AFR files.

You will use this field to select each of the files you need to create.

2. In the Enter File Path field, review the path to the location where
the system will place the files. The default is the same as the
GLAP file location. The path should look something like this:
C:\VDATA\FYO0607\ADEAFRFiles0607\. You can change it as
needed, but it is not recommended, and it must be a directory that
already exists.

Important: Write down the location. You will need it when sending
the files to ADE.

3. Click Create File. The system begins to prepare the file and places
it in a new directory called ADEAFRFiles0607 inside your FY0607
directory. If you changed the path, the file will be located in the
ADEAFRFiles0607 folder at the location you specified.

Important: The data file must be named GLAP0607.mdb in order
for this process to work correctly.

When complete, the system displays the following
message:

Microsoft Office Access E|

-
\13) File has been created,

Click OK.
5. Repeat steps 1 through 4 for each of the files in the Select File

Type field drop-down list. A total of eight files will need to be made
and sent to ADE.

6. Once all eight files have been made, click to return to the main
menu.

Remember: By default your files can be found, using your Windows
Explorer in a directory called ADEAFRFiles0607, at the same file location
as the GLAP (for example, C:\VDATA\FY0607\ADEAFRfiles0607), or
whatever directory you selected.

21
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The files are named as follows:

File Type File Name

District AFR BVAFR_CCTTDDSSS.xml

Classroom Site Fund Narrative Results — Pages 1 - 3 | BVAFR_CSFNAR_CCTTDDSSS.xml

Classroom Site Fund Exp By School BVAFR_SBSCSF_CCTTDDSSS.xml
Food Service — Page 1 BVAFR_FOODSVC_CCTTDDSSS.xml
Districtwide Deseg Supplement BVAFR_DWDESEG_CCTTDDSSS.xml
School Deseg Supplement BVAFR_SBSDESEG_CCTTDDSSS.xml
School AFR BVAFR_SBSAFR_CCTTDDSSS.xml
Current Expenditures By School BVAFR_SBSCUREXP_CCTTDDSSS.xml

(where CCTTDDSSS represents the district's 9 digit County/Type/District/School number)

7. Exit the AFR 2006-07 program and make a backup copy of the
GLAPO0607.mdb file.

Send Files to ADE

After you create the files, you need to upload them to ADE via their
web site: https://www.ade.az.gov/commonlogon/

Check with ADE for additional information about uploading files.

22
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Appendix: Optional School by
School Summary

ARS 15-904.A. was amended to eliminate all the AFR and Budget
school reporting for the 2004-05 and the 2005-06 school years,
including the School by School Summary that was required in
2003-04. Windsor Management Group still provides both of the
SBS reporting systems, in case any of our school districts want to
continue to budget by school. The Appendix includes the
instructions for the School by School Summary (without District-
wide expenditures) that was required the last two years and the
School by School detail pages that included District-wide
expenditures, that was required prior to 2002-03.

School by School reports are optional and are not to be
electronically transmitted to ADE.

The School by School reporting has been reduced to a summary
page that includes major function detail for the M&O, Unrestricted
Capital and Soft Capital Expenditures combined by major function.

This information will be imported for Accounting users.

B Page 7 of the USFR Memo 208, in the School-By-School AFR
section, indicates that the allocation of district-wide
expenditures is “not required.” That does not mean that you
may or may not allocate. It means that you cannot allocate for
the state School-By School AFR summary report. That report is
to include the budget and expenditures that are “directly
assigned to the school sites.” The Budget Vision AFR program
will import direct expenditures for the Accounting users. Budget
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Vision Only users should be careful to only enter direct
expenditures.

Keep in mind that your schools will not add up to the district
totals, since the indirect expenditures are not included.

B The SCHOOL-BY-SCHOOL AFR section also indicates that
“Districts with only one school are not required to prepare a
School-by-School AFR." Even though it is not required for
submission to ADE, we recommend you consider preparing a
School-By-School AFR Summary. The reason for this
recommendation is that ADE will use your district report as the
school report and your school will be unfavorably compared with
the other districts’ schools. The reason it won't be a fair
comparison is that one-school districts will have all the indirect
(district-wide) expenditures included in their School-By-School
report and the other districts won't.

B |f the district pays money to the charter school, report the
expenditure on the charter school, School-By-School AFR in the
same account code as coded by the district. If the district records
the payment to the charter as 001-100-2900-6590 the Charter
School AFR should be reported in the same area, instead of
where the actual expenditures were made. The remainder of the
expenditures will be reported in the appropriate schools. Do not
complete the Allocation ADM on Page 2 of 5 or any of the
allocation bases on Page 5 of 5.
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following screen.

Producing the School by School Summary

The following four steps must be completed for the School by School
summary to be produced:

1. Click the Optional School Reports button. The system displays the

Annual Financial Report 2006-07 (Version 2.5.00) - [Optional School Reports]

! File Edit Wiew Insert Format Records Tools  Window

Help  Adobe PDF

1

ANNUAL FINANCIAL REPORT
OPTIONAL SCHOOL REPORTS

ﬂ

School Name | v

District Use Only Reporis
School By School AFR
Schools Pages 1.5

Cover Page ‘ School Pg 1 of 5 ‘ School Pg 2 of & ‘

School Alloc Base
Fgs5ofa

School Pg 3 of 5 ‘ School Pg 4 of 5 ‘

Cover Page & Pages 1-5

School Surnmary Without Districtwide Expenditures |

School Summary With Districtwide Expenditures |

Print This Schaal ‘

School Summary

Edit Schools

School Set-Up

Calculste Thiz Schoal
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2. Click the Edit Schools button. The system displays the following
screen.

E Annual Financial Report 2006-07 (Version 2.5.00) - [Add/Edit School Information]

! File Edit Miew Insert Format  Records  Tools  Window Help  Adobe PDF
|
CTDS Tuition Out
Unit School Hame TDUEs:sziegﬁeﬂg:)- IMADI\; g ;E(Il:ca:io:'l : Allocation ADM
[ [DELETE [oooo [ o000 +[ oooo =] oooo
[003 [DELETE [ooo0 [ o.oom0 +[ 0000 =[] oooo
[100 " [ELEMENTARY 100 [pozot1os [ ooo0 +[ 0000 =[] oooo
[107  [TEST UNIT 101 [poooooooo [ 0,000 +[ 0000 =[  oooo
[10z " [TEST UNIT 102 [poooooooo [ 0,000 +[ 0000 =[] oooo
[103 [TEST UNIT 103 [poooooooo [ 0,000 +[ 0000 =[] oooo
[104  [TEST UNIT 104 [poooooooo [ 0,000 +[ 0000 =[] oooo
[105  [DESERT wiLLOW ELEMENTARY | [o0o0 [ o.oom0 +[ 0000 =[] oooo
[106  [DESERT SUN ELEMENTARY [ooo0 [ o0.oom0 +[ 0000 =[  oooo
[107  [LONE MOUNTAIN ELEMENTARY | [o0o0 [ o.oom0 +[ 0000 =[] oooo
[106  [HORSESHOE TRAILS ELEMENTAR" [o0o0 [ 0000 +[ 0000 =[] oooo
[103  [FUTURE MIDDLE SCHOOL [ooo0 [ o.oom +[ 0000 =[  oooo
[111 " [DELETE [ooo0 [ o.oom0 +[ 0000 =[] oooo
[150  [DELETE [ooo0 [ o.oom0 +[ 0000 =[] oooo
[200 " [HIGH SCHOOL 200 [mozotzos [ oooo +[ 0000 =[] oooo
[207 " [DELETE [ooo0 [ o.oom0 +[ 0000 =[] oooo
[204 " [CACTUS SHADOWS HIGH [ooo0 [ o0.oom0 +[ 0000 =[  oooo
[203  [DELETE [ooo0 [ o.oom0 +[ 0000 =[] oooo
[217 [FUTURE HIGH SCHOOL [ooo0 [ 0.oom0 +[ 0000 =[  oooo
Record: E [ ] E][E
Unit Murmbers must be edited via the Accounts Data Budgeting, AddfEdit Accounts area in Budget Vision,

3. Check that all schools to be shown on the Summary have the
correct CTDS.

Enter 9 zeros for the schools you don’t want to show on the Summary.

ﬂ! .

The program that produces the state SBS summary does not use the
SBS pages to calculate its totals for M&O Funds. M&O totals come
directly from the account codes and all data imported into the SBS
summary contains direct expenditures only. Budget Vision Only
districts must enter the information manually.

4. Return to the School By School screen by clicking

26



Appendix: Optional School by School Summary i

Reviewing the SBS Summary

School by School reporting has been reduced to a summary page that
includes major function detail for the M&O, Unrestricted Capital and
Soft Capital Expenditures combined by major function.

The M&O data is calculated using the actual expenditures imported.
Capital funds are taken from SBS page 3. Budget Vision Only users
will have to manually input the M&O data because the new School by
School summary requires that all the programs within the M&O be
reported by function codes.

Function codes are not reported for all the funds on page 2 of the
district M&O section.

Clicking the School Summary Without Districtwide Expenditures
button displays the following screen.

E Annual Financial Report 2006-07 (Version 2.5.00) - [School By School Summary]
i3 Fle Edt View Insert Format Records Tooks  Window Help  Adobe PDF Type a question forhelp  [= o &

P08 S | caaie] 3|5 Rie [

Mumber of Individual Schools 2
- Replace and Generate
SCHOOL DISTRICT ANNUAL FINANCIAL REPORT School Tokals
ON A SCHOOL-BY-SCHOOL BASIS FOR FY 2006-07

ADEMG H-202 Rev. B0T-F T 200507 (B

M & O Fund Unrestricted Capital Outlay and 5

Function Function Function Function Function Functi

CTDS 1000 2000 3000 1000 2000 300

School Hame Humber 1) {2) (3) (1} {2} {3)
010201104 §0 §0 §0 §0 $0
HIGH SCHOOL 200 010201205 §0 §0 §0 §0 $0
§0 §0 §0 50 50

The Number of Individual Schools field can be manually changed
on the School-By-School Cover Page, if necessary.
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Entering Direct Expenditures

Enter the direct expenditures for each school; or for Accounting users,
review the imported accounting data. The indirect expenditures
(district totals minus all schools totals) will be allocated by each
school’s "Allocation ADM" or by the basis on School Page 5 of 5.
Allocation ADM may not be reasonable for some funds, so the district
can allocate using a different allocation base. If the Allocation ADM or
the other allocation base is not a true reflection of the school, change
the direct expenditures or you can review the allocation basis used by
double-clicking the total actual expenditure field on the matching
district page. Change the Allocation base using the menu provided.

1. Click the School Page 1 of 5 button.

B Annual Financial Report 2006-07 (Version 2.5.00) - [School By School AFR - Page 1 of 5] (=0

-2 File Edit ‘iew Insert Format Records  Tools  Window Help  Adobe PDF Type a question farhelp = 2 &
0P 8| caate | 3| e B
DISTRICT NAME _Visions Unified School District SCHOOL WAME _ELEMENTARY
MAINTENANCE AND OPERATION FUND 001 - EXPENDITURES
Enter 6100 & 5200 Detail i Direct Actual Expenditures
Salaries & Purchased Services Supplies Oth
EXPENDITURES Employee Benefits 6300, 6400,
6100, 6200 6500 6600 63(
100 Regular Education
1000 Classroom Instruction 1 i 0 0
2000 Support Services
2100 Studerts 2 0 1] 1]
2200 Instructional Staff 3 0 0 0
2300 General Sdninistration 4 0 0 0
2400 School Administration 5 0 1] 0
2500, 2800 Business and Central B ] 1] 0
2600 Operation & Maintenance of Plant Services 7 ] 1] 0
2900 Cther Support Services g 0 0 0
3000 Operation of Mon-Instructional Services a 1] i} 0
510 School-Sponzored Cocuricular Activities 10 ] 1] 0
520 School-Sponzored Athletics 11 ] 1] 0
630,700, 800, 900 Cther Programs 12 0 0 0
Regular Educstion Subsection Subtotal (Lines 1-12) 13 1] 0 0
200 Special Education
1000 Classroom Instruction 14 0 1] a
2000 Support Services
2100 Studerts 15 0 1] 1]
FDERG H-200 H Rev. 301 (B0 BIAE00T 113155 A0

Enter/review direct expenditures for that school.

Click the Enter 6100 & 6200 Detail button and enter/review
salaries and benefits for that school. When finished entering the
6100 & 6200 detail, close the detail form. The calculated
combined salaries and benefits will appear in the first column.

4. Enter/review the expenditures in the remaining fields. You cannot
enter data in the Allocation of Actual Districtwide
Expenditures column. This column will be calculated later.

5. Click the School Page 2 of 5 button. Enter/review the direct
expenditures. After the Generate/Allocate procedure, the Federal
and State Projects will allocate by the numbers entered on School
Page 5. If no data is entered on School Page 5, then the Allocation
ADM will be used for the "Allocation of Actual Districtwide
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Expenditures” column. The other funds will be allocated by the
Allocation ADM, unless another allocation base is used, as
mentioned in the USFR memo # 183.

6. Click the School Page 3 of 5 button. Enter/review the direct
expenditures for that school. The Allocation of Actual Districtwide
Expenditures column will be allocated by the Allocation ADM.
Debt service on Bonds and Loans is not allocated on a school
basis. Capital funds 630, 685, 690 & 695 are not allocated on a
school basis, either.

7. Click the School Page 4 of 5 button. Enter/review the direct
expenditures. After the Generate/Allocate procedure, the
Allocation column will be calculated by Allocation ADM.

8. Repeat steps 1 through 7 for each school.

1. Close out of the AFR Optional School Reports screen.
From the main menu, click Global Information.

Click Generate/Allocate Funds. The program will deduct, by cell,
the total of all schools from the amount entered or imported for the
district. Return to the main menu.

4. From the main menu, select the View Funds to be Allocated
option.

5. Click the Page 2 button. The Total Actual column is what will be
allocated back to each School's Page 1 of 5 in the allocation
expenditures column. The total actual column for all schools will
equal the district totals. Allocations are also made from pages 4, 5,
6, 7, 8, and Food Service Page 1.

When in the "View Funds to be Allocated" mode, ignore any
out-of-balance messages that may appear. On Page 1 of 1, the
Food Service 510 Actual column is the only field that is
allocated to the schools.

6. Click the Go to Optional School Reports button and review the
schools. If you want to make adjustments to the schools, you must
do it in the direct expenditures columns and then Generate/
Allocate again.

School Summary with Districtwide Expenditures

The Budget Vision AFR program enables you to run a school
summary report that includes all district expenditures. To do that, just
click the AFR School Summary with Districtwide Expenditures button.
You can get the report with or without the indirect expenditures.
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To include allocated district expenditures:

If you want the school AFRs to include the allocated district (unit 500-
indirect) expenditures, so the school totals will equal the district totals,
complete the following steps:

1. Click Edit Schools.

Enter the school ADMs.

Exit twice, back to the main menu.
Click Global Information.

a > wbn

Click Generate/Allocate.

To exclude the district indirect expenditures:

Make sure that nothing is entered in the ADM fields or in the
Allocation tables.

To review the summary:

In the School by School AFR screen, click School Summary With
Districtwide Expenditures button. The system displays the following
screen.

B Annual Financial Report 2006-07 (Version 2.5.00) - [School By School Summary]

-5 File Edit Wew Insert Format Records Tools ‘Window Help  Adobe PDF Type aquestion for help = 2 &
(0| B E | Cadate |3 | e B
SCHOOL DISTRICT ANNUAL FINANCIAL REPORT
ON A SCHOOL-BY-SCHOOL BASIS FOR FY 2006-07

[ T T T T T T T T T T T T T T et and Districtwide Allocated Acttial Expenditires
M & O Fund - Program 100 M & O Fund - Program 200 M & O Fund

School Hame = i Regl:rlar E(!ucatlon - _ = S!1ec|al E(Iuc?tlon _ Othgol_’;;rﬂ:;'l

100041} 2000(2) 3000(3) 100041} 2000-3999(2)(3) | All Functions

30 50 50 30 50 5
DELETE 1] F0 F0 j0 F0 b
ELEMEMTARY 100 F0 it il il il b
ITEST UNIT 101 k1] F0 F0 $0 $0 ki
TEST UNIT 102 §0 il it il it i
ITEST UMIT 103 1] F0 F0 $0 $0 ki
TEST UNIT 104 §0 it it il it b
DESERT WiLLOWY ELEMENT ARY 1] F0 F0 $0 F0 §
DESERT SUN ELEMENTARY §0 it it il it b
LOME MOUNTAIN ELEMENT &R 30 F0 F0 30 F0 b
HORSESHOE TRAILS ELEMENT &R S F0 it it il it b
FUTURE MIDOLE SCHOOL 30 F0 F0 30 F0 b
[DELETE 30 $0 $0 30 $0 b
DELETE 30 0 $0 30 $0 §
HIGH SCHOOL 200 §0 ] ] il ] b
DELETE 30 $0 $0 30 $0 b

CACTUS SHADOWS HIGH k] kil kil kil kil il |

This is not an official form and is provided for your internal use only.
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General Notes

B Allocation bases can be manually changed or viewed on the
Districtwide AFR forms by double clicking on the Total Actual
Expenditures field and selecting an alternate basis.

B |nthe “View Funds to be Allocated” mode, if you have negatives in
any fields, this means the school totals are greater than the district
totals. You must change the appropriate school(s) or district.

B Whenever you make any data changes to the districtwide or
school forms, you will need to click the Generate/Allocate button
from the Global Information screen. This will generate the new
totals to be allocated, which can then be viewed by clicking on
the”View Funds to be Allocated” option.
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