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Preface

Introduction

The Florida Department of Education (FDOE) makes this revised Program Cost Report System 2016
User’s Guide available to school districts for use in meeting program cost reporting requirements of
section 1010.20, Florida Statutes (F.S.). Cost data generated by the school districts are used to meet other
statutory requirements as well, including those in section 1010.21, F.S., Indirect costs; section 1010.215,
F.S., Educational funding accountability; and section 1011.69, F.S., Equity in School-Level Funding Act.
Additionally, district program cost reports are published on the FDOE website for district-to-district and
school-to-school comparisons.

The statutory requirements for program cost reporting are explained in Financial and Program Cost
Reporting for Florida Schools (Red Book), Chapter 5, and in rule 6A-1.001, Florida Administrative Code
(F.A.C). In addition, rule 6A-1.014, F.A.C., governs classification of costs (see Appendix A).

The steps described in this manual correspond to the steps identified in the Program Cost Report System’s
Process/Report tabs.

Overview

The Program Cost Report System includes two phases: Phase I — Salary Attribution Base System and
Phase II — Cost Distribution.

Salary Attribution Base System (SATSY)

SATSY attributes teacher salaries to programs; computes the full-time equivalent (FTE) staff positions;
and calculates time/space factors, by program, when assignment data (by period, annual salary data and
days worked or hourly pay rates) are entered using teacher records, student records and payroll data.

(Rev 07/16) 1



Attribution Tables

The attribution factors (FTE students, staff and space) of all programs are used in the attribution tables to
determine indirect costs for both school-level and district-level expenditures. Because these factors are
not appropriate for reporting costs that are limited to certain schools and programs (Title I projects,
Exceptional Student Education (ESE) projects, etc.), additional tables must be created.

Cost Distribution

The school/program table establishes the schools and programs within each school for attribution factor
assignment, which is used in cost allocation. Calculations for each attribution factor are handled
identically. District indirect costs applicable to all programs are distributed to all programs. Indirect costs
applicable only to one program or to a subset of programs are distributed only to such program(s) through
dedicated use of a school/program table.

Features

The Program Cost Report System (Version 2.0) is designed for use on servers rather than mainframe
computers. The system mirrors the previous system, using the same data and creating similar reports.
District information services personnel will need to use Appendices B and C to build interface formats of
teacher payroll and year-end finance files.

The Program Cost Report System features include:

Web-based system

Graphic user interface techniques

Integrated modular presentation

Platform independence

Plain-language error and warning messages

Improved data file uploading

Capability for file data extraction and import to Microsoft Excel
Hyperlinked fields to allow access to input screens for modification
Query data sort capability by column headers

(Rev 07/16) 2



Minimum Hardware Requirements

e Server: Dual or quad core processor of at least 2.00 Gigahertz (GHz) (example: Intel Xeon
E5430 4 core 2.66 GHz processor)

e 2-4 Gigabyte (GB) memory for the software plus whatever is required for the Server Operating
System (OS). Windows 7 usually requires at least 2 GB of memory and a Linux OS usually
requires less. For a Windows server, the minimum memory required is 4-6 GB.

e 200+ GB of disk spaces

Note: Some districts may want to run the database and web application servers on separate hardware. If
so, two servers with the specifications described above are required. Small to medium-sized districts can
run the whole system on one server, especially if it is only going to be accessed by three to five users.

Minimum Software Requirements

e Client Browser Support — Chrome, Safari, Internet Explorer 7+
e Java— Oracle Java 8 or newer

e  Web Application/Server — Apache Tomcat 8 or newer

e Database — MySQL 5.1 or newer

(Rev 07/16) 3



Web Page Use and Navigation

The Program Cost Report System has been developed as an integrated modular approach, with five
functional areas defined as:

e SATSY

e Cost Distribution
e Set-up

e Progress and

e Report Manager

Within each functional area, embedded web pages consist of four types:

e Query
e [nput
e Upload

e Process/ Report

Program Cost Report Status Page

The Program Cost Report Status page has been developed to assist district staff in tracking their progress
in completing the Program Cost Report. This will be the opening page, after log-in, each time the
Program Cost Report software is accessed. The page display has been divided into the two system phases
and the required steps within each phase. When each step is completed, the software will automatically
update the Program Cost Report Status page by inserting a green checkmark next to each step number,
indicating that the step is complete, along with the date, time and person completing the task. These green
checkmarks will coincide with the checkmarks displayed on the respective phase’s Process/Report web
page. If a user performs a task in edit mode, a yellow checkmark will be displayed. The user must still
perform the step in post mode and obtain a green checkmark before moving forward.

If the data is revised after a step has been completed, the software will automatically update this page by
removing the checkmarks from the processing point that requires action.

(Rev 07/16) 4



Cost Report

SATSY Cost Distribution Set-up Sign On Year: 2015 Report Mansger  Logout

Cost Report Progress

CSV =

Show entries Sesrchallcobmns:[ ]

Phase Step Status Date Time. user

Phase 1 - SATSY Step 1 - Edit Payroll File « 0sr21/2015 01:43:33 PM Administrator

Phase 1- SATSY Step 2 - Creste SATSY Work File @ D8/31:2015 01:48:20 PM Administratar

Phase 1 - SATSY Step 3 - Create SATSY Work File WDIS « 0sr21/2015 01:47:04 PM Administrator

Phase 1- SATSY Step 4 - Process Space from FISH @ D8/31:2015 01:47:27 M Administratar

Phase 1 - SATSY Step 5 - Process Space from Model

Phase 1 - SATSY Step 6 - Work File Conversion to SATSY o 083112015 01:48:15 PM Administrator

Phase 1 - SATSY Step 7 - Losd Payroll Data « 0813112015 01:48:51 PM Administrator

Phase 1 - SATSY Step 8 - Payroll to SATSY Comparison 083112015 01:48:42 PM Administrator

Phase 1 - SATSY Step 0 - SATSY Cleanup 0sr21/2015 01:50:58 PM Administrator

Phase 1 - SATSY Step 10 - Staff Data Edit - D8/17:2018 01:15:30 PM DOE 1

Phase 1 - SATSY Step 11 - Employee Profile Edit « 05M17/2016 01:16:14 PM DCE1

Phase 1- SATSY Step 12 - School/District Summary @ D8/17:2018 011732 PN DoE1

Phase 1 - SATSY Step 13 - Load K-12 Student FTE « 09r15/2015 01:67:28 PM Administrator

Phase 1- SATSY Step 14 - Losd WIS Student FTE @ D8/31:2015 D5:35:41 P Administratar

Phase 1 - SATSY Step 15 - Attribution Base Edit L D8N712018 01:18:00 PM DOE1

Phase 1 - SATSY

Phase 2 - Cost Distribution Step 1 - SchooliProgram Table Input Dene201s 12:08:35 AM Administrator

Phase 2 - Cost Distribution Step 2 - Create School/Frogram Table Dar1812015 12:08:20 AM Administrator

Phase 2 - Cost Distribution Step 3 - SchooliProgram Teble Report o D5/17:2018 02:54:38 PM DOE 1

Phase 2 - Cost Distribution Step 4 - Edit/Load Finance File « 0813112015 08:22:10 PM Administrator

Phase 2 - Cost Distribution Step & - Summary of Input Data o D5/17:2018 03:13:10 PM DOE 1

Phase 2 - Cost Distribution Step 0 - Cost Data Edit o 05r17/2016 03:13:32 PM DCE1

Phase 2 - Cost Distribution Step 7 - Cost Caloulator - D5/17:2018 03:14:20 PM DOE 1

Phase 2 - Cost Distribution Step 8 - Cost Table Report o 05r17/2016 03:15:07 PM DCE1

Phase 2 - Cost Distribution Step © - Functionsl Accounting @ D8/17:2018 03:16:30 P DOE1

[Search Phase ] ] [Search Complete ]  [Search Date ] [Search Time ] [Search User |
Showing 1 to 26 of 20 entries First | [ Previous | [ [2] [ Next | [Last

Cost Report 2.0 Version - Release Code #484.0

Query Web Pages

The Query Web pages for the Program Cost Report allow the district to search for data in the Program
Cost Report System. SATSY is Phase I of the Program Cost Report System. SATSY uses the K-12
student record surveys and the Workforce student record surveys, along with district payroll records for
classroom teachers, to identify most teachers with schools and programs served. The system provides for
entry of information for teachers not reported through surveys (e.g., co-teachers, resource teachers, team
teachers, teachers not included in surveys due to employment timing).

(Rev 07/16) 5



Cost Report

Cost Distribuion ~ Setup  Progress s 5 Report Mansger  Logout

SATSY Query ~ SATSY Input  Affribution Factors  Upload

SAT SY QUE,'I'\_," Add new Record
csv
Show entries Searchalloolumns:[ |
Last Name First Name M Teacher id Job Schoal % Table Fund Salary 1 2 3 4
Mbr 808 Employee M 608 o oos1 100 0DDD1 1 an o 93 88 o
Mbr 607 Employes 807 01 oozt 100 00001 1 40,500 [ @ 0 [
Mbr 603 Employes L 608 il 0055 100 D000 1 45800 ] 0 0 ]
MNbr 809 Employee @03 o1 0055 100 0DDD1 1 43400 o 03 o3 o
MNbr 810 Employee &10 0 0055 100 0DDD1 1 39,800 o 93 88 o
Bbr 611 Employes F g1 01 0055 100 00001 1 44,100 [ @ 0 [
Mbr 618 Empioyes A 18 o1 0055 100 D000 1 42583 ] 0 0 ]
Mbr 617 Employes ] g7 D1 oozt 0 00001 1 35.200 [ @ 0 [
Mbr 613 Employes L 818 [\l oozt 100 D000 1 0840 ] 0 o7 ]
MNbr 819 Employee R 618 1] 0055 100 00001 1 13,400 o 93 88 o
[ [Bearch

Ehowing 1 to 10 of 104 entries. First | | Previous | [ | 2[[3]]4[[5]]Next | |Last
Cost Report 2.0 Version - Release Code #464.0

Page Navigation

e Page Control Toolbar — This line contains the functional area tabs on the left-hand side and page
controls on the right-hand side.

o Report Manager links to the Report Manager page to enable user to view and print
reports.

o Logout logs off the system.

e Add New Record — To add a new record, select the “Add new Record” hyperlink located in the
upper right-hand corner of the screen and this will link you to the associated data entry page.

e Show # entries — The dropdown control box on the upper left-hand side of the page controls the
number of entries displayed per page - 10, 25, 50 or 100. Select the dropdown box and select the
number of entries you would like to display.

e Search all columns — The “Search all columns” search box provides a generic search capability.
The box is used to enter information that can be searched for across all of the columns on the

query page.

e Comma-Separated Values (CSV) button — Select the “CSV” button located on the upper right-
hand side of the screen to create a CSV-delimited file based on whatever search criteria were used

on the query page. An Excel pop-up window will be displayed to allow analysis and to save the
file.

e Column Sort — The query page may be sorted by any column that appears in the window. This is
a new feature of the system. Columns of data may be sorted in ascending or descending order by
selecting the column heading.

e Column search — Each individual column may be searched using the search boxes at the bottom
of each column.

e Detail data — To view detail data, click on the column data hyperlink on the query page.

(Rev 07/16) 6



Input

Web Pages

The Input Web pages allow users to enter and update records.

Cost Report

‘Cost Distribution Setup Progress Sign On Year: 2015 Report Manager  Logout

SATSY Query

SATSYInput  Aftribuion Factors  Uplosd  ProcessiReport

SATSY Input Fistum to Search Add new Record Previous Record  Next Resord

~SATSY Key

School

4 Save | == Delete | X Cancel
Teacher Id Job Search

[Unknown)

~l —— e

| Teach:

Last Name

First Name M Table Fund

 — |[Unknour) S

Salary

Hourly Rate % School

—Survey Day
Survey 1

Survey 2 Survey 3 Survey 4

Click to add a new row

Show entries

Survey Mod Pgm Count % Pgm Count % Pgm Count % Space Time

M dats svailstie in t=ble

Shawing ['to 0 of 0 entries First | | Pravious | | Next | | Last

Copy Survey
From Survey

To Survey “ CopySurvey
[]

—~Copy Job-

School

Teacher Id Job + Copydob

[(Unkncwm)

~] [ 1

Cost Report 2.0 Version - Release Code #464.0

Return to Search links back to the query screen.

Add a New Record displays a blank page for data entry.

Previous Record and Next Record allow scrolling through data records.
Data Entry — There are two types of data entry boxes:

o Dropdown boxes allow user to select data by identifying the desired item in a dropdown
list.

o Text boxes allow user to type text directly into the box.
Row Data Entry — To add a new record, select the “Click to add a new row” link.

Save — To save the data keyed, select the “Save” button in the upper right-hand corner of the
page. *IMPORTANT: Be sure to always activate this button to save data.

(Rev 07/16) 7



e Delete — To delete a record, select the “Delete” option in the upper right-hand corner of the page.
A pop-up window will appear asking, “Are you sure? Yes or No.” Select “Yes” to proceed or
“No” to cancel.

e Cancel — The “Cancel” option takes the user back to the query page without saving any updates
made since the last time the “Save” button was activated.

e Row navigation — Navigation buttons are located on the bottom right-hand side of the page and
consist of:

o

First displays the first record on the first page.

o Previous displays the first record on the previous page.

o Page numbers display the first record on a specific page number.
o Next displays the next page.

o Last displays the last record on the page.

Upload Web Pages

The Upload Web pages allow for file uploads necessary for Program Cost Report processing.

Cost Report

Set-up Progress Report Mansger  Logout

Aftribution Factors Upload Process/Report

SATSY Upload
—Student K-12 Course Fil

Survey 1 Survey 2 Survey 3 Survey 4
Last Modified: {unknovn) Last Modified: {unknowr) Last Modifisd: {unknow) Last Modified: {unkniown!
e => e
—Teacher K-12 Course Fil
Survey 1 Survey 2 Survey 3 Survey 4
Last Modified: {unknovn) Last Modified: {unknowr) Last Modified: {unknov) Last Modified: {unknowr]
e =>
—WDIS (General E Course Files-
Fall Survey Winter Survey Summer Survey
Last Modified: {unknow) Last Modified: {unknowr) Last Modifiad: {unknown)
—WDIS (Technical E« Course Files:
Fall Survey Winter Survey Summer Survey
Last Modified: {unknovn) Last Modified: {unknowr) Last Modifisd: {unknow)
—WDIS Teacher Course Fil
Fall Survey Winter Survey Summer Survey
Last Modified: {unknovn) Last Modified: {unknowr) Last Modified: {unknown)
e = am
—Misc. Fil
Payroll DOE Fish File
Last Modified: {unknov) Last Modified: {unknowr)

‘Cost Report 2.0 Version - Release Code #464.0
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The data required to run the Program Cost Report is derived primarily from two sources: FDOE and the
district’s local database. The following data files are required for the Program Cost Report:

(1) Student records prepared by the district and submitted to the FDOE for K-12 student funding
using reported FTE student data. The head counts from these files are only used for Steps 1 - 12
of SATSY processing.

(2) Student records prepared by the FDOE for K-12 student funding using recalibrated FTE student
data. These files should replace the reported files used once districts have completed Step 12 of
SATSY processing and are used from Step 13 on SATSY in processing.

(3) Student records prepared by the district and submitted to FDOE for adult programs (Workforce
Development Information Services [WDIS] surveys).

(4) District payroll data for classroom teachers (see file format in Appendix B).
(5) District finance file (see file format in Appendix C).
(6) Florida Inventory of School Houses (FISH) file for classroom spaces.

(7) Program revenue file furnished by FDOE for use in Cost as a Percentage of Revenue Report
(CAPOR) analysis report.

The local data files may require modifications by the district’s IT staff as outlined in Appendices B and C
and the Program Cost Report System Manual (Version 2.0) 2016 Technical Documentation. Once the
files are ready to be uploaded, use the “Select File” option to locate the desired file. A pop-up window
will be displayed for local file navigation. Select the appropriate file and click “Upload.” A percentage
field will appear that allows the file upload to be monitored. The file upload is complete when the
percentage field reaches 100 percent. When the page is refreshed, the “Last Modified: Date and Time
Row count” field will appear with the upload date, time and the number of data rows uploaded. Multiple
files may be uploaded simultaneously.

(Rev 07/16) 9



Process/Report Web Pages

The Process/Report web pages allow the district to customize reports through use of filters and sorting
and processing mode options.

Cost Report

CostOstiosion  Sctup  Progress

BATr@uDy  EATEYIEW  AND@TFATG  Umm  FoomReen

SATSY Processes and Reporis

[Prooesces eng

Edit Payroll Flis. (Create 3ATEY Work Flls Craatn BATAY Wark Flla WDI2 Prooess Bpaca from FI2H
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e Filters limit the data that appears on a report or in a file based on specific user-defined criteria.
Check boxes allow users to identify specific detail. Text boxes enable user to filter specific
schools, programs or tables to appear on a report. The errors-only check box will produce a report
that contains only those records with errors.

e Sort by allows report to be sorted by specific user-defined criteria.

e Process Options may be used to determine program processing in either edit or post mode and to
determine whether reports should contain detailed error messages.

e CSV Output Options allow exported CSV file reports to be downloaded for comparison with the
Employee Profile and Attribution Base Edit reports.
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Note: Selecting detailed error messages will lengthen the report. Detailed error reports should be viewed
online prior to printing.

To run the report, select the “Submit” button. Under each Submit button is the run time of the last
submission of this report, which lets the user know how long it should take for the program to run.

Report Manager

The Report Manager enables the user to view and manage reports.

Cost Report

SATSY Caost Distribution Set-up Progress 015 Report Manager  Logout

Schael Table Report Sequence FEFP Program Install Options. User Reparts
Report Manager
Show entries Seachsalloowmns:[ ]
Report Name Return Created by Created Time Status Code Status Time Delete
Attribution Base Edit ¥, admin 02/31/2015 D5:36:10 PM Completed 0&/21/2015 D5:36:20 PM -
Attribution Base Edit -5 ‘admin 02/31/2015 D6:10-00 PM Completed 0&/31/2015 D:10:01 PM -
Aftribution Base Edit & admin 0831/2015 DB:37-11 PM Completed 0&31/2015 08:37:12 PM -
Aftribution Base Edit & admin 08/31/2015 D8:38:37 PM Completed 0&/31/2015 D8:38:35 PM -
Aftribution Bsse Edit 7 admin 0831/2015 D9:27-57 PM Completed 0&31/2015 D8-27-5T7 PM -
Attribution Base Edit ¥ admin 08/31/2015 DA:37-55 PM Completed 0&/31/2015 DE-37-55 PM -
Attribution Base Edit ¥ admin 08/01/2015 D1:20-24 PM Completed 08012015 01:20:24 PM -
Aftribution Base Edit ¥, ‘admin 00/01/2015 D6:04:41 PM Completed 090172015 DG:04:41 PM -
Attribution Base Edit ¥, ‘admin 00/18/2015 12:07:32 AM Completed 09V18/2015 12:07:35 AM -
Aftribution Base Edit ¥, dos1 05/17/2016 01:18:00 PM Completed 05/17/2016 01:18:00 PM -
[Search Name ] [Bearch Status_ | [Search DatelTime
‘Showing 1 to 10 of 140 entries. First| | Previous | ' 1/|2| 3 4| 5| Nexd || Last

‘Cost Report 2.0 Version - Release Code #464.0

e Show # entries — The dropdown control box on the upper left-hand side of the page (“Show #
entries”) controls the number of entries displayed per page - 10, 25, 50 or 100.

e Search all columns — The “Search all columns” box provides a generic search capability. The
box is used to enter information that can be searched for across all of the columns on the “Report
Manager” page.

e View Report — To view report detail, click on the column data link. The report will appear in
your browser where you may use your browser options to navigate and/or print the report. Once
done viewing a report, use the browser back button to return to the “Report Manager” page.

e Return (backward arrow) — The return option links you back to the “Process/Report” page that
was used to run the particular process or report.

e Column Sort — The report page may be sorted by any column that appears in the window.
Simply click on the heading of the column that you wish to sort and it will sort from A to Z. Click
the heading again and it will sort in reverse order from Z to A.

e Column search — Each individual column may be searched using the search boxes at the bottom
of each column.

(Rev 07/16) 11



e Row navigation — The navigation buttons are on the far right-hand side at the bottom of the page.
The “First” button displays the first record on the top row. The “Previous” button takes you back
to the previous page. The “Page Number” buttons take you to specific pages. The “Next” button
takes you to the next page. The “Last” button takes you to the last page.

(Rev 07/16) 12



Administration Setup

Install Options

Install options are used to set system-wide defaults. The values shown in the illustration are generally
appropriate for all districts; however, this set-up screen allows for adjustments.

Cost Report

SATSY Cost Distribution Progress Sign On Year: 2015 Report Manager

School ~ Table  ReportSequence  FEFP Program Install Options  User  Reparts

Install Options
DOE Field

District Id Use Local Employee Id
bo . 5]
R ing Defaults-
Output Type Max Pages per Report
®roF [10.000
—SATSY Salary Rang
Acceptable Low Range Acceptable High Range
500 [69.000
—Staff Calculatio
Contract Hourly Daily Contact Hours
S |30 |5.00
Other
i Mod i Days Allow Finance Load from upload file Allow Charter Load from upload file
= |E40 . 5] 0
Cost Edit
Total Indirect % District Indirect % Acceptable Low Range Acceptable High Range
6 |8 | E0.000 |[69.000

" Save X Cancel

Gost Report 2.0 Version - Release Code #464.0

o Reporting Defaults determine whether the reports will be stored in HyperText Markup Language
(HTML) or Portable Document Format (PDF).

e Max Pages per Report sets the maximum number of pages before a report will be split into
sections, known as blocks.

e SATSY Salary Range — The “Acceptable Low Range” and “Acceptable High Range” fields are
used to edit the teacher salary in SATSY based on the values defined in these fields.

o Staff Calculations — The contract days, hourly days and number of hours are all used to
determine staff units in the Program Cost Report calculation.

(Rev 07/16) 13



e Contract — The value in this field must equal the number of days a contract teacher must work to
be considered full-time or 1.0 staff unit. This value should be 196 days unless the district has
adopted a longer contract for teachers.

e Hourly — The value in this field must equal the number of days that an hourly teacher must work
to be considered full-time or 1.0 staff unit. This value should be 180 days.

e Daily Contact Hours — Must equal the number of hours required for a full day for an hourly
teacher. This value should be five hours to equate to the hours worked by a regular classroom
teacher.

e Cost Edit — The “Total Indirect %” and “District Indirect %” values represent the maximum
percentage the total indirect costs can exceed the total costs and the district indirect costs can
exceed total costs, respectively. The “Acceptable Low Range” and “Acceptable High Range”
fields are used to edit the teacher salary based on 1.0 staff unit. These fields are used by the
programming to calculate edit messages on Forms PC 3 and PC 4 and the Program Cost Analysis
reports in editing indirect costs.

e Allow Finance Data Load from upload files — This field must be selected for a district to load
financial data programmatically. This field is used to run Phase 2, Step 4 “Edit/Load Finance
File,” which would be skipped if the field were not selected.

School Query

The School Query page is used to add new schools, define charter schools, specify a school as a non-
district facility and delete closed schools.

Cost Report

SATSY Cost Distribution Progress

Report Sequence  FEFP Progrsm Install Options.

School Query
CSV =
Show entries Seshallcolomns:[ ]
School ID Name Abbreviation Charter Schoal Non-District Facility
ooon District Name District Name.
oozt High School 0021 a2t
ooz Aduit Education Canter Adult Ed Crir
i) 2nd Chance School 2nd Chance Scho
o5t Elementary 0051 Elementary D051
oos2 Eariy Childhood Esriy Childhood
oos2 Child Development Center Child Developme
onss Migrant Genter Migrant Genter
005 Elementsry 0055 Elementary 0055

005 Charter School 1 Charter Schoal v

‘Showing 1 to 10 of 18 entries First | | Previous | [1] | 2| | Next || Last

‘Cost Report 2.0 Version - Release Code #464.0

IMPORTANT:

Charter School — The “Charter School” box must be checked on all charter schools prior to running the
Create SATSY Work file program to prevent allocation of school district costs to charter schools. Charter
school costs are reported independently from the charter schools reports to the district (see Form 7 page
50 to transmit costs as reported by each charter school).
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The valid schools for the district can be loaded from the FDOE’s database (Program Cost Report System
Manual (Version 2.0) 2016 Technical Documentation); however, the charter schools must still be flagged
after the file is loaded.

Non-District Facility — The “Non-District Facility” box must be checked before running the Process
Space from Model step or Process Space from FISH step to ensure that space will not be assigned to the
school for allocating costs during Phase II of the Program Cost Report.

Table Query

The Table Query page is used to define attribution tables for the general and special revenue funds. The
number of tables defined by a district will vary based on the programs served in the district’s accounting
system. Tables should be created for workforce development, federal projects and administrative costs for
special programs (see page 5-4 of the Red Book). Each table serves as a map to track costs appropriately
to school and programs.

Cost Report

SATSY Cost Distribution Progress Sign On Year: 2015 Report Manager  Logout

School  Table  ReportSequence  FEFF Program  Install Options  User

Table Query e
CSV

Show entries Seamhallogemns[ ]

Table Number Name Abbreviation Fund Type

00001 GENERAL FUND GENERAL FUND 1

00002 TRANSPORTATION TRANSPORTATION 1

00003 FOOD SERVICE FOOD SERVICE 4

00005 ESE Conirscied Services ESE Contracted 1

00008 Adult £d & Family Literacy Adult Ed & Fami 4

00200 IDEA Part B PreSchool IDEA Part B Pre 4

00201 IDEA Part B Entitement IDEA Pert B Ent 4

00205 HEC MIS Grants HEC MIS Granis 4

00300 Titke | Title | 4

uiscini § Tithe | Part D-Local NED Title | Pert D- 4

[Geard! ] [Search Name ] [Gearch Abbreviation ]  [Ge=arch Fund Type |
‘Showing 1 o 10 of 28 entries st [ Previoss I 2 12 Mevee 1 ot

‘Cost Report 2.0 Version - Release Code #484.0

e General Fund — The following tables should be used as a minimum in order to track costs to
appropriate schools and programs.

o Table 00001 - This table is required for the General Fund expenditures not specified in
other tables. This table is system-generated and should not be created.

o Transportation - Includes all transportation expenditures.
o ESE —Includes district administrative and support costs.
o Career Education — Includes district administrative and support costs.

o Workforce Development programs (adult vocational and general) — Includes district
administrative and support costs.
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e Special Revenue Funds — The following are sample tables that would be included in the Special
Revenue Fund expenditures.

o Food Service

o Titlel

o Migrant Program

o Career Education

o Adult Vocational Education

o Adult Basic Education

o ESE (Federal Project)

o Adults with Disabilities (Federal Project)

Report Sequence Query

The Report Sequence Query page is used to maintain a list of valid report sequences for FEFP programs.
Every FEFP program will be assigned a report sequence. The report sequence is supplied to the district
for input by the FDOE. The report sequence is used to group similar programs together for reporting. For
example, FEFP programs 101, 102 and 103 are all grouped together with report sequence 1 for Basic.

Cost Report

SATSY Cost Distribution Progress Sign On Year: 2015 Report Manager  Logout

School Table Report Sequence FEFP Program Install Options User Reports

Report Sequence Query Add new Record

csv

Show | 10 ¥ |entries Search all columns:

Report Sequence Name Abbreviation

1 BASIC BASIC

2 ESOL ESOL

& ESE ESE

4 VOCATIONAL 9-12 VOCATIONAL 9-12

5 CONTINUING WORKFORCE ED. CONTINUING WORK

] POST SECON. ADULT VOC POST SECONDARY

I APPLIED TECHNICAL-HEALTH APPLIED TECHNIC

8 APPRENTICESHIP APPRENTICESHIP

2 ADULT GENERAL ED ADULT GENERAL E

Search Report Search Name Search Abbreviation
Showing 1to 9 of 9 entries First | | Previous | | 1 Mext| Last

Cost Report 2.0 Version - Release Code #464.0
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FEFP Query (and Workforce Development)

The FEFP Query page is used to maintain valid programs. The FEFP and Workforce Development
programs and their associated parameters are provided by FDOE to the districts for input each year. The
only field that the districts must determine on this page is the “Average Square Foot Default.”

Cost Report

SATSY Cost Distribution Progress Sign On Year: 2015 ReportManager  Logout

School Table Report Sequence FEFP Program Install Options User Reports

FEFP Query Add new Record
csv x
Show |50 ¥ entries Search all columns:
FEFP ID Name Abbreviation Average Sqft Report Seq
101 K-3 Basic K-3 Basic Q00 BASIC
102 4-8 Basic 4-8 Basic 1000 BASIC
103 9-12 Basic 9-12 Basic a00 BASIC
11 K-BASIC WITH ESE SERVICE K-BASIC WITHES 00 ESE
12 4-8 BASIC WITH ESE SERVICES 4-8 BASIC WITH Q00 ESE
n3 9-12 BASIC WITH ESE SERVICES 9-12 BASIC WITH Qoo ESE
130 ESOL ESOL 200 ESOL
254 ESE SUPPORT LEVEL 4 ESE SUFFP 4 750 ESE
255 ESE SUPPORT LEVEL 5 ESE SUPP 5 750 ESE
300 9-12 VOCATIONAL 9-12 VOCATIONAL 1575 VOCATIONAL 9-12
341 CONTINUING WORKFORCE EDUCATION CONTINUING WORK 1575 CONTINUING WORKFORCE ED.
351 AGRISCIENCE & NAT RESOURCES AGRISCIENCE & N 1575 POST SECON. ADULT VOC
352 BUSINESS EDUCATION BUSINESS EDUCAT 1575 POST SECON. ADULT VOC
353 FAMILY & CONSUMER SCIENCE FAMILY & CONSUM 1575 POST SECOM. ADULT VOC
354 HEALTH SCIENCE HEALTH SCIENCE 1575 POST SECON. ADULT VOC
355 INDUSTRIAL INDUSTRIAL 1575 POST SECON. ADULT VOC
356 MARKETING (DISTRIBUTIVE) MARKETING (DIST 1575 POST SECON. ADULT VOC
357 PUBLIC SERVICE PUBLIC SERVICE 1575 POST SECON. ADULT VOC
359 OTHER CTE OTHER CTE 1575 POST SECON. ADULT VOC
364 HEALTH SCIENCE HEALTH SCIENCE 15756 APPLIED TECHNICAL-HEALTH
371 CLASSROOM INSTRUCTION RTI CLASSROOM INSTR 1575 APPRENTICESHIP
372 ON-THE JOB TRAINING OJT ON-THE JOBE TRAI 1575 APPRENTICESHIP
401 LITERACY/ADULT BASIC EDU ABE LITERACY/ADULT 1000 ADULT GENERAL ED
402 ADULT HIGH SCH/ ADULT SECONDAR ADULT HIGH SCH/ 1000 ADULT GENERAL ED
403 GED PREPARATORY GED PREPARATORY 1000 ADULT GENERAL ED
404 ESOL ESOL 1000 ADULT GENERAL ED
405 VOCATIONAL PREPARATORY INSTR VOCATIONAL PREP 1000 ADULT GENERAL ED
4090 OTHER ADULT GENERAL EDUCATION OTHER ADULT GEN 1000 ADULT GENERAL ED
Search FEFP Id Search Name Search Abbreviation Search Average Sqft Search Report Seq
Showing 1o 28 of 28 entries First || Previous | 1 | Next| Last

Cost Report 2.0 Version - Release Code #464.0

e Average Square Foot Default — The average square footage is used when loading space from
the model using the Process Space from the Model Report, or when the actual square footage is
unavailable from the FISH report when using the Process Space from the FISH report. The
district must determine what the average square footage for classrooms should be for each
program. The default value for this field is zero.

Note: Few programs would have a valid square footage of zero; however, Department of Juvenile Justice
(DJJ) and virtual education programs, which are not required to be taught in a specific location, could
have such a square footage. If an entire facility reports zero space, it should be noted by the “Non-District
Facility” checkbox in the School tab of Set-Up. Physical education space (gyms) must be divided by the
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number of teachers using the space during the same time period. Space will most likely require correction
for each physical education teacher.

Setup Reports

The Setup Reports page allows the district to run verification reports of the various schools, tables,
sequences and FEFP programs defined in the system. The reports may be sorted in the desired format by
using the “sort order” radio button. The reports are submitted by selecting the submit button. This page is
also where a district creates the option to log into the next fiscal year upon signing in and rolls forward its
attribution tables to the next fiscal year so it does not have to re-create the tables manually. The Roll

Attribution Tables option should be run in post mode immediately after Setup New Year is run in post
mode.

Cost Report

SATSY Caost Distribution Progress Report Manager

Table  ReportSequence  FEFP Program  Instsll Options  User

Setup Reports

—Processes and Report:

Logout

School Report Table Repoi Sequence Report FEFP Report
A basic report of sl of the defined schoos A basic report of all of the defined table types A basic repar of 2l the defined repart sequances A basic report of 2l the defined FEFP ids
Sort Order: Sort Order: Sort Order: Sort Order:
(® by School ® by Table ® by Sequence ® by FEFP Id
by Name: © by Name O by Name O by Name:
& Submit & Submit & Submit & Submit
Run Time: @ hrs 0 mins f secs Run Time: Unknosm Run Time: Uinknowm Run Time: Unknown
Roll A
Optior Asribution Tables t0 the next year
u e
® Edit Report (no updates made) ®) Edit Repart [no updates made)
O Post Mode O Post Mode:
Run Time: 0 hrs 0 mins 2 secs Run Time: Unknosm

Cost Report 2.0 Version - Release Code #464.0

(Rev 07/16) 18



Data Requirements for SATSY

SATSY Upload

The data required to run the Program Cost Report System comes from the FTE student enrollment survey
data reported to FDOE throughout the year for Student K-12 Course, Teacher K-12 Course, Workforce
Development Information System (WDIS) General and Technical Education Student files, WDIS Teacher
Course files and FISH reporting; and the district’s payroll data for classroom teachers.

Cost Report

Cost Distribution Set-up Progress 2015 Report Manager  Logout

SATSY Query SATSY Input  Aftribution Faciors Upload Process/Report

SATSY Upload
—Student K-12 Course Fil

Survey 1 Survey 2 Survey 3 Survey 4
Last Modified: {unknown) Last Modffied: {unknown) a5t Modified: {unknown) Last Modfied: {unknowr)
Select file Select file Select file Select file

—Teacher K-12 Course Fil

Survey 1 Survey 2 Survey 3 Survey
Last Madified: (unkmowr) Last Modfied: (unknowr] Last Modified: (unkniowr] Last Modified: {unimovr!
Select file Select file Select file
—WDIS (General Ei i Course Files:
Fall Survey Winter Survey Summer Survey

Last Modified: {unknown) Last Modified: (unknowr) Last Medified: (unknovn)

—WDIS (Technical Ec i Course Files-
Fall Survey Winter Survey Summer Survey
Last Madified: {unkmow) Last Madified: {unknowr) Last Madified: {unknowr)
e e
—WOIS Teacher Course Fill
Fall Survey Winter Survey Summer Survey
Last Madified: {unmowr) Last Madified: (unkniowr] Last Modified: {unimovr]
Select file Select file Select file
—Misc. Fil
Payroll DOE Fish File
Last Madified: {unkmowr) Last Modified: (unknowr]

Cost Report 2.0 Version - Release Code #464.0

The following files may be requested from the FDOE prior to beginning SATSY:
e Student Course Schedule (annual surveys 1-4)

e Teacher Course (annual surveys 1-4)
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e WDIS General Education Student Course (annual surveys F-W-S *only if district has WDIS
programs)

e WDIS Technical Education Student Course (annual surveys F-W-S *only if the district has WDIS
programs)

e WDIS Teacher Course (annual surveys F-W-S *only if the district has WDIS programs)

e FDOE Fish File (Only if the district has chosen to load the space from the FISH file rather than
use the model)

The district’s payroll data is uploaded for processing in SATSY. Only Function 5000 teacher salaries
should be included in this file. The payroll file will require local modification in order to match the
required format as outlined in Appendix B.

Once all files are ready to be uploaded, use the “Select File” button to find the desired file to upload and
select the upload button. A percentage field will appear that allows the user to monitor the file upload
process. The file upload is complete when the percentage field reaches 100 percent or when the “Last
Modified: Date and Time” message appears as the date and time completed after refreshing the page.
Multiple files may be uploaded simultaneously, as large files take a long time to upload.
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Phase 1 - SATSY

SATSY Processes and Reports

SATSY Processes and Reports is a series of programs and reports that are used to create the SATSY
records and to assist the district in correcting and editing the SATSY data for the Program Cost Report.

Edit Payroll File — Step 1 — The edit report generated in this step allows the district to review its entire
teacher payroll file and identify errors before the file is loaded into SATSY. If errors are found, additional
modifications to the district’s local program may be required to extract the payroll information in the
format needed for the Program Cost Report. Once the errors to the payroll file have been corrected, the
payroll file will require reloading using the “SATSY Upload” page, and the edit program should be run
again to ensure errors were corrected.

Problems with the payroll load may not be determined until later in the SATSY process when all input
data has been merged.

e For example, the payroll file may contain ALL employees and not just those coded to function
5000, object 120 (classroom teachers). In this case, in the “Payroll to SATSY Comparison” Step
8 edit, all of the district’s non-teacher employees would appear on the report because no match
(teacher ID with students from FTE student membership surveys) would be found in the SATSY
work file. The district would then research some employees and determine that the majority of
employees included on that report were non-teachers, and thus, were not in the classroom. The
district would have to create a new payroll file containing only classroom teachers, upload the
payroll file and start over at Step 1.

e Sometimes problems with the payroll file are not determined until the district is correcting the
“Staff Data Edit” Step 10. For example, the district may find that the days in survey are incorrect
for surveys 1 and 4 on every record. The survey days come into the Program Cost Report through
the payroll file, which must be formatted per Appendix B. It may be easier to fix the survey days
in the payroll file and run everything again rather than manually correcting data for each teacher
in SATSY with incorrect survey days.

Note: In many schools, student assistants are used in school offices, health clinics, media centers,
libraries and other phases of operations. Student records require a certified person to be reported as the
“teacher.” Media specialists, assistant principals and others who are coded to functions other than 5000
and object 120 are sometimes reported as the “teacher” for these students. These student records should
be deleted from the Program Cost Report. Additionally, unless a teacher has started late or is terminated
early, the number of days for surveys 2 and 3 should equal 196 (98 days for each survey); otherwise, one
survey program will be weighted more than the other.

IMPORTANT: The cleaner the payroll load, the cleaner the Staff Data Edit. Even though it may require
time and effort for the district’s local programming and finance staff, it is well worth the time saved to
correct errors. Usually, once the local program to create a classroom teacher payroll file is “clean” for the
Program Cost Report, there are few modifications from year to year unless the district’s payroll system
(e.g., new job numbers, new payroll system) has been upgraded.
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Create SATSY Work File — Step 2 — The program used in this step reads the FDOE Student K-12
Course records and matches them with the FDOE Teacher K-12 Course records for the selected surveys
(1-4) to create the SATSY work file. This program would most likely be run for all four surveys at once
and, thus, all of the boxes for Surveys 1 through 4 should be checked. All programs should be run in edit
mode first, reviewed and then run in post mode. To run the program, select the submit option. This report
must be run in post mode before proceeding to Step 3. The generated report will include all records
processed by survey, school of instruction, course and section. If “Error Only” is checked, only those
records in which an error has occurred will appear on the report. For example, if there was no match
between Teacher K-12 Course and Student K-12 Course, the course section may appear on the report
stating “Unknown Teacher.”
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Create SATSY Work File WDIS — Step 3 — This step is only run if the district has WDIS records. This
step reads the FDOE WDIS General and Technical Student Course records and matches them with the
FDOE WDIS Teacher Course records for the selected surveys (Fall, Winter, Summer surveys) to create
the WDIS SATSY work file. This step would most likely be run for all three surveys at once, so all of the
check boxes for the Fall, Winter and Spring surveys should be checked.

e WDIS survey F is processed as survey 1 (July-August).
e WDIS survey W is processed as survey 2 (Fall Term).
e WDIS survey S is processed as survey 3 (Summer Term).

WDIS survey S records will be automatically processed by the software for survey 4. The logic for
duplicating WDIS survey S is that there is a high probability that teachers counted in this enrollment
survey will continue in the same category for survey 4. The “WDIS SATSY Cleanup Step - 9” will purge
any unmatched WDIS records for survey 4.

All programs should be run in edit mode first, reviewed and then run in post mode. To run the program,
select the submit button. This step must be run to completion in post mode before proceeding to Step 4 or
Step 5. The generated report will include a list of all records processed by survey, school of instruction,
course and section. If “Error Only” is checked, only those records in which an error has occurred will
appear on the report. For example, if there was no match between Teacher Course and Student Course,
the course section may appear on the report stating “Unknown Teacher.”

Process Space from FISH — Step 4 — This step is run only if the district has chosen to load space from
the FDOE FISH file and not from the model. This step loads the classroom square footage based on the
course section and the FDOE FISH file into the SATSY Work file. If the classroom square footage is not
found, then the square footage will be loaded based on the space model, using the first FEFP program
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assigned for that period. All programs should be run in edit mode first, reviewed and then run in post
mode. To run the program, select the submit button. This step must be run in post mode before
proceeding to Step 6 (Step 5 should be skipped if loading space from FISH). If “Error Only” is checked,
only those records in which an error has occurred will appear on the report. If the FEFP program is not
defined in the system, zeros will be used for the space and a warning message will be printed. If the FEFP
has zeros as the “Average Square Foot Default” on the FEFP Program page in Setup, a warning message
will be printed.

Process Space from Model Report — Step 5 — This step is run only if the district has chosen to load
space from the model and not from the FDOE FISH file. The program loads the classroom square footage
based on the model input in the “Average Square Foot Default” field on the “FEFP Program” page based
on the first program listed for the course section for that period. All programs should be run in edit mode
first, reviewed and then run in post mode. To run the program, select the “Submit” button. This step must
be run to completion in post mode before proceeding to Step 6. If “Error Only” is checked, only those
records in which an error has occurred will appear on the report. If the FEFP program is not defined in the
system, zeros will be used for the space and a warning message will be printed. If the FEFP has zeros as
the “Average Square Foot Default” on the FEFP Program page in Setup, a warning message will be
printed.

Note that the Space must be loaded in post mode either using Step 4 (FISH) or 5 (model) before
proceeding to Step 6.

Convert Work File to SATSY — Step 6 — This step converts the SATSY work file into the teacher
header, time/space and mod/program SATSY records. The job numbers used for the Program Cost Report
correspond to when the teacher worked rather than the type of job, as is usually the case in a payroll
system. The job numbers entered to run the conversion are the Program Cost Report job numbers and
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most likely do not match the job numbers the districts use in their local payroll systems. For example, a
full-time teacher may have a job ID of 55 in the district’s local payroll system. For Program Cost Report
purposes, that same teacher might have a job ID of 01 in the payroll file for the Program Cost Report
because he/she worked both in surveys 1 and 2 during the school year. The job numbers contained in the
payroll file uploaded from the district must match the job numbers entered on this page when the
conversion is run. The match between the Program Cost Report job numbers and the payroll file uploaded
earlier is crucial (see Program Cost Report Technical User Guide). The following is a sample numbering
scheme:

Survey Job
K-12 Survey 1 (July-August summer) = 02
K-12 Survey 2 (Regular Year) = 01
K-12 Survey 3 (Regular Year) = 01
K-12 Survey 4 (May-June summer) = 02
WDIS Survey 1 (Fall Term) = 09
WDIS Survey 2 (Winter Term) = 09
WDIS Survey 3 (Summer Term) = 09
WDIS Survey 4 (Summer Term) = 09

The total number of records should be compared to last year’s total for reasonableness. All programs
should be run in edit mode first, reviewed and then run in post mode. To run the program, select the
submit button. This report must be run in post mode before proceeding to Step 7.

Work File Conversion to SATSY

Report Created: 05/18/2016 05:50:50 PM in Post Mode

Messages

Total Program records created: 2 266
Total Time  records created: 1,061
Total Base records created: 131

There were 3 messages printed on this report.

Page 1 of 1
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Load Payroll Data — Step 7 — This step updates the SATSY teacher header record with the data provided
in the local payroll file by the district. All programs should be run in edit mode first, reviewed and then
run in post mode. To run the step, select the submit button. This step must be run in post mode before
proceeding to Step 8. If “Error Only” is checked, only those records in which an error has occurred will
appear on the report. If no employee name appears, that means the employee was not found on the payroll
file and research is required to determine if corrective action is necessary.

Payroll to SATSY Comparison — Step 8 — This step creates a report of teachers included in the payroll
file who do not have a match in the SATSY file. If you post this step, it will create header records for all
of those employees. Special attention should be paid when this program is run in edit mode to be sure
only teachers who have had contact with students are on the report (i.e., no classroom aides or other staff).
To run the program, select the submit button. This step must be run in post mode before proceeding to
Step 9. If “Error Only” is checked, only those records in which an error has occurred will appear on the
report.
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WDIS SATSY Cleanup — Step 9 — This step should only be run if the district has WDIS records. This
step will purge WDIS survey S records if they do not match payroll data for survey 4. The match is done
by looking at the number of days worked in the survey and the student records assigned to that survey. If
a teacher has 0 days worked in a survey but has students in that survey, then the student survey records
are deleted. This program assumes the “payroll survey days worked” values loaded correctly. Records
annotated for deletion are identified with an “X” in the survey if a discrepancy exists. All programs
should be run in edit mode first, reviewed and then run in post mode. To run this step, select the submit
button. This step must be run in post mode before proceeding to Step 10. If “Error Only” is checked, only
those records annotated for deletion will appear on the report.

Note: A message in the “Error” column indicates a database failure in deleting the record. Contact
district IT support for correction.
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Staff Data Edit — Step 10 — This step edits the SATSY file for errors and generates the staff data file.
This program should be run in edit mode first, reviewed and corrected until SATSY is error-free, and then
run in post mode. This report may be filtered by school or teacher ID. To run this step, select the submit
button. This step must be run in post mode before proceeding to Step 11. When you post this step, it will
create the staff data file. If “Error Only” is checked, only those records in which an error has occurred
will appear on the report.

Note: If the “Detail Error Messages — Include Detail” radio button is selected, the details of each type of
error on each SATSY record will appear on the report and this will result in a longer report. If the “Detail
Error Messages - Do Not Include Detail” radio button is selected, the Staff Data Edit will appear, as
always, with the errors underlined on the report. The report may be viewed online by going to the Report
Manager and then selecting the Staff Data Edit. Once the report is open, move the mouse to the employee
name and click. This will navigate user directly to the SATSY input page via a hyperlink to make any
necessary corrections.
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Staff Data Edit

Report Created: 05/17/2016 01:15:30 PM in Post Mode

School: 0021 High School 0021

Last Name First Name MI  Teacher Id School Job Salary Hrly Rate

Nbr 607 Employee 607 0021 01 00001 1 40,500 0.00000 100 0 98 98 0O
2 01 M2 2 0.0 113 8 0.0 254 1 0.0 1102 16
2 03 M2 2 0.0 113 7 0.0 254 1 0.0 1102 16
2 04 M2 1 0.0 113 3 0.0 254 1 0.0 1102 16
2 05 M2 2 0.0 113 6 0.0 254 1 0.0 1102 16
2 06 M2 2 0.0 113 7 0.0 254 1 0.0 1102 16
2 07 M2 2 0.0 113 4 0.0 254 1 0.0 1102 20
3 01 M2 3 0.0 113 7 0.0 254 1 0.0 1102 16
3 03 M2 2 0.0 113 6 0.0 254 1 0.0 1102 16
3 04 M2 1 0.0 113 2 0.0 254 1 0.0 1102 16
3 05 M2 3 0.0 113 6 0.0 254 1 0.0 1102 16
3 06 M2 3 0.0 113 6 0.0 254 1 0.0 1102 16
3 07 M2 3 0.0 113 3 0.0 254 1 0.0 1102 20

Nbr 617 Employee B 617 0021 01 00001 1 35,200 0.00000 99 0 98 98 0
2 01 103 2 00 1378 16
2 02 102 25 0.0 112 4 0.0 1378 16
2 03 102 29 00 112 3 0.0 1378 16
2 04 103 30 0.0 1378 16
2 05 103 1 0.0 113 1 0.0 1378 16
2 06 103 5 00 1378 20
3 01 103 6 0.0 1378 16
3 02 102 26 0.0 112 4 0.0 1378 16
3 03 102 27 0.0 112 3 0.0 1378 16
3 04 103 28 0.0 113 1 0.0 1378 16
3 05 102 1 00 103 1 0.0 1378 16
3 06 103 8 0.0 1378 20

Nbr 618 Employee L 618 0021 01 00001 1 39,849 0.00000 100 0 98 97 0
2 02 102 5 0.0 103 3 0.0 M2 5 0.0 768 16

Page 1 of42
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SATSY Input

The SATSY Input page is used to correct and maintain the SATSY data. All of the errors identified on the
Staff Data Edit report should be corrected on this page. This page shows detailed error messaging at the
top of the page and the fields in error appear in red.

All programs should be run in edit mode first, reviewed and then run in post mode.

Cost Report

CostDistribufion ~ Setup  Progress. ReportManager  Lagout

Aftribuion Factors Upload  Process/Repart

SATSY Query  SATSY Input

REWM to Searen A0S new Record Preials REcOr Next Resar

SATSY Input
Emplayse I Is required
Empioyee I must be numeric.
Joib I required.
Last name |5 required.
First name fs required
Table must be spectied.
alary must be greater han Zero.
Pergent Bme a1 5chodl MUSt b2 graater han 1 and Ise than 100.
¥ Md records specified.
Salary nat In aceeptatis range. Full Tima Equivalency Salary = .00
ERher survey days ar hourly rate must ba specifisd.
SATSY Key = Delete | | 3 Cancel
School Teacher Id Job + St
0021 - High School 0021 = P ]
T
Last Name First Name M Table Fund
[ [ I[ ] [Unknowm) ]
Salary Hourly Rate % School
—Survey Day
Survey 1 Survey 2 Survey 3 Survey 4
e oo oo
Click ta 3dd W row
snon| enres
survey Mod Pgm count *® Pgm Count % Pgm count space Time
No data avallabla In table
‘Snowing @ 1o  of 0 entries First| [Prestous | [Next | [Laat
Copy y
From Survey To Survey + Coprsa
rCopy
School Teacher Id Job 4 Copydob
{Unknawm) ] L]

Cost Report 2.0 Verslon - Release Code #454.0

o Job — Jobs beginning with “5X” are represented by system-generated job IDs for teachers who
are split-funded across multiple tables.

e % School — If a teacher teaches at more than one school, the teacher's salary should be the total
salary for the teacher for the job, the days worked in survey should be the total days worked for
the job, and the “% School” should be adjusted to account for the amount of time the teacher
spent at each school.
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Note: An error that may occur in SATSY is failure to identify teachers through the student survey
records despite including them in payroll as teachers (i.e., ESE paraprofessionals, consult teachers, co-
teachers, teachers not in surveys due to employment timing). These teachers would have appeared on the
“Payroll to SATSY Comparison” report in Step 8 without the program/mod and time/space information at
the bottom of the page. If this happens, select “Add a new row” and enter the missing data from the
student information. After all errors for the district that appear on the “Staff Data Edit” report have been
corrected, run the “Staff Data Edit” in post mode (Step 10).

Employee Profile Edit — Step 11 — This step produces a report summarizing the job data and also
calculates the staff units for each teacher. This report may be filtered by Teacher ID, Job, School, Fund,
Table or Program. This step does not update any files. To run the step, click the submit button.
Remember, a job in the Program Cost Report identifies when the teacher worked during the year. For
example:

Survey Job
K-12 Survey 1 (July-August summer) = 02
K-12 Survey 2 (Regular Year) = 01
K-12 Survey 3 (Regular Year) = 01

K-12 Survey 4 (May-June summer) = 02

WDIS Survey 1 (Fall Term) = 09
WDIS Survey 2 (Winter Term) = 09
WDIS Survey 3 (Summer Term) = 09
WDIS Survey 4 (Summer Term) = 09

Some teachers work at more than one school. If a teacher teaches all year during the regular school year,
his/her staff units should total 1.000. If the teacher also teaches summer school from June through
August, his/her staff units may be greater than 1.000. This report totals all staff units and, if any teacher
has greater than 1.3 staff units or 130 percent, the report flags that teacher’s staff units as an error because
1.3 staff units would be too high for teaching both the regular year and summer school. Such staff units
would need to be researched and corrections made on the SATSY input page. If corrections are required
on the SATSY Input page, then “Staff Data Edit” (Step 10) should be run in post mode again and
“Employee Profile” (Step 11) should be run again. After all errors that appear on the “Employee Profile”
report for the district have been reviewed and/or corrected, proceed to Step 12.
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Employee Profile Report

Report Created: 05/17/2016 01:16:14 PM

Teacher Name Employee Id Job  School Fund Table Pgm Staff Space SalaryMessage(s)

Nbr 606, Employee M 606 01 0051 1 00001 101 0.721 65 26,914
111 0.05 5 2,074
130 0.223 203 8,317
Total: 1.000) 909 37,30

Nbr 607, Employee 607 01 0021 1 00001 112 0.259 28 10,502
13 0.612 674 24 777
254 0.124 142 5,224
Total: 1.000] 1,102 40,50

Nbr 608, Employss L 608 01 0055 |1 00001 101 0.922 77 42 214
111 0.074 ] 3,594
Total: 1.000] 83 45,800

Nbr 609, Employee 609 01 0055 |1 00001 101 0.833 78 36,167
130 0.167] 15 7,233
Total: 1.000) 93 43,400

Nbr 610, Employee 610 01 0055 |1 00001 101 0.4389 8 19,521
102 0.393 6 15,686
111 0.083 14 3,324
112 0.030 g 1,204
254 0.004 1 172
Total: 0.994 16 39,901

Nbr 611, Employee F 611 01 0055 |1 00001 101 0.724 679 31,90
111 0.122 11 5,363
130 0.154 14§ 6,831
Total: 1.001 93 44,103

Page 1 of 14

School District Summary — Step 12 — This step produces a report showing Staff, Space and Salary by
FEFP program by school. It also generates the Attribution Base File and the Cost Data File, which are
used later in the Cost Distribution phase of the Program Cost Report. The Staff and Space figures on the
“Attribution Factors” page are created when this program is posted. The post also creates the 7xxx Salary
(salaries by program) figures on Form 5 on the “Cost Distribution” tab. All programs should be run in edit
mode first, reviewed and then run in post mode. To run the program, select the submit button. This report

must be run in post mode before proceeding to Step 13.
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Attribution

Costs which are not directly identified with programs must be allocated to programs by the attributions
described in the Red Book. Attribution of the Program Cost Report includes: loading the FTE for K-12
and WDIS; editing the attribution bases, including staff units, space and FTE; and creating the attribution
tables.

Load K-12 Student FTE — Step 13 — This step totals the student FTE to the “Attribution Factors” page
and produces a report displaying student FTE by FEFP program by school. The “Student FTE” figures on
the “Attribution Factors” page are created when this step is posted. Any records that contain the FEFP
program 999, non-FEFP funded, will not be included. Any school/program combination that is not
currently in the Attribution Base File will be added and will appear on the report with the message
“NEW?” to the right of the student FTE total. The “NEW” line identifies that the district reported FTE in
an FEFP program, but did NOT have teachers paid from the district payroll assigned to those students. All
programs should be run in edit mode first, reviewed and then run in post mode. To run the program, select
the “Submit” button. This report must be run in post mode before proceeding to Step 14.

IMPORTANT NOTE: This program should only be run in post mode once and only after ensuring that
the K-12 Student upload files are the recalibrated FTE files. If the upload file is posted more than once,
the FTE will be doubled. After posting, if SATSY corrections are required, K-12 Student FTE should not
be reloaded.
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Load WDIS Student FTE — Step 14 — This step calculates WDIS FTE, posts the results to the
“Attribution Factor” page and produces a report displaying WDIS FTE by program by school. The
formula is 1.0 WDIS Student FTE = WDIS Student Instructional Hours/900. The “Student FTE” figures
on the “Attribution Factors” page are created when this program is posted. All programs should be run in
edit mode first, reviewed and then run in post mode. To run the program, select the submit button. This
report must be run in post mode before proceeding to step 15.

IMPORTANT NOTE: This step should only be run in post mode once. If the calculation is posted more

than once, the WDIS FTE will be doubled. After posting, if SATSY corrections are required, WDIS
Student FTE should not be reloaded.
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Attribution Base Edit — Step 15 — This step edits the Attribution Base File. The report generated in this
step shows the attribution factors FTE, Staff and Space and the Student-to-Teacher (FTE/Staff) ratio. This
report may be filtered by School or Program. This is a report only and does not update any files.
FTE/Staff ratios that are significantly out of range require research and correction. These ratios will result
in unrealistic costs per program and per-student costs in subsequent reports of the system and the
resulting school reports published by FDOE. Corrections to both the attribution and cost file (teacher’s
salary) should be made at this point to minimize the impact of an error. The error exists in both the
attribution and the cost file (teacher’s salary). Corrections may involve modifications to the “SATSY
Input” page and subsequent steps for recalculation of the program attribution factors and program
salaries. To run the program, select the submit button. This report must be run before proceeding to the
“Cost Distribution” tab.
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Attribution Factors

The Attribution Factors page is used to verify and correct the attribution factors (FTE, Staff Units and
Space) for the Program Cost Report. The attribution factors are generated from the SATSY files when the
“School/District Summary” report is posted. If a district elects not to use the automated calculation of
FTE from the student records (“Load K-12 Student FTE” and “Load WDIS Student FTE”), the FTE may
be entered manually on this page. If the district is manually entering the FTE, it should be based on the
recalibrated FTE for that program. Staff units for contracted teachers may be added on this page. Caution
should be used if adjusting staff factors for any other reason because this will introduce a discrepancy
with teacher salaries calculated through SATSY unless an adjustment is made to program salaries for the
school on the Form 5 page. Note that the FDOE file for survey 4 is estimated; it may be necessary to
update with actual data if there are significant differences for individual programs. If a district has
finished with SATSY processing and it is later determined that a program was listed in error, there is an
option in the bottom left-hand corner of the screen to remove that program’s Staff, Student FTE, Space
and SATSY salary from all tables and forms where this program was listed. If the program to which the
salary belongs can be easily identified, manual adjustments should be made in the “Cost Distribution” tab.

Cost Report

Cost Distribution Set-up Progress 5 Report Manager  Logout

SATSY Query SATSY Input Affribution Factors Upload Process/Report

Attribution Factors

Student to Staff ratio is outside of acceptable range.

3

“ Save == Delete H cancel
School

0051 - Elementary 0051 =]

Click to add & new row

Show entries

Program Student FTE Staff Space FTE/Staff Acceptable Ratio
01)v [Ba0.31 | [11796 | [125%0 |
102 [129.81 | [6.845 | B250 ]
[2.95 | |69 ] pe13 |
[EEEE) | Rse7 | Rre4 REL] 10-25
| | |
| | |

238 10-20
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218 10-25

125 10-25

B3as [1.628 [1542
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Showing 1 to 6 of § entries

202 10-256
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Pgm

Cost Report 2.0 Version - Release Code #464.0
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Phase 2 - Cost Distribution

Cost Distribution Upload

The data required for the Cost Distribution portion of the Program Cost Report comes from the district’s
chart of accounts, charter school data and the district’s revenue file from the FDOE.

Cost Report

Cost Distribution Set-up Progress Sign On Year: 2015
Aftribution Table Form Query Form 4A Form 5 Form & Form 7 Upload ProcessiReport Download

Cost Distribution Upload

Financial Dat

District Data Charter School Data FEFP Revenue File{for CAPOR)
Last Modified: (unknown Last Modified: (unknown Last Modified: (unknown
>

Cost Report 2.0 Version - Release Code #484.0

Data from the district’s chart of accounts may be loaded onto the form pages programmatically or keyed
in manually using Forms 4A, 5 and 6. If the district’s financial data is to be loaded programmatically,
only expenditures from the General Fund (Fund 1), Special Revenue Fund (Fund 4) and ARRA Funds
(Funds 6 through 8) should be included in the Cost Distribution district data upload. If the district loads
the financial data using the Program Cost Report programs provided, then the district Management
Information System department must load the local finance data in the format expected by the Program
Cost Report System (see Program Cost Report Technical User Guide). The district’s charter school data
may be loaded onto the form pages programmatically or keyed in manually using the Form 7 page. The
charter school data will require local modification in order to match the required format for the Program
Cost Report System (see Program Cost Report Technical User Guide). The district must request the
revenue file from the FDOE and upload it onto the Program Cost Report System. If the district chooses to
manually enter its financial data, it still needs to upload the revenue file from the FDOE before running
the Cost as a Percentage Report (CAPOR).

When the files are ready to be uploaded, use the select button to find the desired file to upload and
activate the upload button. A percentage field will appear that allows you to monitor the file upload
process. The file upload is complete when the percentage field reaches 100 percent or when the “Last
Modified” date and time entry appears is displayed as the date and time the upload is completed. Multiple
files may be uploaded simultaneously, although this may take a great deal of time as some files can be
large.

Cost Distribution Processes and Reports

Cost Distribution Processes and Reports is a series of programs and reports that are used to create the
Program Cost Report to be sent to the FDOE. The Cost Distribution Process includes: loading the
district’s financial expenditures from its end of year report to Forms 4A, 5 and 6 either programmatically
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or by entering the data on the form pages; attributing the costs among schools and programs; and
reconciling the data from the cost calculator to the Annual Financial Report.

School/Program Table Input — Step 1 — This step creates Table 00001 for the district based on the
schools and programs of the district using the SATSY and FTE student data. It also produces a report that
can be copied and used to create additional tables. All additional tables will be created from Table 00001.
This step must be run before proceeding to “Entering of Attribution Tables.” Additional tables are needed
to attribute costs to the schools and programs benefited by certain sets of expenditures.

School/Program Table Input

Report Created: 05/18/2016 06:31:07 PM

Fund Table
Pgm %PTC Pgm
0021 High School 0021 — 101 102 103 _
112 13 130 _
254 285 300 _
0022 Adult Education Center . 401 _
0051 Elementary 0051 . 101 102 1M _
112 _ 130 255 _
0052 Early Childhood _ 111 _
0055 Elementary 0055 _ 101 102 1M _
112 _ 130 254 _
0059 ESE Center _ 111 _
7001 Virtual Instruction Pgm . 102 _
Page 1of 2
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Entering Attribution Tables

The “Attribution Table” page is used to verify and enter additional school/program tables needed for the
Program Cost Report. This page shows all of the schools and programs associated with a particular
attribution table.

Cost Report

Cost Distribution Set-up Progress

Aftribution Table Form Query Form 4A Form 5 Form & Form 7 Upload ProcessiReport Download

Attribution Table

jacKey % Save == Delete ¥ Cancel
Table Fund + + Copy to Table
[00002 - TRANSPORTATIONv] ===

Click to sdd a new row

1
Show[ 10 w] entries

save  Schaol % Save  Pgm % Save  Pgm % Save  Pgm %

T oo s + o + w© + ©
+ + m +
+ = + = + o
+ + w + =

T oo e e + o + w +
+ o + = + =

Showing 1te 7 of 7 entries First | | Previous | |1 Next | | Last

% Save  ==Delete X Cancel

—Remove Program from current tabl
Pgm

= Remove

GCost Report 2.0 Version - Release Gode #464.0

Viewing and Copying a Table

e Viewing a Table — Using the “Table” dropdown box, select the attribution table you wish to
view. Use the “Search” option to ensure the table is the one that you would like to view.

e Copying a Table — Using the “Table” dropdown box, select the attribution table you would like
to copy. Use the “Search” option to ensure the table is the one that you would like to copy. Using
the “Copy to Table” dropdown box, select the table that you wish to create. Select the “Copy”
option and the “Copy Successful” message should appear. You have now successfully copied a
table. Remember that only tables with existing data may be copied and only tables without
existing data may be copied to or created.
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Edit a Table

Table 00001 may not be deleted or modified in any way because it is generated by the system based on
the SATSY data.

Deleting a table — To delete a table, use the “Delete” option on the upper right-hand side of the
page. A dialog box will ask you if you are sure you want to delete the table. Select “yes.” The
entire table will be deleted.

Deleting a school — To delete a school, select the plus sign (+) next to the school until it becomes
a minus sign (-). Use the “Save” button on the upper right-hand side of the page.

Deleting a program from a specific school — To delete a program, select the plus (+) sign next
to the FEFP program until it becomes a minus sign (-). Use the “Save” button on the upper right-
hand side of the page.

Deleting a program from all schools on a table — To delete a program from all schools on a
table, select the program number from dropdown box on the lower left-hand side of the page and
use the “Remove” button.

Adding a school — To add a school, select “Click to add a new row.” A row with a blank school
and programs will appear. Use the dropdown boxes to select the desired school and associated
programs for the table. Use the “Save” button on the upper right-hand side of the page.

Adding a program — Use the program dropdown box to select the desired program. Use the
“Save” button on the upper right-hand side of the page.

Deleting all instances of a program — To delete all instances of a program from a single table,
choose the program that needs to be removed by selecting it from the dropdown box in the lower
left-hand corner of the page. Next, use the “Remove” button to remove all instances of the chosen
program from the table. Save the results by using the “Save” button on the upper right-hand side
of the page.

Note: The % participation fields should always be left blank, unless it is necessary to override the FTE,
staff and space attribution factors in the system.

IMPORTANT: If costs of the table are recorded for schools and programs not included in the table,
these costs will be found in error on the “Cost Data Edit” report. If these errors are not corrected, the costs
may be lost to the program or allocated among all programs at a school. Districts should review end-of-
year expenditure records to ensure that tables include costs recorded to the program level and intended for
entry in the Program Cost Report System at the 7xxx level on the Form 5 page. Some of the costs found
in error may be the result of miscoding the original expenditure data and, in that case, changes to the table
may not be appropriate. The miscoded amounts would have to be altered on the Form 5 page.
Mismatched amounts at the program level will be allocated to all programs at the school unless the
amount is moved to another program.

After all tables are created or modified, go to Step 2.
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Create School/Program Table — Step 2 — This step creates all of the other school program tables except
Table 00001, which was created in Step 1, for the district’s Program Cost Report. Each table serves as a
map to indicate which programs and schools should be charged for which expenditures. For example,
Transportation would include all schools and programs included in Table 00001, except those not using
transportation services (i.e., Adult Centers). The program also produces a report that includes Table
00001 for all tables and their associated schools and programs (Table 00001 is created by the system and
should not be entered by input). This program must be run whenever modifications are made to the
“Attribution Table” page and must be run before proceeding to Step 3.

Create School/Program Tables
Report Created: 05/18/2016 06:32:41 PM

Fund: 1 Table: 00001 GENERAL FUND
%PTC  Pgm
0021 High School 0021 101 102 103
112 113 130
254 255 300
0022 Adult Education Center 401
0051 Elementary 0051 101 102 111
112 130 255
0052 Early Childhood 111
0055 Elementary 0055 101 102 111
112 130 254
00589 ESE Center 111
7001 Virtual Instruction Pgm 102
Page 1of 17

School/Program Table Report — Step 3 — This step creates a report of all tables, schools and associated
programs for the district. This report is for verification. This step may be run before uploading the
district’s financial data via “Cost Distribution Upload” or entering the financial data on Forms 4A, 5, 6
and 7.
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School/Program Table Report
Report Created: 05/17/2016 02:54:38 PM
Table: 00001 GENERAL FUND Fund: 1
oo Pogams |
0021 High School 0021 101 102 103 112 113 130 254 255 300
0022 Adult Education Center 401
0051 Elementary 0051 101 102 111 112 130 255
0052 Early Childhood 111
0055 Elementary 0055 101 102 111 112 130 254
0059 ESE Center 111
7001 Virtual Instruction Pgm 102
7004 Virtual Franchise 103
Page 10f16

Edit/Load Finance File — Step 4 — If you choose not to load the financial data programmatically, you
may skip this step and begin entering data on Forms 4A, 5 and 6. The edit report generated in this step
allows the district to review its finance expenditure file for errors before it is loaded into the cost data file.
Data errors require either manual intervention or correction through modification of the district’s local
financial interface programs. Modification of the district’s local financial interface programs provides a
long-term solution for the district. Once the local modifications are complete, the district must upload the
finance file again using the “Cost Distribution Upload District Data” page and run the edit program again
to ensure that all file errors were corrected.

IMPORTANT: The more accurate the financial data, the more accurate the Cost Data Edit. Even though
it may require time and effort for the district’s local programming and finance staff, it is more efficient in
the long run to correct errors programmatically. All programs should be run in edit mode first, reviewed
and then run in post mode. To run the program, select the submit option. This step must be run in post
mode before proceeding to Step 5.
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Form 4A

The Form 4A page is used to enter cost data associated with the table. This data may be uploaded
programmatically or keyed into the system using this page.

Cost Report

Cost Distribution Set-up Progress Sign On Year: 2015 Report Mansger  Logout

Affribution Table Form Query Form 4A Form 5 Form 6 Form 7 Upload Process/Report Download

Form 4A
[Form Key  Save | == Delete | X Cancel
Table Fund +s
—Control 1000 - Direct Cost!
salary P_Benefits Purchased Services Material - Supply Other Capital
—Control 200x - School Indirect Cost:
6100 6200 6300 6400
200 \ I I I |
6500 7300 7400 7600
200 \ I I I |
7700 7800 7900 2100
2002 \ I I I |
8200
2003 ‘ |
—Control 300x - District Indirect Cost
o 6100 6200 6300 6400
\ I I I |
o3 6500 7100 7200 7400
\ I I I |
003 7500 7600 7700 7800
\ I I I |
T 7900 8100 8200
\ I I |

Cast Report 2.0 Version - Release Code #464.0

Three types of costs are entered on this page:

e Control 1000 — The aggregate direct costs of all schools for the table. This means these fields
must contain the total of functions 5100, 5200, 5300 and 5400 by object (1xx for Salary, 2xx
Benefits, etc.) for the costs associated with this table. The total direct costs for the table (Control
1000) must equal or exceed the direct costs assigned to the schools on the Form 5 Control 7000
lines (discussed later in this document). The total (Control 1000) must be equal or greater than the
detail (Control 7000s). If the total (Control 1000) exceeds the detail (Control 7000s), which is
likely, then this difference is called the residual amount. This amount is distributed among all
schools and all programs for the assigned table.

Note: Benefits have been predetermined to be distributed on a percentage basis from Function
5000 salaries and a “P” has been prepopulated on Form 4A, Control 1000. This percentage will
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be applied to all salary object amounts on the assigned Form 5s and to the residual salary amount
on Form 4A. If the district knows the benefits by program at each school, the percentage method
may be overridden by deleting the “P” from Form 4A and leaving the field on Form 5 of this
table blank. This would be a rare situation — probably a grant involving one school and one
program — and is otherwise not recommended.

e Control 2000 — This control contains school-level indirect costs accounted for on a district basis
to be attributed to all schools and programs for the assigned table. These costs are indirect costs
that should be associated with the schools, but were recorded in the district accounting system at
the district level. In other words, the costs were recorded to a district department instead of a
school, but were school indirect costs as defined by rule 6A-1.014, F.A.C (Appendix A).

e Control 3000 — This control contains district-level indirect costs to be attributed to all schools
and programs for the assigned table.

e Notice that some functions are included in both School Indirect Control 2000 and District Indirect
Control 3000. The district must determine what percentage of the expenditures should be school-
level and what should be district-level indirect costs. For example, Maintenance of Plant should
be a relatively large amount in Control 2000 for service to schools and a much smaller amount in
Control 3000 for administration and maintenance of non-school sites (see Appendix A).

If the table and fund are highlighted, be sure to check the “Table” page and the “Attribution Table” pages
to be sure the table is defined there. If it is not defined, you must enter it into the system on those pages

and run the “Create School/Program Table” program again.

Note: If a district wishes to manually key data into Form 4A, it must choose the table and activate the
search option prior to entering data, or the data that has been entered will be deleted.
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Form 5

The Form 5 page is used to enter cost data associated with the table and school. This data may be
uploaded programmatically or keyed into the system using this page.

Important: In order to key data, the district must choose the table and school and activate the
search option prior to entering any data, or the amounts will not be saved.

Cost Report

Cost Distribution Setup Progress Report Manager  Logout
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(Cost Report 2.0 Version - Release Code #464.0

The school data forms are used to enter expenditure data accounted for at the school level.
Three types of costs are entered on this page:

e Control 6000 — This control contains school indirect costs, which are distributed against all
programs in the school to which the table is assigned. These costs are indirect costs assigned
directly to the school in the district’s accounting system.

e Control 7000 — This control contains aggregate program direct costs by school for the table.

These totals are also included in the Control 1000 totals on Form 4A. The difference between the
7000 control record (one per school) and the sum of the 7xxx (one per program assigned to the
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school) control records is the school residual amount for each object of direct cost. This amount
will be distributed among all programs assigned to the school.

Note: This line cannot exceed the Control 1000 totals on Form 4A.

Control 7xxx — This control contains the program direct costs, including individual program
salaries from the SATSY salary data. These totals should include classroom paraprofessionals
exclusively used for the program. The dollar amount of the paraprofessionals’ salaries should be
added to the SATSY salary on this form.

Note: This total salary should not exceed the Control 7000 salary figures. If this does occur, it
may be because the salary dollars were not charged correctly through the payroll system during
the year.

Control 7000 Descriptions

Salaries — Includes expenditures coded to function 5000 object 100 for the school in this table.
This amount must be greater than or equal to the sum of amounts entered for each program
category at this school (Control 7xxx). Any school residual amounts at the 7000 control level will
be distributed on a staff basis. Note that local recording of itinerant teachers may cause
differences in that SATSY uses student records to determine schools and programs served by
individual teachers. SATSY salary amounts by program should be adjusted for paraprofessional
salaries when the paraprofessionals are identified to specific program(s).

Note: The 7xxx should not be used to prorate regular teachers’ salaries. The program category of
regular classroom teachers must be determined in accordance with the requirements of the Red
Book, and those requirements are met in the SATSY process. The amount determined for this
program through teacher data input and the processing of SATSY is entered automatically
through this process. Only additional amounts for classroom paraprofessionals may be entered in
this field.

Benefits — The program default is to distribute benefits as a percentage of each program’s
salaries. The percentage is calculated as each table’s Control 1000 salaries divided into benefits.
Districts may override this option; however, overriding this method is rarely appropriate because
it is generally not practical to track benefits on such a detailed level.

Purchased Services — Includes function 5000 object 300 and 400 expenditures for each school
Control 7000 and school and program expenditures (Control 7XXX).

Materials and Supplies — Includes function 5000 object 500 expenditures for school (Control
7000) and program expenditures (Control 7XXX).

Other Expenses — Includes function 5000 object 700 expenditures for school (Control 7000) and
program expenditures (Control 7XXX).

Program Capital Qutlay — Includes function 5000 objects 610, 620, 640, 650 and 690
expenditures for school (Control 7000) and program expenditures (Control 7XXX).
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Form 6

The Form 6 page is used to enter cost data not related to FEFP programs, which are indicated as below-
the-line expenditures. This data may be uploaded programmatically or keyed into the system using this

page.

Cost Report

Cost Distribution Set-up Progress Sign On Year: 2015 Report Manager ~ Logout

Attribution Table Form Query Form 4A Form 5 Form 6 Form 7 Upload Process/Report Download

Form 6

—Key

Eund + Search
(Unknown)| v
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Charter Schools Total Financial Report

Amount passed through o charler schools. Annual Financial Report total

+ Save | = Delete # cancel

Cost Report 2.0 Version - Release Code #464.0

The Form 6 page is used to enter below-the-line expenditures that are excluded from the Program Cost
Report calculations but are necessary to balance to the Annual Financial Report.

IMPORTANT: Transfers are not reported as part of the reconciliation because transfers are not
expenditures. The “Total Financial Report” amount represents the total expenditures for a specific fund,
not including transfers. The amount reported in “Charter Schools” is the amount that the district paid to
the charter school(s) from the specified fund, not the amount reported exclusively by the charter school(s)
as total expenditures. Charter school expenditures are reported exclusively on Form 7.

Cost Edit Criteria — Negative amounts and non-numeric data indicate errors and are unacceptable.
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Form 7

The Form 7 page is used to enter expenditure data for charter schools. This form does not apply to those
districts that do not have charter schools. Data may be loaded programmatically or manually keyed into
the system using this input page.
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Cost Report 2.0 Version - Release Code #464.0

Form 7 is the charter school’s equivalent of Form 5. The district receives this financial information
directly from the assigned charter schools. It is important to understand that the Program Cost Report
System does not perform any calculations using the data on the Form 7; however, two analysis edits have
been included: one to ensure that the school indirect costs at the program levels equal school indirect
costs by function, except for functions 7600 and 7800, and one that notes when costs per FTE student at a
charter school are the same for all programs. Additionally, if the school field is highlighted, ensure that
the Charter School box has been checked on the School page under the Set-up tab.

Indirect costs should be allocated to programs by staff (number of full-time equivalent teachers). The
equivalent Control 5000 line (direct program expenditures) for the charter school will be what is recorded
for objects 100 (Salaries) through 600 (Capital Outlay).
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Form 7 does not allocate costs when the cost calculator is executed. Warning messages are displayed at
the top of the form and Cost per FTE student will be displayed for each program. If costs are changed on
the Form 7 to correct errors, the cost calculator must be run in order to save the changes.

Summary of Input Data — Step 5 — The edit report generated in this step allows the district to review
and verify its data on Forms 4A and 5 only and does not update any files. It is important to use this report
to compare the financial data uploaded into the Program Cost Report with the financial data in the
district’s accounting system. This report may be filtered by Fund, Table or School. To run the program,
use the submit option. This report must be run and reviewed before proceeding to Step 6.

Cost Data Edit — Step 6 — This step generates an edit report that displays errors in the financial data
entered on Forms 4A, 5 and 6 by checking the totals of these forms against the associated tables defined
on the Attribution Table page. No files are updated in this step. This report may be filtered by Fund, Table
or School. To run the report, select the submit option. Errors are underlined on the report and error
messages are printed in detail and require corrective action prior to proceeding to the Cost Calculator by
returning to Forms 4A, 5 and 6. The error conditions found in this step were also highlighted with
messages on Forms 4A, 5 and 6. This report must be run and all errors corrected before proceeding to
Step 7.

(Rev 07/16) 51



Cost Calculator — Step 7 — This program distributes costs that were manually entered or
programmatically uploaded to Forms 4A and 5 based on the school/program tables to create the report
work file that will be used for the analysis reports. To run the program, select the submit option. This
report must be in post mode before proceeding to Step 8.

IMPORTANT: This step must be run to incorporate changes to Form 7, regardless of whether the
expenditure data was manually entered on Form 7 or loaded programmatically using Step 13.

(Rev 07/16) 52



Cost Table Report — Step 8 — This step generates an optional report that shows school total indirect costs
by function for each Fund and Table. If the district does not run this report, continue to Step 9. The Cost
Table Report may be filtered by Fund, Table or School, and does not update any files. To run the
program, select the submit option.

Note: This report uses the report work file created by the Cost Calculator in Step 7, so if the Cost
Calculator is run again, this report will need to be run again as well.

Functional Accounting — Step 9 — This step generates a report that is critical to the balancing of the
Program Cost Report with the Annual Financial Report. This report displays financial data by function for
each table and an aggregate total for each fund. The information is broken down by direct and indirect
school costs and district indirect costs, just like the Summary Input Data. This report may be filtered by
Fund, Table or School. It may also be summarized by table and fund totals. The amounts on this report
are after the cost calculator has distributed costs and must be compared with the Summary Input Data
report. This report should also be compared to the prior year's report, and the district should research any
significant increases or decreases in costs by function. This is a report only and does not update any files.
To run the program, select the submit option. This report may be run before proceeding to Step 10.
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Note: This report uses the report work file created by the Cost Calculator in Step 7, so if the Cost
Calculator is run again, this report would need to be run again as well.

PC 3 and PC 4 Report — Step 10 — This step generates a report that displays all costs by program and,
when run in post mode, creates the file for submission to FDOE. The file name is export.txt and should be
submitted to FDOE (See Cost Report Technical User Guide). This report breaks down costs by program
and may be filtered by Fund or School. Be sure to look for the AFR rounding difference on the report
because, if the difference is too large, it may indicate a problem with the AFR cost reconciliation. This
report should be run in edit mode first, reviewed and, when it is error-free, it should be run in post mode.
To run the report, select the submit option. This report must be run in post mode before proceeding to
Step 11. To run the program, select the submit option. This report uses the work file created by the Cost
Calculator in Step 7, so if the Cost Calculator is run again, this report will need to be run again as well.
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Cost as a Percentage of Revenue Report (CAPOR) — Step 11 — The report generated in this step uses
the general fund financial data from the Program Cost Report, FTE data from the Program Cost Report,
the FEFP revenue file from FDOE, and the Food Service and Transportation amounts entered on the
CAPOR report and processes page. Two aggregate reports are produced: (1) a summary of school reports
and (2) the district summary adjusted for student transportation and the allowed food service amount. In
accordance with rule 6A-1.014, F.A.C, the district needs to insert transportation (school and district costs)
and allowable food service costs (amount of state supplement in Fund 410, account numbers 3337 and
3338, and any transfer to Fund 410, account number 3610 from the General Fund) into the input fields to
calculate the adjusted summary. The calculated percentages by program showing unrealistic percentages
and the “FTE to Staff” ratios provide an additional edit that may indicate reporting errors. This is a report
only and does not update any files. To run the report, select the submit option. If the Revenue column on
the report is empty, this indicates that the FDOE revenue file was not updated. This report may be run
before proceeding to Step 12.

Note: This report uses the report work file created by the Cost Calculator in Step 7, so if the Cost
Calculator is run again, this report needs to be run again as well.

IMPORTANT: Remember that the revenue file from FDOE includes estimated FTE data for survey 4.
The FTE that appears on the report may not agree with the actual FTE for survey 4. Revenue is not
included for Workforce Development, Adults with Disabilities and other programs not funded through the
FEFP.
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Cost Analysis — Step 12 — The report generated in this step shows the salary/staff FTE salary, indirect
costs versus total costs, and district indirect versus school indirect costs. Each of the three areas is
compared with the valid ranges set for them on the “Install Options” page. The annualized
“Staff to Salary” data appearing on the report is compared to the acceptable salary range data at the
bottom of the “Install Options” page. The total indirect costs for both the school and district as a
percentage of the total cost is then compared to the “Total Indirect %” at the bottom of the “Install
Options” page. The total district indirect costs as a percentage of the total costs is then compared to the
“District Indirect %” at the bottom of the “Install Options” page. This step does not update any files. To
run the program, select the submit option. After this report is run, the Program Cost Report file created in
the PC 3 and PC 4 can be transmitted to the FDOE.
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Edit/Load Charter School Data — Step 13 — The district enters data supplied by its charter school(s) on
Form 7(s).

Note: If the district elects to load the charter school data programmatically, refer to Appendix D for the
proper layout. The edit report generated in this step allows the district to review its charter school data file
before it is loaded into the cost data file. All reports should be run in edit mode first, reviewed and then
run in post mode. To run the report, select the submit option. This report must be run in post mode in
order populate the data on the Form 7 page.

IMPORTANT: After the charter school data is loaded, the “Cost Calculator” and “PC 3 and PC 4
Report” must be run again in post mode in order to include the data in the export file that must be sent to
FDOE.
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Edit Charter File
Report Created: 06/14/2012 12:47:27 AM

Control F School Amount 1 Amounts Amounté Amount7
22 2010 [4000  [1]8142  [40.001 40.002 40.003 40.004
[22 [2000 J4001 |1]8142 [40011  |40012  |40013  |40014 | | | |
[22 [2010 J4002 |1]8142 [40021 40002  |40023  [40024 | | | |
[22 [2010 |4003 |1]8142 [40031 40032  |40033  |40034 | | | |
[22 [2010 |5102 |1]8142 [100000  |$0.000 30000  [40.000  |50000  |60000  |70.000 |
[22 2000 [4000 |1[S143 [40001  |40002  [40003  [40004 | | | |
[22 2000 [4001 |1[s143 [40011  |40012  [40013  [40014 | | | |
[22 |2010 J4002 |1]8143 [40021  |40022  [40023  [4004 | | | |
[[22 |2010 |4003 |1]8143 [40031  |40032  |40033  [40034 | | | |
[ 22 |2010 |5102 |1]8143 [100000 30000 30000  [40000  |50000  |60000  |70000 |

There were 10 finance records edited on this report.
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Appendix A — Rule 6A-1.014, Florida Administrative Code

6A-1.014 Expenditure of Funds in Programs and Schools Where Generated.
Compliance with the expenditure requirements as set forth in Section 1010.20, F.S., shall be measured by
the criteria set forth in subsections (1), (2) and (3) of this rule:

(1) Revenue generated by membership represents the product of the following six (6) factors and any
adjustments by the Department for program ceilings or prior year adjustments:

(a) The number of full-time equivalent students for each program funding category;

(b) The cost factor for each program funding category;

(c) The base student allocation;

(d) The district cost differential;

(e) Other components as funded by the annual appropriations item for the Florida Education Finance
Program (FEFP); and,

(f) The proration factor, if it is necessary to prorate program earnings to available revenue.

(2) Eligible expenditures as used herein include all school level direct and indirect expenditures of the
general fund exclusive of expenditures for recreational and enrichment programs, community services not
funded under the FEFP, land, land improvement, buildings, and remodeling. Eligible expenditures are
also to include expenditures for food services in the special revenue funds. Eligible expenditures for food
services shall be limited by the amount of state and local tax support for food services.

(3) The identification of cost is based on the dimensions of fund, function, object, and facility. School
level costs are distinguished from district level costs as follows:

(a) School level costs:

1. Salaries and fringe benefits of teachers;

. Salaries and fringe benefits of other instructional personnel;

. Salaries and fringe benefits of substitutes;

. Salaries and fringe benefits of principals and other administrative personnel;
. Salaries and fringe benefits of pupil personnel staff working with pupils;

. Salaries and fringe benefits of other support staff in the school;

. School staff travel,

. Supplies and materials used in the school center;

9. Maintenance for the school;

10. Utilities for the school;

11. Equipment, audio visual materials and library books for the school;

12. Library and audio visual materials, processing and film rentals;

13. Educational television for instructional purposes;

14. Staff training for school level instructional and non-instructional personnel;

15. Data processing for student oriented applications;

16. Curriculum coordinators assigned to the school;

17. School building related insurance;

18. Printing of instructional and other school use materials;

19. Warehousing and distribution of materials used at the school;

20. Transportation costs other than district level administration of the activity;

21. Food service costs other than district level administration of the activity; and,

22. All other costs of a school level nature.

(b) District level costs:

1. Board expense;

2. Salaries and fringe benefits of superintendent and staff;

3. Salaries and fringe benefits of other district staff including subject matter and grade level
coordinators, consultants, or supervisors, as well as the district level supervisors or directors of
transportation, food service, maintenance and operations;
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Appendix A — Rule 6A-1.014, Florida Administrative Code

4. Salaries and fringe benefits of other district support personnel;
5. Travel of district level personnel;

6. Supplies and materials used in district offices;

7. Bonds and general liability insurance;

8. Maintenance for district offices;

9. Utilities for district office;

10. Equipment for district level services; and,

11. All other costs of a district level nature.

Rulemaking Authority 1001.02(1) FS. Law Implemented 1010.20 FS. History—New 7-20-74, Amended 9-
5-74, Repromulgated 12-5-74, Amended 4-14-76, 7-12-77, Formerly 6A-1.14, Amended 6-10-87.
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Appendix B — Local Payroll File for the Program Cost Report System

Local Payroll File for the Program Cost Report System

Summary: This document describes the CSV file that each district needs to produce for uploading to the
Program Cost Report System. This file will be used, along with the student records, to build the SATSY

file.

Audience: Technical staff familiar with the Program Cost Report finance forms and the district’s finance

system.

Field Descriptions:

General Notes:

(Rev 07/16)

The file should ONLY be populated with instructional jobs.

Most software packages will not load the CSV file with leading Os when building
numeric fields with leading Os. Therefore, table 00001 will appear in the file as 1,
with the leading Os stripped out. This will look odd to most of the Program Cost
Report users because they are used to seeing table 1 as 00001. The Program Cost
Report System will insert the leading Os for these fields.

The “Job #” field is VERY important. The job number assigned in the Program Cost
Report is set based on the following criteria: survey and type of student (K-12 and
Adult Ed). It is unlikely that a district’s payroll system will use the same scheme as
the Program Cost Report System for assigning job numbers. When building this
payroll file, you will need to map the local job numbers to match the numbers used
by the Program Cost Report. For instance, most districts will set up their Program
Cost Report to assign Job # 01 to the teacher’s regular K-12 job. “Regular” refers to
the job the teacher had for surveys 2 and 3 instructing K-12 students. In the local
payroll system, this same teacher may have Job # 03 as his/her surveys 2 and 3 K-12
instructional job, or job numbers may not be an element within the local payroll
system.

The Fund, Table and Percentage fields appear three times in the payroll layout below.
All teachers should have at least the first set of Fund, Table and Percentage fields
completed for each record. These fields describe the funding source/table attribution
used to pay a teacher for a given job. A teacher may have multiple funding sources
for a single job and the program provides availability for up to three funding sources.

The three funding percentages should always total 1.00, or 100 percent. For example,
a teacher may have one fund source for 1.00, or there may be three funding sources
split into 0.33, 0.33 and 0.34. The percentages must always equal 1.00.
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Appendix B — Local Payroll File for the Program Cost Report System

Field Number | Field Name Max Size | Format Description
1 District 2 Numeric Number assigned to district by the FDOE.
. . Fiscal year of payroll records. Example: The
2 Fiscal Year 4 Numeric calendar year that spans 2015-16 would be 2016.
It is recommended that you use the local
employee ID instead of the employee SSN. The
3 Employee IDor |, Numeric district must have reported its teacher course
Employee SSN records with the optional local employee ID field
populated.
This is the Program Cost Report Job #, not the
4 Job # ) Numeric district’s local Job #. See Appendix B General
Notes section.
Last Name 20 Alphanumeric | Teacher’s last name.
First Name 15 Alphanumeric | Teacher’s first name.
Middle Initial 1 Alphanumeric | Teacher’s middle initial.
) Valid values: 1 = General Fund or 4 = Special
8 Fund 1 1 Numeric Revenue Fund.
. Attribution table associated with funding source.
9 Table 1 5 Numeric See Appendix B General Notes section.
10 P 1 4 Numeric Percentage of salary associated with Table 1.
ercentage (9.99) 50% = 0.50.
. Valid values: 1 = General Fund, 4 = Special
11 Fund 2 1 Numeric Revenue Fund, or space if not used.
. Attribution table associated with funding source.
12 Table 2 S Numeric See Appendix B General Notes section.
, P 5 4 Numeric Percentage of salary associated with Table 2.
3 ercentage (999) 50% = 0.50.
) Valid values: 1 = General Fund, 4 = Special
14 Fund 3 1 Numeric Revenue Fund, or space if not used.
. Attribution table associated with funding source.
15 Table 3 S Numeric See Appendix B General Notes section.
> P 3 4 Numeric Percentage of salary associated with Table 3.
ereentage (9.99) 50% = 0.50.
17 Salary 6 Numeric Total salary paid for this job.
Numeric This field should be equal to 0 unless for an
18 Hourly Rate 10 (9999.99999) | hourly teacher.
. Number of days worked in Survey 1. Should be
19 Survey 1 Days 3 Numeric set to 0 if hourly rate is specified.
B-2
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Appendix B — Local Payroll File for the Program Cost Report System

20

Survey 2 Days

Numeric

Number of days worked in Survey 2. Should be
set to 0 if hourly rate is specified.

21

Survey 3 Days

Numeric

Number of days worked in Survey 3. Should be
set to 0 if hourly rate is specified.

22

Survey 4 Days

Numeric

Number of days worked in Survey 4. Should be
set to 0 if hourly rate is specified.

23

Primary School
of Instruction

Numeric

The school of instruction is dictated by the
student records reported by the teacher. If a
teacher is listed in this payroll file but does not
have students reported, then the system will use
the school specified here to build a SATSY
record for the teacher without any students
attached. The teacher record will then have to be
researched manually to identify the students.

(Rev 07/16)
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Appendix C — Local Finance File for the Program Cost Report System

Local Finance File for the Program Cost Report System

Summary: This document describes the CSV file that can be used to upload finance data (Forms 4A, 5 and 6) to
the Program Cost Report System. This file is optional; some districts may find it easier to enter the financial data
by hand.

Audience: Technical staff familiar with the Program Cost Report finance forms and the district’s local finance
system.

Field Descriptions:

General Notes:

e The “Control” field described in the following pages is very important. It communicates to the
software where to upload data (form and line). Because each control line represents different
data, each has its own field description table, described later in this document. The valid
control values are:

o 1000 — Form 4A

o 2000 —Form 4A

o 2001 —Form 4A

o 2002 —Form 4A

o 2003 —Form 4A

o 3000 — Form 4A

o 3001 —Form 4A

o 3002 —Form 4A

o 3003 —Form 4A

o 6000 —Form 5

o 6001 —Form 5

o 6002 —Form 5

o 6003 —Form 5

o 7000 —Form 5

o 7xxx — Form 5 (where xxx is a valid FEFP number defined on the Set-up =» FEFP
Program page)

o 8000 - Form 6

e If a duplicate Table/Fund/Control record is encountered, only the first occurrence will be
uploaded.

e Each time the Finance Load program is run to upload this file, it overlays any finance data
currently in the Program Cost Report System. Salaries uploaded to the Form 5, 7xxx control
lines from the School/District Summary report are the only exceptions to this rule.

e Most software packages will not load the CSV file with leading Os when building numeric
fields with leading Os. Table 00001 will appear in the file as 1, with the leading Os removed.
This will look odd to most of the current Program Cost Report users because their AS400 or
mainframe displays the table as 00001. The Program Cost Report System will insert the
leading Os for these fields.

o All records should have all the columns described below in the “Generic Control Data,” even
if the column is left blank. After the Generic Finance Data is described, each control number
will be described.
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All field sizes are shown in tables below as their maximum size.

All dollar amounts are presented as whole numbers and without commas.

The Control 7xxx record contains salary data at the table/school/program level. This field should

only contain teacher aide salaries that will be added by the system to the teacher salaries

produced by SATSY.
Field Number | Field Name | Max Size | Format Description
1 District 2 Numeric Number assigned to district by the FDOE.
. . Fiscal year of finance records. Example: The
2 Fiscal Y 4 N
iseal Teat Hmerie calendar year that spans 2015-16 would be 2016.
3 Control 4 Numeric Corresponds to the Program Cost Report finance
form and row.
4 Table 5 Numeric Attr1but¥0n table associated Wlﬂ.l fund. See
Appendix C General Notes section.
This value must match the fund assigned to the
Set-up =» Table page and it must be one of the
following values:
5 Fund 1 Numeric 1 = General Fund
4 = Special Revenue Fund
(Note: All ARRA fund tables should be assigned
to Fund 4).
6 School 4 Numeric School number as assigned by the FDOE.
7 Amount 1 11 Numeric This field’s value varies based on the control.
8 Amount 2 11 Numeric This field’s value varies based on the control.
9 Amount 3 11 Numeric This field’s value varies based on the control.
10 Amount 4 11 Numeric This field’s value varies based on the control.
11 Amount 5 11 Numeric This field’s value varies based on the control.
12 Amount 6 11 Numeric This field’s value varies based on the control.
13 Amount 7 11 Numeric This field’s value varies based on the control.
. This field is only used with Control 8000 and is
14 AFR Total 11 N
o umerte always the AFR total for the fund.
This field is used only with Controls 1000 and
7000. The field is prepopulated to distribute
15 Percentage 1 Alphanumeric | benefits on a percentage-of-salaries basis. Delete
Method the “P” from both the Control 1000 and 7000
fields to override this methodology and assign
benefits by dollar amount.
Cc-2
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Field Number Field Name Max Size | Format Description

1 District 2 Numeric Number assigned to district by the FDOE.
Fiscal year of finance records. Example:

2 Fiscal Year 4 Numeric The calendar year that spans 2015-16
would be 2016.

3 Control 4 Numeric Value = “1000.”

. Attribution table associated with fund. See

4 Table > Numeric the Appendix C General Notes section.
This value must match the fund assigned to
the Set-up =>» Table page and it must be
one of the following values:

5 Fund 1 Numeric 1 = General Fund
4 = Special Revenue Fund
(Note: All Stimulus (ARRA) fund tables
should be assigned to Fund 4).

6 School N/A N/A Leave field blank.

7 Salaries 11 Numeric Total for table.

8 Benefits 11 Numeric Total for table.

9 Purchased Services | 11 Numeric Total for table.

10 Mater‘lal & 11 Numeric Total for table.
Supplies

11 Other 11 Numeric Total for table.

12 Capital Outlay 11 Numeric Total for table.

13 Amount 7 N/A N/A Leave field blank.

14 AFR Total N/A N/A Leave field blank.

This field is used only with Control 1000
and 7000. The field is prepopulated to
distribute benefits on a percentage-of-

15 Percentage Method | 1 Alphanumeric | salaries basis. Delete the “P” from both the
Control 1000 and 7000 fields to override
this methodology and assign benefits by
dollar amount.
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Field Number Field Name Max Size | Format | Description
1 District 2 Numeric | Number assigned to district by the FDOE.
Fiscal year of finance records. Example: The
2 Fiscal Year 4 Numeric | calendar year that spans 2015-16 would be
2016.
3 Control 4 Numeric | Value =2000.
Attribution table associated with fund. See the
Tabl i
4 able > Numeric Appendix C General Notes section.
This value must match the fund assigned to the
Set-up =» Table page and it must be one of the
following values:
5 Fund 1 Numeric | 1 = General Fund
4 = Special Revenue Fund
(Note: All Stimulus (ARRA) fund tables
should be assigned to Fund 4).
6 School N/A N/A Leave field blank.
. Function 6100 1 Numeric Tot‘al Schoql Indirect Cost not already
attributed directly to a school on Form 5.
8 Function 6200 1 Numeric Tot.al Schoc?l Indirect Cost not already
attributed directly to a school on Form 5.
9 Function 6300 1 Numeric Tot‘al Schoc?l Indirect Cost not already
attributed directly to a school on Form 5.
10 Function 6400 1 Numeric Tot'al Schoql Indirect Cost not already
attributed directly to a school on Form 5.
11 Amount 5 N/A N/A | Leave field blank.
12 Amount 6 N/A N/A | Leave field blank.
13 Amount 7 N/A N/A Leave field blank.
14 AFR Total N/A N/A Leave field blank.
15 Percentage Method | N/A N/A | Leave field blank.
C-4
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Field Number Field Name Max Size | Format | Description
1 District 2 Numeric | Number assigned to district by the FDOE.
Fiscal year of finance records. Example: The
2 Fiscal Year 4 Numeric | calendar year that spans 2015-16 would be
2016.
3 Control Numeric | Value =2001.
4 Table 5 Numeric | Attribution table associated with fund. See the
Appendix C General Notes section.
This value must match the fund assigned to the
Set-up =» Table page and it must be one of the
following values:
5 Fund 1 Numeric | 1 = General Fund
4 = Special Revenue Fund
(Note: All Stimulus (ARRA) fund tables
should be assigned to Fund 4).
6 School N/A N/A Leave field blank.
. Function 6500 1 Numeric Tot‘al Schoql Indirect Cost not already
attributed directly to a school on Form 5.
8 Function 7300 1 Numeric Tot.al Schoc?l Indirect Cost not already
attributed directly to a school on Form 5.
9 Function 7400 1 Numeric Tot‘al Schoc?l Indirect Cost not already
attributed directly to a school on Form 5.
10 Function 7600 1 Numeric Tot'al Schoql Indirect Cost not already
attributed directly to a school on Form 5.
11 Amount 5 N/A N/A | Leave field blank.
12 Amount 6 N/A N/A | Leave field blank.
13 Amount 7 N/A N/A Leave field blank.
14 AFR Total N/A N/A Leave field blank.
15 Percentage Method | N/A N/A | Leave field blank.
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Field Number Field Name Max Size | Format Description
1 District 2 Numeric Number assigned to district by the FDOE.
Fiscal year of finance records. Example: The
2 Fiscal Year 4 Numeric calendar year that spans 2015-16 would be
2016.
3 Control 4 Numeric Value =2002.
Attribution table associated with fund. See the
Tabl N i
4 able > Hmette Appendix C General Notes section.
This value must match the fund assigned to the
Set-up =» Table page and it must be one of the
following values:
5 Fund 1 Numeric 1 = General Fund
4 = Special Revenue Fund
(Note: All Stimulus (ARRA) fund tables
should be assigned to Fund 4).
6 School N/A N/A Leave field Blank.
. Function 7700 1 Numeric Tot‘al Schoql Indirect Cost not already
attributed directly to a school on Form 5.
8 Function 7800 1 Numeric Tot.al Schogl Indirect Cost not already
attributed directly to a school on Form 5.
9 Function 7900 1 Numeric Tot‘al Schoc?l Indirect Cost not already
attributed directly to a school on Form 5.
10 Function 8100 1 Numeric Tot'al Schoql Indirect Cost not already
attributed directly to a school on Form 5.
11 Amount 5 N/A N/A Leave field blank.
12 Amount 6 N/A N/A Leave field blank.
13 Amount 7 N/A N/A Leave field blank.
14 AFR Total N/A N/A Leave field blank.
15 Percentage Method | N/A N/A Leave field blank.
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Field Number Field Name Max Size | Format | Description
1 District 2 Numeric | Number assigned to district by the FDOE.
Fiscal year of finance records. Example: The
2 Fiscal Year 4 Numeric | calendar year that spans 2015-16 would be
2016.
3 Control 4 Numeric | Value =2003.
. Attribution table associated with fund. See the
4 Table > Numeric Appendix C General Notes section.
This value must match the fund assigned to the
Set-up =» Table page and it must be one of the
following values:
5 Fund 1 Numeric | 1= General Fund
4 = Special Revenue Fund
(Note: All Stimulus (ARRA) fund tables
should be assigned to Fund 4).
6 School N/A N/A Leave field blank.
. Function 8200 1 Numeric Tot‘al Schogl Indirect Cost not already
attributed directly to a school on Form 5.
8 Amount 2 N/A N/A | Leave field blank.
9 Amount 3 N/A N/A Leave field blank.
10 Amount 4 N/A N/A | Leave field blank.
11 Amount 5 N/A N/A | Leave field blank.
12 Amount 6 N/A N/A | Leave field blank.
13 Amount 7 N/A N/A Leave field blank.
14 AFR Total N/A N/A Leave field blank.
15 Percentage Method | N/A N/A Leave field blank.
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Appendix C — Local Finance File for the Program Cost Report System

Field Number Field Name Max Size | Format | Description
1 District 2 Numeric | Number assigned to district by the FDOE.
Fiscal year of finance records. Example: The
2 Fiscal Year 4 Numeric | calendar year that spans 2015-16 would be
2016.
3 Control 4 Numeric | Value =3000.
. Attribution table associated with fund. See the
4 Table > Numeric Appendix C General Notes section.
This value must match the fund assigned to the
Set-up =» Table page and it must be one of the
following values:
5 Fund 1 Numeric | 1= General Fund
4 = Special Revenue Fund
(Note: All Stimulus (ARRA) fund tables
should be assigned to Fund 4).
6 School N/A N/A Leave field blank
7 Function 6100 11 Numeric | Total District Indirect Cost.
8 Function 6200 11 Numeric | Total District Indirect Cost.
9 Function 6300 11 Numeric | Total District Indirect Cost.
10 Function 6400 11 Numeric | Total District Indirect Cost.
11 Amount 5 N/A N/A Leave field blank.
12 Amount 6 N/A N/A Leave field blank.
13 Amount 7 N/A N/A Leave field blank.
14 AFR Total N/A N/A Leave field blank.
15 Percentage Method | N/A N/A Leave field blank.
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Appendix C — Local Finance File for the Program Cost Report System

Field Number Field Name Max Size | Format Description
1 District 2 Numeric Number assigned to district by the FDOE.
Fiscal year of finance records. Example: The
2 Fiscal Year 4 Numeric calendar year that spans 2015-16 would be
2016.
3 Control 4 Numeric Value = 3001.
. Attribution table associated with fund. See the
4 Table > Numeric Appendix C General Notes section.
This value must match the fund assigned to the
Set-up =» Table page and it must be one of the
following values:
5 Fund 1 Numeric 1 = General Fund
4 = Special Revenue Fund
(Note: All Stimulus (ARRA) fund tables
should be assigned to Fund 4).
6 School N/A N/A Leave field blank.
7 Function 6500 11 Numeric Total District Indirect Cost.
8 Function 7100 11 Numeric Total District Indirect Cost.
9 Function 7200 11 Numeric Total District Indirect Cost.
10 Function 7400 11 Numeric Total District Indirect Cost.
11 Amount 5 N/A N/A Leave field blank.
12 Amount 6 N/A N/A Leave field blank.
13 Amount 7 N/A N/A Leave field blank.
14 AFR Total N/A N/A Leave field blank.
15 Percentage Method | N/A N/A Leave field blank.
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Appendix C — Local Finance File for the Program Cost Report System

Control 3002
Field Number Field Name Max Size | Format Description
1 District 2 Numeric Number assigned to district by the FDOE.
Fiscal year of finance records. Example: The
2 Fiscal Year 4 Numeric calendar year that spans 2015-16 would be
2016.
3 Control 4 Numeric Value = 3002.
. Attribution table associated with fund. See the
4 Table > Numeric Appendix C General Notes section.
This value must match the fund assigned to the
Set-up =» Table page and it must be one of the
following values:
5 Fund 1 Numeric 1 = General Fund
4 = Special Revenue Fund
(Note: All Stimulus (ARRA) fund tables
should be assigned to Fund 4).
6 School N/A N/A Leave field blank.
7 Function 7500 11 Numeric Total District Indirect Cost.
8 Function 7600 11 Numeric Total District Indirect Cost.
9 Function 7700 11 Numeric Total District Indirect Cost.
10 Function 7800 11 Numeric Total District Indirect Cost.
11 Amount 5 N/A N/A Leave field blank.
12 Amount 6 N/A N/A Leave field blank.
13 Amount 7 N/A N/A Leave field blank.
14 AFR Total N/A N/A Leave field blank.
15 Percentage Method | N/A N/A Leave field blank.
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Appendix C — Local Finance File for the Program Cost Report System

Field Number Field Name Max Size | Format Description
1 District 2 Numeric Number assigned to district by the FDOE.
Fiscal year of finance records. Example: The
2 Fiscal Year 4 Numeric calendar year that spans 2015-16 would be
2016.
3 Control 4 Numeric Value = 3003.
. Attribution table associated with fund. See the
4 Table > Numeric Appendix C General Notes section.
This value must match the fund assigned to the
Set-up =» Table page and it must be one of the
following values:
5 Fund 1 Numeric 1 = General Fund
4 = Special Revenue Fund
(Note: All Stimulus (ARRA) fund tables
should be assigned to Fund 4).
6 School N/A N/A Leave field blank.
7 Function 7900 11 Numeric Total District Indirect Cost.
8 Function 8100 11 Numeric Total District Indirect Cost.
9 Function 8200 11 Numeric Total District Indirect Cost.
10 Amount 4 N/A N/A Leave field blank.
11 Amount 5 N/A N/A Leave field blank.
12 Amount 6 N/A N/A Leave field blank.
13 Amount 7 N/A N/A Leave field blank.
14 AFR Total N/A N/A Leave field blank.
15 Percentage Method | N/A N/A Leave field blank.
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Appendix C — Local Finance File for the Program Cost Report System

Field Number Field Name Max Size | Format Description
1 District 2 Numeric Number assigned to district by the FDOE.
Fiscal year of finance records. Example: The
2 Fiscal Year 4 Numeric calendar year that spans 2015-16 would be
2016.
3 Control 4 Numeric Value = 6000.
. Attribution table associated with fund. See the
4 Table > Numeric Appendix C General Notes section.
This value must match the fund assigned to the
Set-up =» Table page and it must be one of the
following values:
5 Fund 1 Numeric 1 = General Fund
4 = Special Revenue Fund
(Note: All Stimulus (ARRA) fund tables
should be assigned to Fund 4).
6 School 4 Numeric School number as assigned by the FDOE.
7 Function 6100 11 Numeric Total School Indirect Cost.
8 Function 6200 11 Numeric Total School Indirect Cost.
9 Function 6300 11 Numeric Total School Indirect Cost.
10 Function 6400 11 Numeric Total School Indirect Cost.
11 Amount 5 N/A N/A Leave field blank.
12 Amount 6 N/A N/A Leave field blank.
13 Amount 7 N/A N/A Leave field blank.
14 AFR Total N/A N/A Leave field blank.
15 Percentage Method | N/A N/A Leave field blank.
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Appendix C — Local Finance File for the Program Cost Report System

Field Number Field Name Max Size | Format Description
1 District 2 Numeric Number assigned to district by the FDOE.
Fiscal year of finance records. Example: The
2 Fiscal Year 4 Numeric calendar year that spans 2015-16 would be
2016.
3 Control 4 Numeric Value = 6001.
. Attribution table associated with fund. See the
4 Table > Numerie Appendix C General Notes section.
This value must match the fund assigned to the
Set-up =» Table page and it must be one of the
following values:
5 Fund 1 Numeric 1 = General Fund
4 = Special Revenue Fund
(Note: All Stimulus (ARRA) fund tables
should be assigned to Fund 4).
6 School 4 Numeric School number as assigned by the FDOE.
7 Function 6500 11 Numeric Total School Indirect Cost.
8 Function 7300 11 Numeric Total School Indirect Cost.
9 Function 7400 11 Numeric Total School Indirect Cost.
10 Function 7600 11 Numeric Total School Indirect Cost.
11 Amount 5 N/A N/A Leave field blank.
12 Amount 6 N/A N/A Leave field blank.
13 Amount 7 N/A N/A Leave field blank.
14 AFR Total N/A N/A Leave field blank.
15 Percentage Method | N/A N/A Leave field blank.
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Appendix C — Local Finance File for the Program Cost Report System

Field Number Field Name Max Size | Format Description
1 District 2 Numeric Number assigned to district by the FDOE.
Fiscal year of finance records. Example: The
2 Fiscal Year 4 Numeric calendar year that spans 2015-16 would be
2016.
3 Control 4 Numeric Value = 6002.
. Attribution table associated with fund. See the
4 Table > Numeric Appendix C General Notes section.
This value must match the fund assigned to the
Set-up =» Table page and it must be one of the
following values:
5 Fund 1 Numeric 1 = General Fund
4 = Special Revenue Fund
(Note: All Stimulus (ARRA) fund tables
should be assigned to Fund 4).
6 School 4 Numeric School number as assigned by the FDOE.
7 Function 7700 11 Numeric Total School Indirect Cost.
8 Function 7800 11 Numeric Total School Indirect Cost.
9 Function 7900 11 Numeric Total School Indirect Cost.
10 Function 8100 11 Numeric Total School Indirect Cost.
11 Amount 5 N/A N/A Leave field blank.
12 Amount 6 N/A N/A Leave field blank.
13 Amount 7 N/A N/A Leave field blank.
14 AFR Total N/A N/A Leave field blank.
15 Percentage Method | N/A N/A Leave field blank.
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Appendix C — Local Finance File for the Program Cost Report System

Field Number Field Name Max Size | Format Description
1 District 2 Numeric Number assigned to district by the FDOE.
Fiscal year of finance records. Example: The
2 Fiscal Year 4 Numeric calendar year that spans 2015-16 would be
2016.
3 Control 4 Numeric Value = 6003.
. Attribution table associated with fund. See
4 Table > Numerie the Appendix C General Notes section.
This value must match the fund assigned to
the Set-up = Table page and it must be one
of the following values:
5 Fund 1 Numeric 1 = General Fund
4 = Special Revenue Fund
(Note: All Stimulus (ARRA) fund tables
should be assigned to Fund 4).
6 School 4 Numeric School number as assigned by the FDOE.
7 Function 8200 11 Numeric Total School Indirect Cost.
8 Amount 2 N/A N/A Leave field blank.
9 Amount 3 N/A N/A Leave field blank.
10 Amount 4 N/A N/A Leave field blank.
11 Amount 5 N/A N/A Leave field blank.
12 Amount 6 N/A N/A Leave field blank.
13 Amount 7 N/A N/A Leave field blank.
14 AFR Total N/A N/A Leave field blank.
15 Percentage Method | N/A N/A Leave field blank.
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Appendix C — Local Finance File for the Program Cost Report System

Field Number Field Name Max Size | Format Description
1 District 2 Numeric Number assigned to district by the FDOE.
Fiscal year of finance records. Example: The
2 Fiscal Year 4 Numeric calendar year that spans 2015-16 would be
2016.
3 Control 4 Numeric Value = 7000.
. Attribution table associated with fund. See
4 Table > Numerie the Appendix C General Notes section.
This value must match the fund assigned to
the Set-up = Table page and it must be one
of the following values:
5 Fund 1 Numeric 1 = General Fund
4 = Special Revenue Fund
(Note: All Stimulus (ARRA) fund tables
should be assigned to Fund 4).
6 School 4 Numeric School number as assigned by the FDOE.
7 Salaries 11 Numeric Total for table and school.
8 Benefits 11 Numeric Total for table and school.
9 Purchased Services | 11 Numeric Total for table and school.
10 Materllal & 11 Numeric Total for table and school.
Supplies
11 Other 11 Numeric Total for table and school.
12 Capital Outlay 11 Numeric Total for table and school.
13 Amount 7 N/A N/A Leave field blank.
14 AFR Total N/A N/A Leave field blank.
This field is prepopulated to distribute
benefits on a percentage-of-salaries basis as
. | determined by Form 4A. This field should be
15 Percentage Method | 1 Alphanumeric left blank, exzept when the district has
determined that a specific benefits amount is
required.
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Appendix C — Local Finance File for the Program Cost Report System

Field Number Field Name Max Size | Format Description
1 District 2 Numeric Number assigned to district by the FDOE.
Fiscal year of finance records. Example: The
2 Fiscal Year 4 Numeric calendar year that spans 2015-16 would be
2016.
3 Control 4 Numeric Value = 7xxx, where xxx is a valid FEFP
program number.
4 Table 5 Numeric Attribut?on table associated Wit}.l fund. See the
Appendix C General Notes section.
This value must match the fund assigned to
the Set-up =>» Table page and it must be one
of the following values:
5 Fund 1 Numeric 1 = General Fund
4 = Special Revenue Fund
(Note: All Stimulus (ARRA) fund tables
should be assigned to Fund 4).
6 School 4 Numeric School number as assigned by the FDOE.
*NOTE: Teacher aides only!! Object 150.
. Salaries 1 Numeric Teacher salaries coming from SATSY will
already be loaded by School/District
Summary report.
8 Benefits 11 Numeric Total for table, school and program.
9 Purchased Services | 11 Numeric Total for table, school and program.
10 Mater‘lal & 11 Numeric Total for table, school and program.
Supplies
11 Other 11 Numeric Total for table, school and program.
12 Capital Outlay 11 Numeric Total for table, school and program.
13 Amount 7 N/A N/A Leave field blank.
14 AFR Total N/A N/A Leave field blank.
15 Percentage Method | N/A N/A Leave field blank.
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Appendix C — Local Finance File for the Program Cost Report System

Field Number Field Name Max Size | Format Description
1 District 2 Numeric Number assigned to district by the FDOE.
Fiscal year of finance records. Example: The
2 Fiscal Year 4 Numeric calendar year that spans 2015-16 would be
2016.
3 Control 4 Numeric Value = 8000.
4 Table N/A N/A Leave field blank.
This value must match the fund assigned to
the Set-up = Table page and it must be one
of the following values:
. 1 = General Fund
S Fund ! Numeric 4 = Special Revenue Fund
6 = Targeted ARRA Stimulus Fund
7 = Other ARRA Stimulus Grants
8 = Race to the Top
6 School N/A N/A Leave field blank.
7 Other Instructional 11 Numeric Total for fund.
8 Pre-Kindergarten 11 Numeric Total for fund.
9 IC\II:;:;OO%Z?;: y 11 Numeric Total for fund.
10 Com@umty 11 Numeric Total for fund.
Service
11 Debt Service 11 Numeric Total for fund.
12 Federal Indirect 11 Numeric Total for fund.
13 Charter Schools 11 Numeric Total for fund.
14 AFR Total 11 Numeric Total for fund.
15 Percentage Method | N/A N/A Leave field blank.
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Appendix D — Charter School File Specifications

Charter School File Specifications

Summary: This section of the manual describes the CSV file that can be used to upload Charter School
Financial Data (Form 7) to the Program Cost Report System. This file is optional; districts may find it
easier to enter the charter school data manually.

Audience: Technical staff familiar with the Program Cost Report finance forms and the district’s local

finance system.

Field Descriptions:

General Notes:

e The Control field described in the following pages is important. It tells the
software where to load the data (form and line). Each Control Line represents
different data and each has its own field description table, shown later in this
document. The valid Control values are:

o

o

o

4000 — Form 7 School Indirect Cost
4001 — Form 7 School Indirect Cost
4002 — Form 7 School Indirect Cost
4003 — Form 7 School Indirect Cost

5xxx — Form 7 Program Direct & Indirect Cost (where xxx is a
valid FEFP number defined on the Set-up > FEFP Program

page)

e If a duplicate Fund/Control record is encountered, only the first occurrence will

be loaded.

e Fach time the Charter Load program is run to load this file, it overlays any
charter data currently in the Program Cost Report.

e Most software packages will not load the CSV file with leading Os when building
numeric fields with leading 0s. Table 00001 will appear in the file as 1, with the
leading Os removed. This will look odd to most of the Program Cost Report users
because their AS400 or mainframe displays table 1 as 00001. The Program Cost
Report System will insert the leading Os for these fields.

o All records should have all the columns described below in the “Generic Control
Data,” even if the column is blank. After the Generic Finance Data is described,
each Control number will be described.

o All field sizes are shown in the tables below as their maximum size.

e All dollar amounts are presented as whole numbers and without commas.
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Appendix D — Charter School File Specifications

Max
Field Number |Field Name Si Format Description
ize
Fiscal year of finance records. Example: The
Fiscal Year 4 Numeric calendar year that spans 2015-16 would be

2016.

This value must be one of the following values:
1 = General Fund

4 = Special Revenue Fund

4 Fund 1 Numeric 6 = Targeted ARRA Stimulus Fund

7 = Other ARRA Stimulus Grants

8 = Race to the Top

6 Amount 1 11 Numeric This field’s value varies based on the control.

8 Amount 3 11 Numeric This field’s value varies based on the control.

10 Amount 5 11 Numeric This field’s value varies based on the control.

12 Amount 7 11 Numeric This field’s value varies based on the control.
D-2
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Appendix D — Charter School File Specifications

Max

Field Number | Field Name Si Format Description
ize
5 Fiscal Year 4 Numeric Fiscal year of finance records. Example: The
calendar year that spans 2015-16 would be
2016.
This value must be one of the following values:
1 = General Fund
. 4 = Special Revenue Fund
4 Fund ! Numeric 6 = Targeted ARRA Stimulus Fund
7 = Other ARRA Stimulus Grants
8 = Race to the Top
6 Function 6100 | 11 Numeric Total School Indirect Cost.
8 Function 6300 | 11 Numeric Total School Indirect Cost.
10 Amount 5 N/A N/A Leave field blank.
12 Amount 7 N/A N/A Leave field blank.
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Appendix D — Charter School File Specifications

Max
Field Number | Field Name Si Format Description
ize
Fiscal year of finance records. Example: The
2 Fiscal Year 4 Numeric calendar year that spans 2015-16 would be
2016.
This value must be one of the following values:
1 = General Fund
. 4 = Special Revenue Fund
Fund 1 N
4 un Hmerte 6 = Targeted ARRA Stimulus Fund
7 = Other ARRA Stimulus Grants
8 = Race to the Top
6 Function 6500 11 Numeric Total School Indirect Cost.
8 Function 7200 11 Numeric Total School Indirect Cost.
10 Amount 5 N/A N/A Leave field blank.
12 Amount 7 N/A N/A Leave field blank.
D-4
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Appendix D — Charter School File Specifications

Max

Field Number | Field Name Si Format Description
ize
Fiscal year of finance records. Example: The
2 Fiscal Year 4 Numeric calendar year that spans 2015-16 would be
2016.
This value must be one of the following values:
1 = General Fund
. 4 = Special Revenue Fund
4 Fund ! Numeric 6 = Targeted ARRA Stimulus Fund
7 = Other ARRA Stimulus Grants
8 = Race to the Top
6 Function 7400 11 Numeric Total School Indirect Cost.
8 Function 7600 11 Numeric Total School Indirect Cost.
10 Amount 5 N/A N/A Leave field blank.
12 Amount 7 N/A N/A Leave field blank.
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Appendix D — Charter School File Specifications

Max

Field Number | Field Name Si Format Description
ize
Fiscal year of finance records. Example: The
2 Fiscal Year 4 Numeric calendar year that spans 2015-16 would be
2016.
This value must be one of the following values:
1 = General Fund
. 4 = Special Revenue Fund
4 Fund ! Numeric 6 = Targeted ARRA Stimulus Fund
7 = Other ARRA Stimulus Grants
8 = Race to the Top
6 Function 7800 11 Numeric Total School Indirect Cost.
8 Function 8100 11 Numeric Total School Indirect Cost.
10 Amount 5 N/A N/A Leave field blank.
12 Amount 7 N/A N/A Leave field blank.
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Appendix D — Charter School File Specifications

Max
Field Number | Field Name Si Format Description
ize
Fiscal year of finance records. Example: The
2 Fiscal Year 4 Numeric calendar year that spans 2015-16 would be
2016.
This value must be one of the following values:
1 = General Fund
. 4 = Special Revenue Fund
F 1 N
4 und Hmerte 6 = Targeted ARRA Stimulus Fund
7 = Other ARRA Stimulus Grants
8 = Race to the Top
6 Salaries 11 Numeric Total for school and program.
Purchased
8 urc. ase 11 Numeric Total for school and program.
Services
10 Other 11 Numeric Total for school and program.
School :
12 N .00 11 Numeric Total for school and program.
Indirect
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(Rev. 07/16)




	Structure Bookmarks
	 
	 
	Figure
	 
	 
	 
	 
	InlineShape

	Program Cost Report System  
	(Version 2.0)  
	 
	 
	2016 User’s Guide  
	 
	 
	Telephone Support:   850-245-0405 
	 
	   
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	PAGE INTENTIONALLY LEFT BLANK 
	Contents 
	Preface   
	Introduction  . . . . . . . .   1 
	Overview 
	Salary Attribution Base System (SATSY) . . . .   1 
	Attribution Tables  . . . . . . .   2 
	Cost Distribution  . . . . . . .   2 
	Features . . . . . . . . .   2 
	Minimum Hardware Requirements  . . . .   3 
	Minimum Software Requirements  . . . .   3 
	Web Page Use and Navigation 
	 Program Cost Report Status Page . . . . .   4 
	Query Web Pages . . . . . . . .   5 
	 Page Navigation  . . . . . . .   6 
	 Input Web Pages  . . . . . . .   7 
	Upload Web Pages  . . . . . . .   8 
	 Process/Report Web Pages . . . . .  . 10 
	 Report Manager  . . . . . . . 11 
	Administration Setup 
	 Install Options . . . . . . . .  13 
	 School Query . . . . . . . .   14 
	 Table Query  . . . . . . . .      15 
	 Report Sequence Query . . . . . .      . 16 
	 Florida Education Finance Program (FEFP)  
	  (and Workforce Development)  . . . . 17 
	Setup Reports . . . . . . . .      18 
	Data Requirements for SATSY 
	 SATSY Upload . . . . . . . .      19 
	Phase 1 – SATSY 
	 SATSY Processes and Reports . . . . .     . 21 
	Edit Payroll File – Step 1 . . . . . .      . 21 
	 Create SATSY Work File – Step 2 . . . . .      22 
	 
	Contents 
	 
	Create SATSY Work File Workforce Development Information Services  
	(WDIS) – Step 3 . . . . .  . .  23 
	Process Space from FISH – Step 4 . . . . .  23 
	 Process Space from Model – Step 5 . . . . . 24 
	 Convert Work File to SATSY – Step 6 . . . . 24 
	Load Payroll Data –Step 7 . . . . . . 26 
	 Payroll to SATSY Comparison – Step 8 . . . . 26 
	 WDIS SATSY Cleanup – Step 9 . . . . . 27 
	 Staff Data Edit – Step 10  . . . . . . 28 
	 SATSY Input . . . . . . . . 30 
	 Employee Profile Edit – Step 11 . . . . . 31 
	School District Summary – Step 12 . . . . . 32 
	Attribution . . . . . . . . . 34 
	Load K-12 Student FTE – Step 13 . . . . . 34 
	Load WDIS Student FTE – Step 14 . . . . . 35 
	 Attribution Base Edit – Step 15 . . . . .  . 36 
	 Attribution Factors  . . . . . . . 37 
	Phase 2 - Cost Distribution 
	Cost Distribution Upload  . . . . . . 38 
	Cost Distribution Processes and Reports . . . . 38 
	School/Program Table Input – Step 1 . . . .  . 39 
	Entering Attribution Tables . . . . . . 40 
	Create School/Program Table – Step 2  . . . . 42 
	School/Program Table Report – Step 3 . . . . 42 
	Edit/Load Finance File – Step 4  . . . . . 43 
	Form 4A . . . . . . . . . 45 
	Form 5 . . . . . . . . .  47 
	Control 7000 Descriptions . . . . . . 48 
	Form 6 . . . . . . . . .  49 
	Form 7 . . . . . . . . . 50 
	Summary of Input Data - Step 5  . . . . .  51 
	Cost Data Edit –Step 6 . . . . . . . 51 
	Cost Calculator – Step 7 . . . . . . . 52 
	Cost Table Report – Step 8 . . . . . . 53 
	Functional Accounting – Step 9  . . . . . 53 
	PC 3 and PC 4 Report – Step 10 . . . . . 54 
	 
	Contents 
	 
	Cost as a Percentage of Revenue Report (CAPOR) – Step 11 . 55 
	Cost Analysis – Step 12 . . . . . . . 56 
	Edit/Load Charter School Data – Step 13 . . . . 57 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	PAGE INTENTIONALLY LEFT BLANK 
	 
	 
	 
	 
	Appendices 
	 
	Rule 6A-1.014, Florida Administrative Code  . . . . A-1 
	 
	Local Payroll File for the Program Cost Report System . . . B-1 
	 
	Local Finance File for the Program Cost Report System . . . C-1 
	 
	Charter School File Specifications . . . . . . D-1 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	PAGE INTENTIONALLY LEFT BLANK 
	 
	Preface    
	 
	Introduction 
	 
	The Florida Department of Education (FDOE) makes this revised Program Cost Report System 2016 User’s Guide available to school districts for use in meeting program cost reporting requirements of section 1010.20, Florida Statutes (F.S.). Cost data generated by the school districts are used to meet other statutory requirements as well, including those in section 1010.21, F.S., Indirect costs; section 1010.215, F.S., Educational funding accountability; and section 1011.69, F.S., Equity in School-Level Funding 
	 
	The statutory requirements for program cost reporting are explained in Financial and Program Cost Reporting for Florida Schools (Red Book), Chapter 5, and in rule 6A-1.001, Florida Administrative Code (F.A.C). In addition, rule 6A-1.014, F.A.C., governs classification of costs (see Appendix A). 
	 
	The steps described in this manual correspond to the steps identified in the Program Cost Report System’s Process/Report tabs. 
	 
	 
	Overview 
	 
	The Program Cost Report System includes two phases:  Phase I – Salary Attribution Base System and Phase II – Cost Distribution. 
	 
	Salary Attribution Base System (SATSY) 
	 
	SATSY attributes teacher salaries to programs; computes the full-time equivalent (FTE) staff positions; and calculates time/space factors, by program, when assignment data (by period, annual salary data and days worked or hourly pay rates) are entered using teacher records, student records and payroll data. 
	 
	Attribution Tables 
	 
	The attribution factors (FTE students, staff and space) of all programs are used in the attribution tables to determine indirect costs for both school-level and district-level expenditures. Because these factors are not appropriate for reporting costs that are limited to certain schools and programs (Title I projects, Exceptional Student Education (ESE) projects, etc.), additional tables must be created.  
	Cost Distribution 
	 
	The school/program table establishes the schools and programs within each school for attribution factor assignment, which is used in cost allocation. Calculations for each attribution factor are handled identically. District indirect costs applicable to all programs are distributed to all programs. Indirect costs applicable only to one program or to a subset of programs are distributed only to such program(s) through dedicated use of a school/program table. 
	Features 
	 
	The Program Cost Report System (Version 2.0) is designed for use on servers rather than mainframe computers. The system mirrors the previous system, using the same data and creating similar reports. District information services personnel will need to use Appendices B and C to build interface formats of teacher payroll and year-end finance files. 
	 
	 
	The Program Cost Report System features include: 
	 
	 Web-based system 
	 Web-based system 
	 Web-based system 

	 Graphic user interface techniques 
	 Graphic user interface techniques 

	 Integrated modular presentation  
	 Integrated modular presentation  

	 Platform independence 
	 Platform independence 

	 Plain-language error and warning messages 
	 Plain-language error and warning messages 

	 Improved data file uploading 
	 Improved data file uploading 

	 Capability for file data extraction and import to Microsoft Excel 
	 Capability for file data extraction and import to Microsoft Excel 

	 Hyperlinked fields to allow access to input screens for modification 
	 Hyperlinked fields to allow access to input screens for modification 

	 Query data sort capability by column headers 
	 Query data sort capability by column headers 


	 
	 
	 
	 
	 
	 
	 
	 
	Minimum Hardware Requirements 
	 
	● Server:  Dual or quad core processor of at least 2.00 Gigahertz (GHz) (example:  Intel Xeon E5430 4 core 2.66 GHz processor) 
	● Server:  Dual or quad core processor of at least 2.00 Gigahertz (GHz) (example:  Intel Xeon E5430 4 core 2.66 GHz processor) 
	● Server:  Dual or quad core processor of at least 2.00 Gigahertz (GHz) (example:  Intel Xeon E5430 4 core 2.66 GHz processor) 

	● 2-4 Gigabyte (GB) memory for the software plus whatever is required for the Server Operating System (OS). Windows 7 usually requires at least 2 GB of memory and a Linux OS usually requires less. For a Windows server, the minimum memory required is 4-6 GB. 
	● 2-4 Gigabyte (GB) memory for the software plus whatever is required for the Server Operating System (OS). Windows 7 usually requires at least 2 GB of memory and a Linux OS usually requires less. For a Windows server, the minimum memory required is 4-6 GB. 

	● 200+ GB of disk spaces 
	● 200+ GB of disk spaces 


	 
	Note:  Some districts may want to run the database and web application servers on separate hardware. If so, two servers with the specifications described above are required. Small to medium-sized districts can run the whole system on one server, especially if it is only going to be accessed by three to five users. 
	 
	 
	 
	Minimum Software Requirements 
	 
	 Client Browser Support – Chrome, Safari, Internet Explorer 7+ 
	 Client Browser Support – Chrome, Safari, Internet Explorer 7+ 
	 Client Browser Support – Chrome, Safari, Internet Explorer 7+ 

	 Java – Oracle Java 8 or newer 
	 Java – Oracle Java 8 or newer 

	 Web Application/Server – Apache Tomcat 8 or newer 
	 Web Application/Server – Apache Tomcat 8 or newer 

	 Database – MySQL 5.1 or newer 
	 Database – MySQL 5.1 or newer 


	Web Page Use and Navigation 
	 
	The Program Cost Report System has been developed as an integrated modular approach, with five functional areas defined as: 
	 
	 SATSY 
	 SATSY 
	 SATSY 

	 Cost Distribution 
	 Cost Distribution 

	 Set-up 
	 Set-up 

	 Progress and  
	 Progress and  

	 Report Manager 
	 Report Manager 


	  Within each functional area, embedded web pages consist of four types: 
	 
	 Query 
	 Query 
	 Query 

	 Input 
	 Input 

	 Upload 
	 Upload 

	 Process / Report 
	 Process / Report 


	 
	 
	Program Cost Report Status Page 
	 
	The Program Cost Report Status page has been developed to assist district staff in tracking their progress in completing the Program Cost Report. This will be the opening page, after log-in, each time the Program Cost Report software is accessed. The page display has been divided into the two system phases and the required steps within each phase. When each step is completed, the software will automatically update the Program Cost Report Status page by inserting a green checkmark next to each step number, i
	 
	If the data is revised after a step has been completed, the software will automatically update this page by removing the checkmarks from the processing point that requires action. 
	 
	 
	 
	 
	 
	Screen Shot Query Web Pages 

	 
	 
	 
	Query Web Pages 
	 
	The Query Web pages for the Program Cost Report allow the district to search for data in the Program Cost Report System. SATSY is Phase I of the Program Cost Report System. SATSY uses the K-12 student record surveys and the Workforce student record surveys, along with district payroll records for classroom teachers, to identify most teachers with schools and programs served. The system provides for entry of information for teachers not reported through surveys (e.g., co-teachers, resource teachers, team tea
	 
	 
	Screen Shot Page Navigation

	 
	 
	Page Navigation 
	 
	 Page Control Toolbar – This line contains the functional area tabs on the left-hand side and page controls on the right-hand side.  
	 Page Control Toolbar – This line contains the functional area tabs on the left-hand side and page controls on the right-hand side.  
	 Page Control Toolbar – This line contains the functional area tabs on the left-hand side and page controls on the right-hand side.  

	o Report Manager links to the Report Manager page to enable user to view and print reports.     
	o Report Manager links to the Report Manager page to enable user to view and print reports.     
	o Report Manager links to the Report Manager page to enable user to view and print reports.     

	o Logout logs off the system.  
	o Logout logs off the system.  


	 Add New Record – To add a new record, select the “Add new Record” hyperlink located in the upper right-hand corner of the screen and this will link you to the associated data entry page. 
	 Add New Record – To add a new record, select the “Add new Record” hyperlink located in the upper right-hand corner of the screen and this will link you to the associated data entry page. 

	● Show # entries – The dropdown control box on the upper left-hand side of the page controls the number of entries displayed per page - 10, 25, 50 or 100. Select the dropdown box and select the number of entries you would like to display. 
	● Show # entries – The dropdown control box on the upper left-hand side of the page controls the number of entries displayed per page - 10, 25, 50 or 100. Select the dropdown box and select the number of entries you would like to display. 

	● Search all columns – The “Search all columns” search box provides a generic search capability. The box is used to enter information that can be searched for across all of the columns on the query page. 
	● Search all columns – The “Search all columns” search box provides a generic search capability. The box is used to enter information that can be searched for across all of the columns on the query page. 

	● Comma-Separated Values (CSV) button – Select the “CSV” button located on the upper right-hand side of the screen to create a CSV-delimited file based on whatever search criteria were used on the query page. An Excel pop-up window will be displayed to allow analysis and to save the file.   
	● Comma-Separated Values (CSV) button – Select the “CSV” button located on the upper right-hand side of the screen to create a CSV-delimited file based on whatever search criteria were used on the query page. An Excel pop-up window will be displayed to allow analysis and to save the file.   

	● Column Sort – The query page may be sorted by any column that appears in the window. This is a new feature of the system. Columns of data may be sorted in ascending or descending order by selecting the column heading.  
	● Column Sort – The query page may be sorted by any column that appears in the window. This is a new feature of the system. Columns of data may be sorted in ascending or descending order by selecting the column heading.  

	● Column search – Each individual column may be searched using the search boxes at the bottom of each column.  
	● Column search – Each individual column may be searched using the search boxes at the bottom of each column.  

	● Detail data – To view detail data, click on the column data hyperlink on the query page. 
	● Detail data – To view detail data, click on the column data hyperlink on the query page. 


	Input Web Pages 
	 
	The Input Web pages allow users to enter and update records. 
	 
	 
	 
	 
	Screen Shot SATSY Input

	 
	 
	● Return to Search links back to the query screen. 
	● Return to Search links back to the query screen. 
	● Return to Search links back to the query screen. 

	● Add a New Record displays a blank page for data entry.  
	● Add a New Record displays a blank page for data entry.  

	● Previous Record and Next Record allow scrolling through data records.  
	● Previous Record and Next Record allow scrolling through data records.  

	● Data Entry – There are two types of data entry boxes:   
	● Data Entry – There are two types of data entry boxes:   

	○ Dropdown boxes allow user to select data by identifying the desired item in a dropdown list.  
	○ Dropdown boxes allow user to select data by identifying the desired item in a dropdown list.  
	○ Dropdown boxes allow user to select data by identifying the desired item in a dropdown list.  

	○ Text boxes allow user to type text directly into the box. 
	○ Text boxes allow user to type text directly into the box. 


	● Row Data Entry – To add a new record, select the “Click to add a new row” link.  
	● Row Data Entry – To add a new record, select the “Click to add a new row” link.  

	● Save – To save the data keyed, select the “Save” button in the upper right-hand corner of the page. *IMPORTANT:  Be sure to always activate this button to save data. 
	● Save – To save the data keyed, select the “Save” button in the upper right-hand corner of the page. *IMPORTANT:  Be sure to always activate this button to save data. 


	● Delete – To delete a record, select the “Delete” option in the upper right-hand corner of the page. A pop-up window will appear asking, “Are you sure? Yes or No.” Select “Yes” to proceed or “No” to cancel. 
	● Delete – To delete a record, select the “Delete” option in the upper right-hand corner of the page. A pop-up window will appear asking, “Are you sure? Yes or No.” Select “Yes” to proceed or “No” to cancel. 
	● Delete – To delete a record, select the “Delete” option in the upper right-hand corner of the page. A pop-up window will appear asking, “Are you sure? Yes or No.” Select “Yes” to proceed or “No” to cancel. 

	● Cancel – The “Cancel“ option takes the user back to the query page without saving any updates made since the last time the “Save” button was activated.  
	● Cancel – The “Cancel“ option takes the user back to the query page without saving any updates made since the last time the “Save” button was activated.  

	● Row navigation – Navigation buttons are located on the bottom right-hand side of the page and consist of:   
	● Row navigation – Navigation buttons are located on the bottom right-hand side of the page and consist of:   

	○ First displays the first record on the first page.  
	○ First displays the first record on the first page.  
	○ First displays the first record on the first page.  

	○ Previous displays the first record on the previous page.  
	○ Previous displays the first record on the previous page.  

	○ Page numbers display the first record on a specific page number.  
	○ Page numbers display the first record on a specific page number.  

	○ Next displays the next page.  
	○ Next displays the next page.  

	○ Last displays the last record on the page. 
	○ Last displays the last record on the page. 



	 
	 
	Upload Web Pages 
	 
	The Upload Web pages allow for file uploads necessary for Program Cost Report processing. 
	 
	 
	 
	 
	Screen Shot of SATSY Upload

	The data required to run the Program Cost Report is derived primarily from two sources: FDOE and the district’s local database. The following data files are required for the Program Cost Report: 
	 
	(1) Student records prepared by the district and submitted to the FDOE for K-12 student funding using reported FTE student data. The head counts from these files are only used for Steps 1 - 12 of SATSY processing. 
	(1) Student records prepared by the district and submitted to the FDOE for K-12 student funding using reported FTE student data. The head counts from these files are only used for Steps 1 - 12 of SATSY processing. 
	(1) Student records prepared by the district and submitted to the FDOE for K-12 student funding using reported FTE student data. The head counts from these files are only used for Steps 1 - 12 of SATSY processing. 


	 
	(2) Student records prepared by the FDOE for K-12 student funding using recalibrated FTE student data. These files should replace the reported files used once districts have completed Step 12 of SATSY processing and are used from Step 13 on SATSY in processing. 
	(2) Student records prepared by the FDOE for K-12 student funding using recalibrated FTE student data. These files should replace the reported files used once districts have completed Step 12 of SATSY processing and are used from Step 13 on SATSY in processing. 
	(2) Student records prepared by the FDOE for K-12 student funding using recalibrated FTE student data. These files should replace the reported files used once districts have completed Step 12 of SATSY processing and are used from Step 13 on SATSY in processing. 


	 
	(3) Student records prepared by the district and submitted to FDOE for adult programs (Workforce Development Information Services [WDIS] surveys). 
	(3) Student records prepared by the district and submitted to FDOE for adult programs (Workforce Development Information Services [WDIS] surveys). 
	(3) Student records prepared by the district and submitted to FDOE for adult programs (Workforce Development Information Services [WDIS] surveys). 


	 
	(4) District payroll data for classroom teachers (see file format in Appendix B). 
	(4) District payroll data for classroom teachers (see file format in Appendix B). 
	(4) District payroll data for classroom teachers (see file format in Appendix B). 

	(5) District finance file (see file format in Appendix C). 
	(5) District finance file (see file format in Appendix C). 

	(6) Florida Inventory of School Houses (FISH) file for classroom spaces. 
	(6) Florida Inventory of School Houses (FISH) file for classroom spaces. 

	(7) Program revenue file furnished by FDOE for use in Cost as a Percentage of Revenue Report (CAPOR) analysis report. 
	(7) Program revenue file furnished by FDOE for use in Cost as a Percentage of Revenue Report (CAPOR) analysis report. 


	 
	The local data files may require modifications by the district’s IT staff as outlined in Appendices B and C and the Program Cost Report System Manual (Version 2.0) 2016 Technical Documentation. Once the files are ready to be uploaded, use the “Select File” option to locate the desired file. A pop-up window will be displayed for local file navigation. Select the appropriate file and click “Upload.” A percentage field will appear that allows the file upload to be monitored. The file upload is complete when th
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	Process/Report Web Pages 
	 
	The Process/Report web pages allow the district to customize reports through use of filters and sorting and processing mode options. 
	 
	 
	 
	 
	Screenshot of SATSY Process and Reports page 

	 
	 
	● Filters limit the data that appears on a report or in a file based on specific user-defined criteria. Check boxes allow users to identify specific detail. Text boxes enable user to filter specific schools, programs or tables to appear on a report. The errors-only check box will produce a report that contains only those records with errors. 
	● Filters limit the data that appears on a report or in a file based on specific user-defined criteria. Check boxes allow users to identify specific detail. Text boxes enable user to filter specific schools, programs or tables to appear on a report. The errors-only check box will produce a report that contains only those records with errors. 
	● Filters limit the data that appears on a report or in a file based on specific user-defined criteria. Check boxes allow users to identify specific detail. Text boxes enable user to filter specific schools, programs or tables to appear on a report. The errors-only check box will produce a report that contains only those records with errors. 

	● Sort by allows report to be sorted by specific user-defined criteria. 
	● Sort by allows report to be sorted by specific user-defined criteria. 

	● Process Options may be used to determine program processing in either edit or post mode and to determine whether reports should contain detailed error messages.  
	● Process Options may be used to determine program processing in either edit or post mode and to determine whether reports should contain detailed error messages.  

	● CSV Output Options allow exported CSV file reports to be downloaded for comparison with the Employee Profile and Attribution Base Edit reports. 
	● CSV Output Options allow exported CSV file reports to be downloaded for comparison with the Employee Profile and Attribution Base Edit reports. 


	Note:  Selecting detailed error messages will lengthen the report. Detailed error reports should be viewed online prior to printing. 
	To run the report, select the “Submit” button. Under each Submit button is the run time of the last submission of this report, which lets the user know how long it should take for the program to run.  
	 
	 
	Report Manager  
	 
	The Report Manager enables the user to view and manage reports. 
	 
	 
	 
	 
	Screenshot of Report Manager 

	 
	 
	● Show # entries – The dropdown control box on the upper left-hand side of the page (“Show # entries”) controls the number of entries displayed per page - 10, 25, 50 or 100.  
	● Show # entries – The dropdown control box on the upper left-hand side of the page (“Show # entries”) controls the number of entries displayed per page - 10, 25, 50 or 100.  
	● Show # entries – The dropdown control box on the upper left-hand side of the page (“Show # entries”) controls the number of entries displayed per page - 10, 25, 50 or 100.  

	● Search all columns – The “Search all columns” box provides a generic search capability. The box is used to enter information that can be searched for across all of the columns on the “Report Manager” page. 
	● Search all columns – The “Search all columns” box provides a generic search capability. The box is used to enter information that can be searched for across all of the columns on the “Report Manager” page. 

	● View Report – To view report detail, click on the column data link. The report will appear in your browser where you may use your browser options to navigate and/or print the report. Once done viewing a report, use the browser back button to return to the “Report Manager” page. 
	● View Report – To view report detail, click on the column data link. The report will appear in your browser where you may use your browser options to navigate and/or print the report. Once done viewing a report, use the browser back button to return to the “Report Manager” page. 

	● Return (backward arrow) – The return option links you back to the “Process/Report” page that was used to run the particular process or report. 
	● Return (backward arrow) – The return option links you back to the “Process/Report” page that was used to run the particular process or report. 

	● Column Sort – The report page may be sorted by any column that appears in the window. Simply click on the heading of the column that you wish to sort and it will sort from A to Z. Click the heading again and it will sort in reverse order from Z to A. 
	● Column Sort – The report page may be sorted by any column that appears in the window. Simply click on the heading of the column that you wish to sort and it will sort from A to Z. Click the heading again and it will sort in reverse order from Z to A. 

	● Column search – Each individual column may be searched using the search boxes at the bottom of each column.  
	● Column search – Each individual column may be searched using the search boxes at the bottom of each column.  


	● Row navigation – The navigation buttons are on the far right-hand side at the bottom of the page. The “First” button displays the first record on the top row. The “Previous” button takes you back to the previous page. The “Page Number” buttons take you to specific pages. The “Next” button takes you to the next page. The “Last” button takes you to the last page.  
	● Row navigation – The navigation buttons are on the far right-hand side at the bottom of the page. The “First” button displays the first record on the top row. The “Previous” button takes you back to the previous page. The “Page Number” buttons take you to specific pages. The “Next” button takes you to the next page. The “Last” button takes you to the last page.  
	● Row navigation – The navigation buttons are on the far right-hand side at the bottom of the page. The “First” button displays the first record on the top row. The “Previous” button takes you back to the previous page. The “Page Number” buttons take you to specific pages. The “Next” button takes you to the next page. The “Last” button takes you to the last page.  


	Administration Setup 
	Install Options 
	 
	Install options are used to set system-wide defaults. The values shown in the illustration are generally appropriate for all districts; however, this set-up screen allows for adjustments. 
	 
	 
	 
	 
	Screenshot of Administration Setup

	 
	 
	 
	 Reporting Defaults determine whether the reports will be stored in HyperText Markup Language (HTML) or Portable Document Format (PDF).  
	 Reporting Defaults determine whether the reports will be stored in HyperText Markup Language (HTML) or Portable Document Format (PDF).  
	 Reporting Defaults determine whether the reports will be stored in HyperText Markup Language (HTML) or Portable Document Format (PDF).  

	 Max Pages per Report sets the maximum number of pages before a report will be split into sections, known as blocks.  
	 Max Pages per Report sets the maximum number of pages before a report will be split into sections, known as blocks.  

	 SATSY Salary Range – The “Acceptable Low Range” and “Acceptable High Range” fields are used to edit the teacher salary in SATSY based on the values defined in these fields. 
	 SATSY Salary Range – The “Acceptable Low Range” and “Acceptable High Range” fields are used to edit the teacher salary in SATSY based on the values defined in these fields. 

	 Staff Calculations – The contract days, hourly days and number of hours are all used to determine staff units in the Program Cost Report calculation. 
	 Staff Calculations – The contract days, hourly days and number of hours are all used to determine staff units in the Program Cost Report calculation. 


	 Contract – The value in this field must equal the number of days a contract teacher must work to be considered full-time or 1.0 staff unit. This value should be 196 days unless the district has adopted a longer contract for teachers. 
	 Contract – The value in this field must equal the number of days a contract teacher must work to be considered full-time or 1.0 staff unit. This value should be 196 days unless the district has adopted a longer contract for teachers. 
	 Contract – The value in this field must equal the number of days a contract teacher must work to be considered full-time or 1.0 staff unit. This value should be 196 days unless the district has adopted a longer contract for teachers. 

	 Hourly – The value in this field must equal the number of days that an hourly teacher must work to be considered full-time or 1.0 staff unit. This value should be 180 days. 
	 Hourly – The value in this field must equal the number of days that an hourly teacher must work to be considered full-time or 1.0 staff unit. This value should be 180 days. 

	 Daily Contact Hours – Must equal the number of hours required for a full day for an hourly teacher. This value should be five hours to equate to the hours worked by a regular classroom teacher.  
	 Daily Contact Hours – Must equal the number of hours required for a full day for an hourly teacher. This value should be five hours to equate to the hours worked by a regular classroom teacher.  

	 Cost Edit – The “Total Indirect %” and “District Indirect %” values represent the maximum percentage the total indirect costs can exceed the total costs and the district indirect costs can exceed total costs, respectively. The “Acceptable Low Range” and “Acceptable High Range” fields are used to edit the teacher salary based on 1.0 staff unit. These fields are used by the programming to calculate edit messages on Forms PC 3 and PC 4 and the Program Cost Analysis reports in editing indirect costs. 
	 Cost Edit – The “Total Indirect %” and “District Indirect %” values represent the maximum percentage the total indirect costs can exceed the total costs and the district indirect costs can exceed total costs, respectively. The “Acceptable Low Range” and “Acceptable High Range” fields are used to edit the teacher salary based on 1.0 staff unit. These fields are used by the programming to calculate edit messages on Forms PC 3 and PC 4 and the Program Cost Analysis reports in editing indirect costs. 

	 Allow Finance Data Load from upload files – This field must be selected for a district to load financial data programmatically. This field is used to run Phase 2, Step 4 “Edit/Load Finance File,” which would be skipped if the field were not selected. 
	 Allow Finance Data Load from upload files – This field must be selected for a district to load financial data programmatically. This field is used to run Phase 2, Step 4 “Edit/Load Finance File,” which would be skipped if the field were not selected. 


	 
	 
	 
	School Query 
	 
	The School Query page is used to add new schools, define charter schools, specify a school as a non-district facility and delete closed schools. 
	 
	 
	 
	 
	Screenshot of School Query

	 
	 
	IMPORTANT: 
	Charter School – The “Charter School” box must be checked on all charter schools prior to running the Create SATSY Work file program to prevent allocation of school district costs to charter schools. Charter school costs are reported independently from the charter schools reports to the district (see Form 7 page 50 to transmit costs as reported by each charter school). 
	The valid schools for the district can be loaded from the FDOE’s database (Program Cost Report System Manual (Version 2.0) 2016 Technical Documentation); however, the charter schools must still be flagged after the file is loaded.    
	 
	Non-District Facility – The “Non-District Facility” box must be checked before running the Process Space from Model step or Process Space from FISH step to ensure that space will not be assigned to the school for allocating costs during Phase II of the Program Cost Report.  
	 
	 
	Table Query 
	 
	The Table Query page is used to define attribution tables for the general and special revenue funds. The number of tables defined by a district will vary based on the programs served in the district’s accounting system. Tables should be created for workforce development, federal projects and administrative costs for special programs (see page 5-4 of the Red Book). Each table serves as a map to track costs appropriately to school and programs. 
	 
	 
	 
	 
	Screenshot of table Query

	 
	 
	 
	 General Fund – The following tables should be used as a minimum in order to track costs to appropriate schools and programs.  
	 General Fund – The following tables should be used as a minimum in order to track costs to appropriate schools and programs.  
	 General Fund – The following tables should be used as a minimum in order to track costs to appropriate schools and programs.  

	o Table 00001 - This table is required for the General Fund expenditures not specified in other tables. This table is system-generated and should not be created.    
	o Table 00001 - This table is required for the General Fund expenditures not specified in other tables. This table is system-generated and should not be created.    
	o Table 00001 - This table is required for the General Fund expenditures not specified in other tables. This table is system-generated and should not be created.    

	o Transportation - Includes all transportation expenditures. 
	o Transportation - Includes all transportation expenditures. 

	o ESE – Includes district administrative and support costs. 
	o ESE – Includes district administrative and support costs. 

	o Career Education – Includes district administrative and support costs. 
	o Career Education – Includes district administrative and support costs. 

	o Workforce Development programs (adult vocational and general) – Includes district administrative and support costs.  
	o Workforce Development programs (adult vocational and general) – Includes district administrative and support costs.  



	 
	 Special Revenue Funds – The following are sample tables that would be included in the Special Revenue Fund expenditures. 
	 Special Revenue Funds – The following are sample tables that would be included in the Special Revenue Fund expenditures. 
	 Special Revenue Funds – The following are sample tables that would be included in the Special Revenue Fund expenditures. 

	o Food Service 
	o Food Service 
	o Food Service 

	o Title I 
	o Title I 

	o Migrant Program 
	o Migrant Program 

	o Career Education  
	o Career Education  

	o Adult Vocational Education 
	o Adult Vocational Education 

	o Adult Basic Education 
	o Adult Basic Education 

	o ESE (Federal Project) 
	o ESE (Federal Project) 

	o Adults with Disabilities (Federal Project)  
	o Adults with Disabilities (Federal Project)  



	 
	 
	 
	Report Sequence Query 
	 
	The Report Sequence Query page is used to maintain a list of valid report sequences for FEFP programs. Every FEFP program will be assigned a report sequence. The report sequence is supplied to the district for input by the FDOE. The report sequence is used to group similar programs together for reporting. For example, FEFP programs 101, 102 and 103 are all grouped together with report sequence 1 for Basic. 
	 
	 
	 
	 
	Screenshot of Report Sequence Query

	 
	 
	 
	 
	 
	 
	 
	FEFP Query (and Workforce Development) 
	 
	The FEFP Query page is used to maintain valid programs. The FEFP and Workforce Development programs and their associated parameters are provided by FDOE to the districts for input each year. The only field that the districts must determine on this page is the “Average Square Foot Default.” 
	 
	 
	 
	 
	Screenshot of FEFP Query

	 
	 
	 
	 Average Square Foot Default – The average square footage is used when loading space from the model using the Process Space from the Model Report, or when the actual square footage is unavailable from the FISH report when using the Process Space from the FISH report. The district must determine what the average square footage for classrooms should be for each program. The default value for this field is zero.  
	 Average Square Foot Default – The average square footage is used when loading space from the model using the Process Space from the Model Report, or when the actual square footage is unavailable from the FISH report when using the Process Space from the FISH report. The district must determine what the average square footage for classrooms should be for each program. The default value for this field is zero.  
	 Average Square Foot Default – The average square footage is used when loading space from the model using the Process Space from the Model Report, or when the actual square footage is unavailable from the FISH report when using the Process Space from the FISH report. The district must determine what the average square footage for classrooms should be for each program. The default value for this field is zero.  


	 
	Note:  Few programs would have a valid square footage of zero; however, Department of Juvenile Justice (DJJ) and virtual education programs, which are not required to be taught in a specific location, could have such a square footage. If an entire facility reports zero space, it should be noted by the “Non-District Facility” checkbox in the School tab of Set-Up. Physical education space (gyms) must be divided by the 
	number of teachers using the space during the same time period. Space will most likely require correction for each physical education teacher.  
	     
	 
	Setup Reports 
	 
	The Setup Reports page allows the district to run verification reports of the various schools, tables, sequences and FEFP programs defined in the system. The reports may be sorted in the desired format by using the “sort order” radio button. The reports are submitted by selecting the submit button. This page is also where a district creates the option to log into the next fiscal year upon signing in and rolls forward its attribution tables to the next fiscal year so it does not have to re-create the tables 
	 
	 
	 
	 
	Screenshot of Setup reports

	 
	 
	Data Requirements for SATSY 
	SATSY Upload 
	 
	The data required to run the Program Cost Report System comes from the FTE student enrollment survey data reported to FDOE throughout the year for Student K-12 Course, Teacher K-12 Course, Workforce Development Information System (WDIS) General and Technical Education Student files, WDIS Teacher Course files and FISH reporting; and the district’s payroll data for classroom teachers. 
	 
	 
	 
	 
	Screenshot of SATSY Upload 

	  
	 
	 
	The following files may be requested from the FDOE prior to beginning SATSY:    
	● Student Course Schedule (annual surveys 1-4) 
	● Student Course Schedule (annual surveys 1-4) 
	● Student Course Schedule (annual surveys 1-4) 

	● Teacher Course  (annual surveys 1-4) 
	● Teacher Course  (annual surveys 1-4) 


	● WDIS General Education Student Course (annual surveys F-W-S *only if district has WDIS programs) 
	● WDIS General Education Student Course (annual surveys F-W-S *only if district has WDIS programs) 
	● WDIS General Education Student Course (annual surveys F-W-S *only if district has WDIS programs) 

	● WDIS Technical Education Student Course (annual surveys F-W-S *only if the district has WDIS programs)   
	● WDIS Technical Education Student Course (annual surveys F-W-S *only if the district has WDIS programs)   

	● WDIS Teacher Course (annual surveys F-W-S *only if the district has WDIS programs)  
	● WDIS Teacher Course (annual surveys F-W-S *only if the district has WDIS programs)  

	● FDOE Fish File (Only if the district has chosen to load the space from the FISH file rather than use the model) 
	● FDOE Fish File (Only if the district has chosen to load the space from the FISH file rather than use the model) 


	 
	The district’s payroll data is uploaded for processing in SATSY. Only Function 5000 teacher salaries should be included in this file. The payroll file will require local modification in order to match the required format as outlined in Appendix B. 
	 
	Once all files are ready to be uploaded, use the “Select File” button to find the desired file to upload and select the upload button. A percentage field will appear that allows the user to monitor the file upload process. The file upload is complete when the percentage field reaches 100 percent or when the “Last Modified: Date and Time” message appears as the date and time completed after refreshing the page. Multiple files may be uploaded simultaneously, as large files take a long time to upload.   
	 
	Phase 1 - SATSY 
	SATSY Processes and Reports 
	 
	SATSY Processes and Reports is a series of programs and reports that are used to create the SATSY records and to assist the district in correcting and editing the SATSY data for the Program Cost Report.  
	 
	Edit Payroll File – Step 1 – The edit report generated in this step allows the district to review its entire teacher payroll file and identify errors before the file is loaded into SATSY. If errors are found, additional modifications to the district’s local program may be required to extract the payroll information in the format needed for the Program Cost Report. Once the errors to the payroll file have been corrected, the payroll file will require reloading using the “SATSY Upload” page, and the edit prog
	 
	Problems with the payroll load may not be determined until later in the SATSY process when all input data has been merged.  
	 
	 For example, the payroll file may contain ALL employees and not just those coded to function 5000, object 120 (classroom teachers). In this case, in the “Payroll to SATSY Comparison” Step 8 edit, all of the district’s non-teacher employees would appear on the report because no match (teacher ID with students from FTE student membership surveys) would be found in the SATSY work file. The district would then research some employees and determine that the majority of employees included on that report were no
	 For example, the payroll file may contain ALL employees and not just those coded to function 5000, object 120 (classroom teachers). In this case, in the “Payroll to SATSY Comparison” Step 8 edit, all of the district’s non-teacher employees would appear on the report because no match (teacher ID with students from FTE student membership surveys) would be found in the SATSY work file. The district would then research some employees and determine that the majority of employees included on that report were no
	 For example, the payroll file may contain ALL employees and not just those coded to function 5000, object 120 (classroom teachers). In this case, in the “Payroll to SATSY Comparison” Step 8 edit, all of the district’s non-teacher employees would appear on the report because no match (teacher ID with students from FTE student membership surveys) would be found in the SATSY work file. The district would then research some employees and determine that the majority of employees included on that report were no


	 
	 Sometimes problems with the payroll file are not determined until the district is correcting the “Staff Data Edit” Step 10. For example, the district may find that the days in survey are incorrect for surveys 1 and 4 on every record. The survey days come into the Program Cost Report through the payroll file, which must be formatted per Appendix B. It may be easier to fix the survey days in the payroll file and run everything again rather than manually correcting data for each teacher in SATSY with incorre
	 Sometimes problems with the payroll file are not determined until the district is correcting the “Staff Data Edit” Step 10. For example, the district may find that the days in survey are incorrect for surveys 1 and 4 on every record. The survey days come into the Program Cost Report through the payroll file, which must be formatted per Appendix B. It may be easier to fix the survey days in the payroll file and run everything again rather than manually correcting data for each teacher in SATSY with incorre
	 Sometimes problems with the payroll file are not determined until the district is correcting the “Staff Data Edit” Step 10. For example, the district may find that the days in survey are incorrect for surveys 1 and 4 on every record. The survey days come into the Program Cost Report through the payroll file, which must be formatted per Appendix B. It may be easier to fix the survey days in the payroll file and run everything again rather than manually correcting data for each teacher in SATSY with incorre


	 
	Note:  In many schools, student assistants are used in school offices, health clinics, media centers, libraries and other phases of operations. Student records require a certified person to be reported as the “teacher.” Media specialists, assistant principals and others who are coded to functions other than 5000 and object 120 are sometimes reported as the “teacher” for these students. These student records should be deleted from the Program Cost Report. Additionally, unless a teacher has started late or is
	 
	IMPORTANT:  The cleaner the payroll load, the cleaner the Staff Data Edit. Even though it may require time and effort for the district’s local programming and finance staff, it is well worth the time saved to correct errors. Usually, once the local program to create a classroom teacher payroll file is “clean” for the Program Cost Report, there are few modifications from year to year unless the district’s payroll system (e.g., new job numbers, new payroll system) has been upgraded. 
	 
	 
	 
	Screenshot of Edit Payroll File 

	 
	 
	Create SATSY Work File – Step 2 – The program used in this step reads the FDOE Student K-12 Course records and matches them with the FDOE Teacher K-12 Course records for the selected surveys (1-4) to create the SATSY work file. This program would most likely be run for all four surveys at once and, thus, all of the boxes for Surveys 1 through 4 should be checked. All programs should be run in edit mode first, reviewed and then run in post mode. To run the program, select the submit option. This report must 
	 
	 
	 
	Screenshot of SATSY Work File 

	 
	Create SATSY Work File WDIS – Step 3 – This step is only run if the district has WDIS records. This step reads the FDOE WDIS General and Technical Student Course records and matches them with the FDOE WDIS Teacher Course records for the selected surveys (Fall, Winter, Summer surveys) to create the WDIS SATSY work file. This step would most likely be run for all three surveys at once, so all of the check boxes for the Fall, Winter and Spring surveys should be checked.   
	● WDIS survey F is processed as survey 1 (July-August). 
	● WDIS survey F is processed as survey 1 (July-August). 
	● WDIS survey F is processed as survey 1 (July-August). 

	● WDIS survey W is processed as survey 2 (Fall Term).   
	● WDIS survey W is processed as survey 2 (Fall Term).   

	● WDIS survey S is processed as survey 3 (Summer Term). 
	● WDIS survey S is processed as survey 3 (Summer Term). 


	WDIS survey S records will be automatically processed by the software for survey 4. The logic for duplicating WDIS survey S is that there is a high probability that teachers counted in this enrollment survey will continue in the same category for survey 4. The “WDIS SATSY Cleanup Step - 9” will purge any unmatched WDIS records for survey 4.   
	 
	All programs should be run in edit mode first, reviewed and then run in post mode. To run the program, select the submit button. This step must be run to completion in post mode before proceeding to Step 4 or Step 5. The generated report will include a list of all records processed by survey, school of instruction, course and section. If “Error Only” is checked, only those records in which an error has occurred will appear on the report. For example, if there was no match between Teacher Course and Student 
	 
	 
	 
	 
	Screenshot of SATSY Work File WDIS

	 
	 
	 
	Process Space from FISH – Step 4 – This step is run only if the district has chosen to load space from the FDOE FISH file and not from the model. This step loads the classroom square footage based on the course section and the FDOE FISH file into the SATSY Work file. If the classroom square footage is not found, then the square footage will be loaded based on the space model, using the first FEFP program 
	assigned for that period. All programs should be run in edit mode first, reviewed and then run in post mode. To run the program, select the submit button. This step must be run in post mode before proceeding to Step 6 (Step 5 should be skipped if loading space from FISH). If “Error Only” is checked, only those records in which an error has occurred will appear on the report. If the FEFP program is not defined in the system, zeros will be used for the space and a warning message will be printed. If the FEFP 
	 
	 
	Process Space from Model Report – Step 5 – This step is run only if the district has chosen to load space from the model and not from the FDOE FISH file. The program loads the classroom square footage based on the model input in the “Average Square Foot Default” field on the “FEFP Program” page based on the first program listed for the course section for that period. All programs should be run in edit mode first, reviewed and then run in post mode. To run the program, select the “Submit” button. This step m
	 
	Note that the Space must be loaded in post mode either using Step 4 (FISH) or 5 (model) before proceeding to Step 6. 
	 
	 
	 
	 
	Screenshot Process Space from Model Report 

	 
	 
	Convert Work File to SATSY – Step 6 – This step converts the SATSY work file into the teacher header, time/space and mod/program SATSY records. The job numbers used for the Program Cost Report correspond to when the teacher worked rather than the type of job, as is usually the case in a payroll system. The job numbers entered to run the conversion are the Program Cost Report job numbers and 
	most likely do not match the job numbers the districts use in their local payroll systems. For example, a full-time teacher may have a job ID of 55 in the district’s local payroll system. For Program Cost Report purposes, that same teacher might have a job ID of 01 in the payroll file for the Program Cost Report because he/she worked both in surveys 1 and 2 during the school year. The job numbers contained in the payroll file uploaded from the district must match the job numbers entered on this page when th
	Survey                                                 Job 
	K-12 Survey 1 (July-August summer)  = 02   
	K-12 Survey 2 (Regular Year)   = 01 
	K-12 Survey 3 (Regular Year)   = 01 
	K-12 Survey 4 (May-June summer)   = 02 
	WDIS Survey 1 (Fall Term)   = 09 
	WDIS Survey 2 (Winter Term)   = 09 
	WDIS Survey 3 (Summer Term)   = 09 
	WDIS Survey 4 (Summer Term)   = 09 
	The total number of records should be compared to last year’s total for reasonableness. All programs should be run in edit mode first, reviewed and then run in post mode. To run the program, select the submit button. This report must be run in post mode before proceeding to Step 7. 
	 
	 
	 
	 
	 
	Screenshot Work File Conversion to SATSY

	 
	 
	 
	Load Payroll Data – Step 7 – This step updates the SATSY teacher header record with the data provided in the local payroll file by the district. All programs should be run in edit mode first, reviewed and then run in post mode. To run the step, select the submit button. This step must be run in post mode before proceeding to Step 8. If “Error Only” is checked, only those records in which an error has occurred will appear on the report. If no employee name appears, that means the employee was not found on th
	 
	 
	 
	 
	 
	Screenshot of Load Payroll Data 

	 
	 
	 
	Payroll to SATSY Comparison – Step 8 – This step creates a report of teachers included in the payroll file who do not have a match in the SATSY file. If you post this step, it will create header records for all of those employees. Special attention should be paid when this program is run in edit mode to be sure only teachers who have had contact with students are on the report (i.e., no classroom aides or other staff). To run the program, select the submit button. This step must be run in post mode before p
	 
	 
	 
	 
	 
	Screenshot of Payroll to SATSY Comparison

	 
	 
	 
	WDIS SATSY Cleanup – Step 9 – This step should only be run if the district has WDIS records. This step will purge WDIS survey S records if they do not match payroll data for survey 4. The match is done by looking at the number of days worked in the survey and the student records assigned to that survey. If a teacher has 0 days worked in a survey but has students in that survey, then the student survey records are deleted. This program assumes the “payroll survey days worked” values loaded correctly. Records
	 
	Note:  A message in the “Error” column indicates a database failure in deleting the record. Contact district IT support for correction. 
	 
	 
	 
	 
	 
	 
	Screenshot of WDIS SATSY Cleanup

	 
	 
	 
	Staff Data Edit – Step 10 – This step edits the SATSY file for errors and generates the staff data file. This program should be run in edit mode first, reviewed and corrected until SATSY is error-free, and then run in post mode. This report may be filtered by school or teacher ID. To run this step, select the submit button. This step must be run in post mode before proceeding to Step 11. When you post this step, it will create the staff data file. If “Error Only” is checked, only those records in which an e
	 
	Note:  If the “Detail Error Messages – Include Detail” radio button is selected, the details of each type of error on each SATSY record will appear on the report and this will result in a longer report. If the “Detail Error Messages - Do Not Include Detail” radio button is selected, the Staff Data Edit will appear, as always, with the errors underlined on the report. The report may be viewed online by going to the Report Manager and then selecting the Staff Data Edit. Once the report is open, move the mouse
	 
	 
	 
	 
	 
	Screenshot of Staff Data Edit 

	 
	        
	SATSY Input 
	 
	The SATSY Input page is used to correct and maintain the SATSY data. All of the errors identified on the Staff Data Edit report should be corrected on this page. This page shows detailed error messaging at the top of the page and the fields in error appear in red.  
	 
	All programs should be run in edit mode first, reviewed and then run in post mode. 
	 
	 
	 
	 
	Screenshot of SATSY Input 

	 
	 
	 Job – Jobs beginning with “5X” are represented by system-generated job IDs for teachers who are split-funded across multiple tables.  
	 Job – Jobs beginning with “5X” are represented by system-generated job IDs for teachers who are split-funded across multiple tables.  
	 Job – Jobs beginning with “5X” are represented by system-generated job IDs for teachers who are split-funded across multiple tables.  

	 % School – If a teacher teaches at more than one school, the teacher's salary should be the total salary for the teacher for the job, the days worked in survey should be the total days worked for the job, and the “% School” should be adjusted to account for the amount of time the teacher spent at each school.  
	 % School – If a teacher teaches at more than one school, the teacher's salary should be the total salary for the teacher for the job, the days worked in survey should be the total days worked for the job, and the “% School” should be adjusted to account for the amount of time the teacher spent at each school.  


	 
	Note:  An error that may occur in SATSY is failure to identify teachers through the student survey records despite including them in payroll as teachers (i.e., ESE paraprofessionals, consult teachers, co-teachers, teachers not in surveys due to employment timing). These teachers would have appeared on the “Payroll to SATSY Comparison” report in Step 8 without the program/mod and time/space information at the bottom of the page. If this happens, select “Add a new row” and enter the missing data from the stud
	 
	Employee Profile Edit – Step 11 – This step produces a report summarizing the job data and also calculates the staff units for each teacher. This report may be filtered by Teacher ID, Job, School, Fund, Table or Program. This step does not update any files. To run the step, click the submit button. Remember, a job in the Program Cost Report identifies when the teacher worked during the year.  For example:  
	 
	Survey                                                      Job 
	K-12 Survey 1   (July-August summer)  = 02   
	K-12 Survey 2   (Regular Year)   = 01 
	K-12 Survey 3   (Regular Year)   = 01 
	K-12 Survey 4   (May-June summer)  = 02 
	WDIS Survey 1 (Fall Term)   = 09 
	WDIS Survey 2 (Winter Term)   = 09 
	WDIS Survey 3 (Summer Term)   = 09 
	WDIS Survey 4 (Summer Term)   = 09 
	 
	Some teachers work at more than one school. If a teacher teaches all year during the regular school year, his/her staff units should total 1.000. If the teacher also teaches summer school from June through August, his/her staff units may be greater than 1.000. This report totals all staff units and, if any teacher has greater than 1.3 staff units or 130 percent, the report flags that teacher’s staff units as an error because 1.3 staff units would be too high for teaching both the regular year and summer sch
	 
	 
	Screenshot Employee Profile Report

	 
	 
	 
	School District Summary – Step 12 – This step produces a report showing Staff, Space and Salary by FEFP program by school. It also generates the Attribution Base File and the Cost Data File, which are used later in the Cost Distribution phase of the Program Cost Report. The Staff and Space figures on the “Attribution Factors” page are created when this program is posted. The post also creates the 7xxx Salary (salaries by program) figures on Form 5 on the “Cost Distribution” tab. All programs should be run i
	  
	 
	 
	Screenshot of School/District Summary 

	Attribution 
	 
	Costs which are not directly identified with programs must be allocated to programs by the attributions described in the Red Book. Attribution of the Program Cost Report includes: loading the FTE for K-12 and WDIS; editing the attribution bases, including staff units, space and FTE; and creating the attribution tables.  
	 
	Load K-12 Student FTE – Step 13 – This step totals the student FTE to the “Attribution Factors” page and produces a report displaying student FTE by FEFP program by school. The “Student FTE” figures on the “Attribution Factors” page are created when this step is posted. Any records that contain the FEFP program 999, non-FEFP funded, will not be included. Any school/program combination that is not currently in the Attribution Base File will be added and will appear on the report with the message “NEW” to the
	 
	IMPORTANT NOTE:  This program should only be run in post mode once and only after ensuring that the K-12 Student upload files are the recalibrated FTE files. If the upload file is posted more than once, the FTE will be doubled. After posting, if SATSY corrections are required, K-12 Student FTE should not be reloaded.  
	 
	 
	 
	 
	 
	Screenshot Load K-12 Student FTE

	Load WDIS Student FTE – Step 14 – This step calculates WDIS FTE, posts the results to the “Attribution Factor” page and produces a report displaying WDIS FTE by program by school. The formula is 1.0 WDIS Student FTE = WDIS Student Instructional Hours/900. The “Student FTE” figures on the “Attribution Factors” page are created when this program is posted. All programs should be run in edit mode first, reviewed and then run in post mode. To run the program, select the submit button. This report must be run in
	 
	IMPORTANT NOTE:  This step should only be run in post mode once. If the calculation is posted more than once, the WDIS FTE will be doubled. After posting, if SATSY corrections are required, WDIS Student FTE should not be reloaded. 
	 
	 
	 
	 
	 
	Screenshot Load WDIS FTE

	Attribution Base Edit – Step 15 – This step edits the Attribution Base File. The report generated in this step shows the attribution factors FTE, Staff and Space and the Student-to-Teacher (FTE/Staff) ratio. This report may be filtered by School or Program. This is a report only and does not update any files. FTE/Staff ratios that are significantly out of range require research and correction. These ratios will result in unrealistic costs per program and per-student costs in subsequent reports of the system
	  
	 
	 
	 
	 
	 
	Screenshot of Attribution Base Edit 

	 
	Attribution Factors 
	 
	The Attribution Factors page is used to verify and correct the attribution factors (FTE, Staff Units and Space) for the Program Cost Report. The attribution factors are generated from the SATSY files when the “School/District Summary” report is posted. If a district elects not to use the automated calculation of FTE from the student records (“Load K-12 Student FTE” and “Load WDIS Student FTE”), the FTE may be entered manually on this page. If the district is manually entering the FTE, it should be based on 
	 
	 
	 
	 
	 
	Screenshot of Attribution Factors 

	 
	 
	 
	 
	Phase 2 - Cost Distribution 
	 
	Cost Distribution Upload 
	 
	The data required for the Cost Distribution portion of the Program Cost Report comes from the district’s chart of accounts, charter school data and the district’s revenue file from the FDOE.  
	 
	 
	 
	 
	Screenshot of Cost Distribution Upload 

	 
	 
	 
	Data from the district’s chart of accounts may be loaded onto the form pages programmatically or keyed in manually using Forms 4A, 5 and 6. If the district’s financial data is to be loaded programmatically, only expenditures from the General Fund (Fund 1), Special Revenue Fund (Fund 4) and ARRA Funds (Funds 6 through 8) should be included in the Cost Distribution district data upload. If the district loads the financial data using the Program Cost Report programs provided, then the district Management Infor
	 
	When the files are ready to be uploaded, use the select button to find the desired file to upload and activate the upload button. A percentage field will appear that allows you to monitor the file upload process. The file upload is complete when the percentage field reaches 100 percent or when the “Last Modified” date and time entry appears is displayed as the date and time the upload is completed. Multiple files may be uploaded simultaneously, although this may take a great deal of time as some files can b
	Cost Distribution Processes and Reports 
	 
	Cost Distribution Processes and Reports is a series of programs and reports that are used to create the Program Cost Report to be sent to the FDOE. The Cost Distribution Process includes: loading the district’s financial expenditures from its end of year report to Forms 4A, 5 and 6 either programmatically 
	or by entering the data on the form pages; attributing the costs among schools and programs; and reconciling the data from the cost calculator to the Annual Financial Report. 
	 
	School/Program Table Input – Step 1 – This step creates Table 00001 for the district based on the schools and programs of the district using the SATSY and FTE student data. It also produces a report that can be copied and used to create additional tables. All additional tables will be created from Table 00001. This step must be run before proceeding to “Entering of Attribution Tables.” Additional tables are needed to attribute costs to the schools and programs benefited by certain sets of expenditures. 
	  
	 
	 
	 
	 
	Screenshot of School/Program Table Input 

	 
	Entering Attribution Tables 
	 
	The “Attribution Table” page is used to verify and enter additional school/program tables needed for the Program Cost Report. This page shows all of the schools and programs associated with a particular attribution table. 
	 
	 
	 
	 
	Screenshot of Entering Attribution Tables 

	 
	 
	 
	Viewing and Copying a Table 
	● Viewing a Table – Using the “Table” dropdown box, select the attribution table you wish to view. Use the “Search” option to ensure the table is the one that you would like to view.  
	● Viewing a Table – Using the “Table” dropdown box, select the attribution table you wish to view. Use the “Search” option to ensure the table is the one that you would like to view.  
	● Viewing a Table – Using the “Table” dropdown box, select the attribution table you wish to view. Use the “Search” option to ensure the table is the one that you would like to view.  

	● Copying a Table – Using the “Table” dropdown box, select the attribution table you would like to copy. Use the “Search” option to ensure the table is the one that you would like to copy. Using the “Copy to Table” dropdown box, select the table that you wish to create. Select the “Copy” option and the “Copy Successful” message should appear. You have now successfully copied a table. Remember that only tables with existing data may be copied and only tables without existing data may be copied to or created.
	● Copying a Table – Using the “Table” dropdown box, select the attribution table you would like to copy. Use the “Search” option to ensure the table is the one that you would like to copy. Using the “Copy to Table” dropdown box, select the table that you wish to create. Select the “Copy” option and the “Copy Successful” message should appear. You have now successfully copied a table. Remember that only tables with existing data may be copied and only tables without existing data may be copied to or created.


	 
	 
	 
	Edit a Table  
	Table 00001 may not be deleted or modified in any way because it is generated by the system based on the SATSY data.  
	● Deleting a table – To delete a table, use the “Delete” option on the upper right-hand side of the page. A dialog box will ask you if you are sure you want to delete the table. Select “yes.” The entire table will be deleted.  
	● Deleting a table – To delete a table, use the “Delete” option on the upper right-hand side of the page. A dialog box will ask you if you are sure you want to delete the table. Select “yes.” The entire table will be deleted.  
	● Deleting a table – To delete a table, use the “Delete” option on the upper right-hand side of the page. A dialog box will ask you if you are sure you want to delete the table. Select “yes.” The entire table will be deleted.  

	● Deleting a school – To delete a school, select the plus sign (+) next to the school until it becomes a minus sign (-). Use the “Save” button on the upper right-hand side of the page. 
	● Deleting a school – To delete a school, select the plus sign (+) next to the school until it becomes a minus sign (-). Use the “Save” button on the upper right-hand side of the page. 

	● Deleting a program from a specific school – To delete a program, select the plus (+) sign next to the FEFP program until it becomes a minus sign (-). Use the “Save” button on the upper right-hand side of the page. 
	● Deleting a program from a specific school – To delete a program, select the plus (+) sign next to the FEFP program until it becomes a minus sign (-). Use the “Save” button on the upper right-hand side of the page. 

	● Deleting a program from all schools on a table – To delete a program from all schools on a table, select the program number from dropdown box on the lower left-hand side of the page and use the “Remove” button. 
	● Deleting a program from all schools on a table – To delete a program from all schools on a table, select the program number from dropdown box on the lower left-hand side of the page and use the “Remove” button. 

	● Adding a school – To add a school, select “Click to add a new row.” A row with a blank school and programs will appear. Use the dropdown boxes to select the desired school and associated programs for the table. Use the “Save” button on the upper right-hand side of the page. 
	● Adding a school – To add a school, select “Click to add a new row.” A row with a blank school and programs will appear. Use the dropdown boxes to select the desired school and associated programs for the table. Use the “Save” button on the upper right-hand side of the page. 

	● Adding a program – Use the program dropdown box to select the desired program. Use the “Save” button on the upper right-hand side of the page. 
	● Adding a program – Use the program dropdown box to select the desired program. Use the “Save” button on the upper right-hand side of the page. 


	 
	● Deleting all instances of a program – To delete all instances of a program from a single table, choose the program that needs to be removed by selecting it from the dropdown box in the lower left-hand corner of the page. Next, use the “Remove” button to remove all instances of the chosen program from the table. Save the results by using the “Save” button on the upper right-hand side of the page. 
	● Deleting all instances of a program – To delete all instances of a program from a single table, choose the program that needs to be removed by selecting it from the dropdown box in the lower left-hand corner of the page. Next, use the “Remove” button to remove all instances of the chosen program from the table. Save the results by using the “Save” button on the upper right-hand side of the page. 
	● Deleting all instances of a program – To delete all instances of a program from a single table, choose the program that needs to be removed by selecting it from the dropdown box in the lower left-hand corner of the page. Next, use the “Remove” button to remove all instances of the chosen program from the table. Save the results by using the “Save” button on the upper right-hand side of the page. 


	 
	Note:  The % participation fields should always be left blank, unless it is necessary to override the FTE, staff and space attribution factors in the system.  
	  
	IMPORTANT:  If costs of the table are recorded for schools and programs not included in the table, these costs will be found in error on the “Cost Data Edit” report. If these errors are not corrected, the costs may be lost to the program or allocated among all programs at a school. Districts should review end-of-year expenditure records to ensure that tables include costs recorded to the program level and intended for entry in the Program Cost Report System at the 7xxx level on the Form 5 page. Some of the 
	 
	After all tables are created or modified, go to Step 2. 
	 
	 
	 
	 
	 
	 
	 
	Create School/Program Table – Step 2 – This step creates all of the other school program tables except Table 00001, which was created in Step 1, for the district’s Program Cost Report. Each table serves as a map to indicate which programs and schools should be charged for which expenditures. For example, Transportation would include all schools and programs included in Table 00001, except those not using transportation services (i.e., Adult Centers). The program also produces a report that includes Table 00
	 
	 
	 
	 
	Screenshot of Create/Program Tables 

	 
	 
	 
	 
	School/Program Table Report – Step 3 – This step creates a report of all tables, schools and associated programs for the district. This report is for verification. This step may be run before uploading the district’s financial data via “Cost Distribution Upload” or entering the financial data on Forms 4A, 5, 6 and 7. 
	 
	 
	 
	 
	Screenshot of School/Program Table Report 

	 
	 
	 
	 
	Edit/Load Finance File – Step 4 – If you choose not to load the financial data programmatically, you may skip this step and begin entering data on Forms 4A, 5 and 6. The edit report generated in this step allows the district to review its finance expenditure file for errors before it is loaded into the cost data file. Data errors require either manual intervention or correction through modification of the district’s local financial interface programs. Modification of the district’s local financial interface
	 
	IMPORTANT:  The more accurate the financial data, the more accurate the Cost Data Edit. Even though it may require time and effort for the district’s local programming and finance staff, it is more efficient in the long run to correct errors programmatically. All programs should be run in edit mode first, reviewed and then run in post mode. To run the program, select the submit option. This step must be run in post mode before proceeding to Step 5. 
	 
	 
	 
	 
	Screenshot of Edit Finance File 

	Form 4A 
	 
	The Form 4A page is used to enter cost data associated with the table. This data may be uploaded programmatically or keyed into the system using this page.  
	 
	 
	 
	 
	 
	Screenshot of Form 4A

	 
	 
	 
	Three types of costs are entered on this page: 
	 
	● Control 1000 – The aggregate direct costs of all schools for the table. This means these fields must contain the total of functions 5100, 5200, 5300 and 5400 by object (1xx for Salary, 2xx Benefits, etc.) for the costs associated with this table. The total direct costs for the table (Control 1000) must equal or exceed the direct costs assigned to the schools on the Form 5 Control 7000 lines (discussed later in this document). The total (Control 1000) must be equal or greater than the detail (Control 7000s
	● Control 1000 – The aggregate direct costs of all schools for the table. This means these fields must contain the total of functions 5100, 5200, 5300 and 5400 by object (1xx for Salary, 2xx Benefits, etc.) for the costs associated with this table. The total direct costs for the table (Control 1000) must equal or exceed the direct costs assigned to the schools on the Form 5 Control 7000 lines (discussed later in this document). The total (Control 1000) must be equal or greater than the detail (Control 7000s
	● Control 1000 – The aggregate direct costs of all schools for the table. This means these fields must contain the total of functions 5100, 5200, 5300 and 5400 by object (1xx for Salary, 2xx Benefits, etc.) for the costs associated with this table. The total direct costs for the table (Control 1000) must equal or exceed the direct costs assigned to the schools on the Form 5 Control 7000 lines (discussed later in this document). The total (Control 1000) must be equal or greater than the detail (Control 7000s


	  
	Note:  Benefits have been predetermined to be distributed on a percentage basis from Function 5000 salaries and a “P” has been prepopulated on Form 4A, Control 1000. This percentage will 
	be applied to all salary object amounts on the assigned Form 5s and to the residual salary amount on Form 4A. If the district knows the benefits by program at each school, the percentage method may be overridden by deleting the “P” from Form 4A and leaving the field on Form 5 of this table blank. This would be a rare situation – probably a grant involving one school and one program – and is otherwise not recommended. 
	 
	● Control 2000 – This control contains school-level indirect costs accounted for on a district basis to be attributed to all schools and programs for the assigned table. These costs are indirect costs that should be associated with the schools, but were recorded in the district accounting system at the district level. In other words, the costs were recorded to a district department instead of a school, but were school indirect costs as defined by rule 6A-1.014, F.A.C (Appendix A). 
	● Control 2000 – This control contains school-level indirect costs accounted for on a district basis to be attributed to all schools and programs for the assigned table. These costs are indirect costs that should be associated with the schools, but were recorded in the district accounting system at the district level. In other words, the costs were recorded to a district department instead of a school, but were school indirect costs as defined by rule 6A-1.014, F.A.C (Appendix A). 
	● Control 2000 – This control contains school-level indirect costs accounted for on a district basis to be attributed to all schools and programs for the assigned table. These costs are indirect costs that should be associated with the schools, but were recorded in the district accounting system at the district level. In other words, the costs were recorded to a district department instead of a school, but were school indirect costs as defined by rule 6A-1.014, F.A.C (Appendix A). 


	 
	● Control 3000 – This control contains district-level indirect costs to be attributed to all schools and programs for the assigned table.  
	● Control 3000 – This control contains district-level indirect costs to be attributed to all schools and programs for the assigned table.  
	● Control 3000 – This control contains district-level indirect costs to be attributed to all schools and programs for the assigned table.  


	 
	● Notice that some functions are included in both School Indirect Control 2000 and District Indirect Control 3000. The district must determine what percentage of the expenditures should be school-level and what should be district-level indirect costs. For example, Maintenance of Plant should be a relatively large amount in Control 2000 for service to schools and a much smaller amount in Control 3000 for administration and maintenance of non-school sites (see Appendix A). 
	● Notice that some functions are included in both School Indirect Control 2000 and District Indirect Control 3000. The district must determine what percentage of the expenditures should be school-level and what should be district-level indirect costs. For example, Maintenance of Plant should be a relatively large amount in Control 2000 for service to schools and a much smaller amount in Control 3000 for administration and maintenance of non-school sites (see Appendix A). 
	● Notice that some functions are included in both School Indirect Control 2000 and District Indirect Control 3000. The district must determine what percentage of the expenditures should be school-level and what should be district-level indirect costs. For example, Maintenance of Plant should be a relatively large amount in Control 2000 for service to schools and a much smaller amount in Control 3000 for administration and maintenance of non-school sites (see Appendix A). 


	 
	If the table and fund are highlighted, be sure to check the “Table” page and the “Attribution Table” pages to be sure the table is defined there. If it is not defined, you must enter it into the system on those pages and run the “Create School/Program Table” program again. 
	 
	Note:  If a district wishes to manually key data into Form 4A, it must choose the table and activate the search option prior to entering data, or the data that has been entered will be deleted. 
	 
	 
	 
	Form 5 
	 
	The Form 5 page is used to enter cost data associated with the table and school. This data may be uploaded programmatically or keyed into the system using this page.  
	 
	Important:  In order to key data, the district must choose the table and school and activate the search option prior to entering any data, or the amounts will not be saved. 
	 
	 
	 
	 
	Screenshot of Form 5

	  
	 
	 
	The school data forms are used to enter expenditure data accounted for at the school level.  
	Three types of costs are entered on this page: 
	 
	● Control 6000 – This control contains school indirect costs, which are distributed against all programs in the school to which the table is assigned. These costs are indirect costs assigned directly to the school in the district’s accounting system.  
	● Control 6000 – This control contains school indirect costs, which are distributed against all programs in the school to which the table is assigned. These costs are indirect costs assigned directly to the school in the district’s accounting system.  
	● Control 6000 – This control contains school indirect costs, which are distributed against all programs in the school to which the table is assigned. These costs are indirect costs assigned directly to the school in the district’s accounting system.  


	 
	● Control 7000 – This control contains aggregate program direct costs by school for the table. These totals are also included in the Control 1000 totals on Form 4A. The difference between the 7000 control record (one per school) and the sum of the 7xxx (one per program assigned to the 
	● Control 7000 – This control contains aggregate program direct costs by school for the table. These totals are also included in the Control 1000 totals on Form 4A. The difference between the 7000 control record (one per school) and the sum of the 7xxx (one per program assigned to the 
	● Control 7000 – This control contains aggregate program direct costs by school for the table. These totals are also included in the Control 1000 totals on Form 4A. The difference between the 7000 control record (one per school) and the sum of the 7xxx (one per program assigned to the 


	school) control records is the school residual amount for each object of direct cost. This amount will be distributed among all programs assigned to the school.  
	school) control records is the school residual amount for each object of direct cost. This amount will be distributed among all programs assigned to the school.  
	school) control records is the school residual amount for each object of direct cost. This amount will be distributed among all programs assigned to the school.  


	 
	Note:  This line cannot exceed the Control 1000 totals on Form 4A.  
	 
	● Control 7xxx – This control contains the program direct costs, including individual program salaries from the SATSY salary data. These totals should include classroom paraprofessionals exclusively used for the program. The dollar amount of the paraprofessionals’ salaries should be added to the SATSY salary on this form. 
	● Control 7xxx – This control contains the program direct costs, including individual program salaries from the SATSY salary data. These totals should include classroom paraprofessionals exclusively used for the program. The dollar amount of the paraprofessionals’ salaries should be added to the SATSY salary on this form. 
	● Control 7xxx – This control contains the program direct costs, including individual program salaries from the SATSY salary data. These totals should include classroom paraprofessionals exclusively used for the program. The dollar amount of the paraprofessionals’ salaries should be added to the SATSY salary on this form. 


	Note:  This total salary should not exceed the Control 7000 salary figures. If this does occur, it may be because the salary dollars were not charged correctly through the payroll system during the year.     
	 
	Control 7000 Descriptions 
	● Salaries – Includes expenditures coded to function 5000 object 100 for the school in this table. This amount must be greater than or equal to the sum of amounts entered for each program category at this school (Control 7xxx). Any school residual amounts at the 7000 control level will be distributed on a staff basis. Note that local recording of itinerant teachers may cause differences in that SATSY uses student records to determine schools and programs served by individual teachers. SATSY salary amounts b
	● Salaries – Includes expenditures coded to function 5000 object 100 for the school in this table. This amount must be greater than or equal to the sum of amounts entered for each program category at this school (Control 7xxx). Any school residual amounts at the 7000 control level will be distributed on a staff basis. Note that local recording of itinerant teachers may cause differences in that SATSY uses student records to determine schools and programs served by individual teachers. SATSY salary amounts b
	● Salaries – Includes expenditures coded to function 5000 object 100 for the school in this table. This amount must be greater than or equal to the sum of amounts entered for each program category at this school (Control 7xxx). Any school residual amounts at the 7000 control level will be distributed on a staff basis. Note that local recording of itinerant teachers may cause differences in that SATSY uses student records to determine schools and programs served by individual teachers. SATSY salary amounts b


	 
	Note:  The 7xxx should not be used to prorate regular teachers’ salaries. The program category of regular classroom teachers must be determined in accordance with the requirements of the Red Book, and those requirements are met in the SATSY process. The amount determined for this program through teacher data input and the processing of SATSY is entered automatically through this process. Only additional amounts for classroom paraprofessionals may be entered in this field. 
	 
	● Benefits – The program default is to distribute benefits as a percentage of each program’s salaries. The percentage is calculated as each table’s Control 1000 salaries divided into benefits. Districts may override this option; however, overriding this method is rarely appropriate because it is generally not practical to track benefits on such a detailed level. 
	● Benefits – The program default is to distribute benefits as a percentage of each program’s salaries. The percentage is calculated as each table’s Control 1000 salaries divided into benefits. Districts may override this option; however, overriding this method is rarely appropriate because it is generally not practical to track benefits on such a detailed level. 
	● Benefits – The program default is to distribute benefits as a percentage of each program’s salaries. The percentage is calculated as each table’s Control 1000 salaries divided into benefits. Districts may override this option; however, overriding this method is rarely appropriate because it is generally not practical to track benefits on such a detailed level. 


	 
	● Purchased Services – Includes function 5000 object 300 and 400 expenditures for each school Control 7000 and school and program expenditures (Control 7XXX).  
	● Purchased Services – Includes function 5000 object 300 and 400 expenditures for each school Control 7000 and school and program expenditures (Control 7XXX).  
	● Purchased Services – Includes function 5000 object 300 and 400 expenditures for each school Control 7000 and school and program expenditures (Control 7XXX).  


	 
	● Materials and Supplies – Includes function 5000 object 500 expenditures for school (Control 7000) and program expenditures (Control 7XXX). 
	● Materials and Supplies – Includes function 5000 object 500 expenditures for school (Control 7000) and program expenditures (Control 7XXX). 
	● Materials and Supplies – Includes function 5000 object 500 expenditures for school (Control 7000) and program expenditures (Control 7XXX). 


	 
	● Other Expenses – Includes function 5000 object 700 expenditures for school (Control 7000) and program expenditures (Control 7XXX). 
	● Other Expenses – Includes function 5000 object 700 expenditures for school (Control 7000) and program expenditures (Control 7XXX). 
	● Other Expenses – Includes function 5000 object 700 expenditures for school (Control 7000) and program expenditures (Control 7XXX). 


	 
	● Program Capital Outlay – Includes function 5000 objects 610, 620, 640, 650 and 690 expenditures for school (Control 7000) and program expenditures (Control 7XXX). 
	● Program Capital Outlay – Includes function 5000 objects 610, 620, 640, 650 and 690 expenditures for school (Control 7000) and program expenditures (Control 7XXX). 
	● Program Capital Outlay – Includes function 5000 objects 610, 620, 640, 650 and 690 expenditures for school (Control 7000) and program expenditures (Control 7XXX). 


	 
	Form 6 
	 
	The Form 6 page is used to enter cost data not related to FEFP programs, which are indicated as below-the-line expenditures. This data may be uploaded programmatically or keyed into the system using this page.   
	 
	 
	 
	 
	 
	Screenshot of Form 6

	 
	 
	 
	The Form 6 page is used to enter below-the-line expenditures that are excluded from the Program Cost Report calculations but are necessary to balance to the Annual Financial Report.  
	 
	IMPORTANT:  Transfers are not reported as part of the reconciliation because transfers are not expenditures. The “Total Financial Report” amount represents the total expenditures for a specific fund, not including transfers. The amount reported in “Charter Schools” is the amount that the district paid to the charter school(s) from the specified fund, not the amount reported exclusively by the charter school(s) as total expenditures. Charter school expenditures are reported exclusively on Form 7. 
	 
	Cost Edit Criteria – Negative amounts and non-numeric data indicate errors and are unacceptable.  
	 
	Form 7 
	 
	The Form 7 page is used to enter expenditure data for charter schools. This form does not apply to those districts that do not have charter schools. Data may be loaded programmatically or manually keyed into the system using this input page.  
	 
	 
	 
	 
	 
	Screenshot of Form 7

	 
	 
	 
	Form 7 is the charter school’s equivalent of Form 5. The district receives this financial information directly from the assigned charter schools. It is important to understand that the Program Cost Report System does not perform any calculations using the data on the Form 7; however, two analysis edits have been included: one to ensure that the school indirect costs at the program levels equal school indirect costs by function, except for functions 7600 and 7800, and one that notes when costs per FTE studen
	 
	Indirect costs should be allocated to programs by staff (number of full-time equivalent teachers). The equivalent Control 5000 line (direct program expenditures) for the charter school will be what is recorded for objects 100 (Salaries) through 600 (Capital Outlay). 
	 
	Form 7 does not allocate costs when the cost calculator is executed. Warning messages are displayed at the top of the form and Cost per FTE student will be displayed for each program. If costs are changed on the Form 7 to correct errors, the cost calculator must be run in order to save the changes. 
	 
	 
	 
	Summary of Input Data – Step 5 – The edit report generated in this step allows the district to review and verify its data on Forms 4A and 5 only and does not update any files. It is important to use this report to compare the financial data uploaded into the Program Cost Report with the financial data in the district’s accounting system. This report may be filtered by Fund, Table or School. To run the program, use the submit option. This report must be run and reviewed before proceeding to Step 6. 
	 
	 
	 
	 
	Screenshot of Input Data 

	 
	 
	 
	Cost Data Edit – Step 6 – This step generates an edit report that displays errors in the financial data entered on Forms 4A, 5 and 6 by checking the totals of these forms against the associated tables defined on the Attribution Table page. No files are updated in this step. This report may be filtered by Fund, Table or School. To run the report, select the submit option. Errors are underlined on the report and error messages are printed in detail and require corrective action prior to proceeding to the Cost
	 
	 
	Screenshot of Cost Data Edit 

	 
	 
	Cost Calculator – Step 7 – This program distributes costs that were manually entered or programmatically uploaded to Forms 4A and 5 based on the school/program tables to create the report work file that will be used for the analysis reports. To run the program, select the submit option. This report must be in post mode before proceeding to Step 8.   
	 
	IMPORTANT:  This step must be run to incorporate changes to Form 7, regardless of whether the expenditure data was manually entered on Form 7 or loaded programmatically using Step 13.   
	 
	 
	 
	Screenshot of Cost Caluclator 

	Cost Table Report – Step 8 – This step generates an optional report that shows school total indirect costs by function for each Fund and Table. If the district does not run this report, continue to Step 9. The Cost Table Report may be filtered by Fund, Table or School, and does not update any files. To run the program, select the submit option.  
	 
	Note:  This report uses the report work file created by the Cost Calculator in Step 7, so if the Cost Calculator is run again, this report will need to be run again as well.  
	 
	 
	 
	 
	 
	Screenshot of Cost Report Table 

	 
	 
	 
	Functional Accounting – Step 9 – This step generates a report that is critical to the balancing of the Program Cost Report with the Annual Financial Report. This report displays financial data by function for each table and an aggregate total for each fund. The information is broken down by direct and indirect school costs and district indirect costs, just like the Summary Input Data. This report may be filtered by Fund, Table or School. It may also be summarized by table and fund totals. The amounts on thi
	 
	Note:  This report uses the report work file created by the Cost Calculator in Step 7, so if the Cost Calculator is run again, this report would need to be run again as well.  
	 
	 
	 
	 
	 
	Screenshot of Functional Accounting

	 
	 
	 
	PC 3 and PC 4 Report – Step 10 – This step generates a report that displays all costs by program and, when run in post mode, creates the file for submission to FDOE. The file name is export.txt and should be submitted to FDOE (See Cost Report Technical User Guide). This report breaks down costs by program and may be filtered by Fund or School. Be sure to look for the AFR rounding difference on the report because, if the difference is too large, it may indicate a problem with the AFR cost reconciliation. Thi
	 
	 
	 
	 
	Screenshot of PC - 3/4 Report 

	 
	 
	 
	Cost as a Percentage of Revenue Report (CAPOR) – Step 11 – The report generated in this step uses the general fund financial data from the Program Cost Report, FTE data from the Program Cost Report, the FEFP revenue file from FDOE, and the Food Service and Transportation amounts entered on the CAPOR report and processes page. Two aggregate reports are produced:  (1) a summary of school reports and (2) the district summary adjusted for student transportation and the allowed food service amount. In accordance
	 
	Note:  This report uses the report work file created by the Cost Calculator in Step 7, so if the Cost Calculator is run again, this report needs to be run again as well.  
	 
	IMPORTANT:  Remember that the revenue file from FDOE includes estimated FTE data for survey 4. The FTE that appears on the report may not agree with the actual FTE for survey 4. Revenue is not included for Workforce Development, Adults with Disabilities and other programs not funded through the FEFP. 
	 
	 
	 
	Cost as a Percentage of Revenue Report screenshot 

	 
	 
	 
	Cost Analysis – Step 12 – The report generated in this step shows the salary/staff FTE salary, indirect costs versus total costs, and district indirect versus school indirect costs. Each of the three areas is compared with the valid ranges set for them on the “Install Options” page. The annualized  “Staff to Salary” data appearing on the report is compared to the acceptable salary range data at the bottom of the “Install Options” page. The total indirect costs for both the school and district as a percentag
	 
	 
	 
	 
	 
	 
	Cost Analysis Screenshot 

	 
	 
	 
	Edit/Load Charter School Data – Step 13 – The district enters data supplied by its charter school(s) on Form 7(s). 
	 
	Note:  If the district elects to load the charter school data programmatically, refer to Appendix D for the proper layout. The edit report generated in this step allows the district to review its charter school data file before it is loaded into the cost data file. All reports should be run in edit mode first, reviewed and then run in post mode. To run the report, select the submit option. This report must be run in post mode in order populate the data on the Form 7 page. 
	 
	IMPORTANT:  After the charter school data is loaded, the “Cost Calculator” and “PC 3 and PC 4 Report” must be run again in post mode in order to include the data in the export file that must be sent to FDOE. 
	 
	 
	 
	 
	 
	 
	Edit Charter File 

	 
	 
	 
	 
	 
	 
	 
	 
	6A-1.014 Expenditure of Funds in Programs and Schools Where Generated. 
	Compliance with the expenditure requirements as set forth in Section 1010.20, F.S., shall be measured by the criteria set forth in subsections (1), (2) and (3) of this rule: 
	(1) Revenue generated by membership represents the product of the following six (6) factors and any adjustments by the Department for program ceilings or prior year adjustments: 
	(a) The number of full-time equivalent students for each program funding category; 
	(b) The cost factor for each program funding category; 
	(c) The base student allocation; 
	(d) The district cost differential; 
	(e) Other components as funded by the annual appropriations item for the Florida Education Finance Program (FEFP); and, 
	(f) The proration factor, if it is necessary to prorate program earnings to available revenue. 
	(2) Eligible expenditures as used herein include all school level direct and indirect expenditures of the general fund exclusive of expenditures for recreational and enrichment programs, community services not funded under the FEFP, land, land improvement, buildings, and remodeling. Eligible expenditures are also to include expenditures for food services in the special revenue funds. Eligible expenditures for food services shall be limited by the amount of state and local tax support for food services. 
	(3) The identification of cost is based on the dimensions of fund, function, object, and facility. School level costs are distinguished from district level costs as follows: 
	(a) School level costs: 
	1. Salaries and fringe benefits of teachers; 
	2. Salaries and fringe benefits of other instructional personnel; 
	3. Salaries and fringe benefits of substitutes; 
	4. Salaries and fringe benefits of principals and other administrative personnel; 
	5. Salaries and fringe benefits of pupil personnel staff working with pupils; 
	6. Salaries and fringe benefits of other support staff in the school; 
	7. School staff travel; 
	8. Supplies and materials used in the school center; 
	9. Maintenance for the school; 
	10. Utilities for the school; 
	11. Equipment, audio visual materials and library books for the school; 
	12. Library and audio visual materials, processing and film rentals; 
	13. Educational television for instructional purposes; 
	14. Staff training for school level instructional and non-instructional personnel; 
	15. Data processing for student oriented applications; 
	16. Curriculum coordinators assigned to the school; 
	17. School building related insurance; 
	18. Printing of instructional and other school use materials; 
	19. Warehousing and distribution of materials used at the school; 
	20. Transportation costs other than district level administration of the activity; 
	21. Food service costs other than district level administration of the activity; and, 
	22. All other costs of a school level nature. 
	(b) District level costs: 
	1. Board expense; 
	2. Salaries and fringe benefits of superintendent and staff; 
	3. Salaries and fringe benefits of other district staff including subject matter and grade level coordinators, consultants, or supervisors, as well as the district level supervisors or directors of transportation, food service, maintenance and operations; 
	 
	 
	A-1 
	 
	4. Salaries and fringe benefits of other district support personnel; 
	5. Travel of district level personnel; 
	6. Supplies and materials used in district offices; 
	7. Bonds and general liability insurance; 
	8. Maintenance for district offices; 
	9. Utilities for district office; 
	10. Equipment for district level services; and, 
	11. All other costs of a district level nature. 
	Rulemaking Authority 1001.02(1) FS. Law Implemented 1010.20 FS. History–New 7-20-74, Amended 9-5-74, Repromulgated 12-5-74, Amended 4-14-76, 7-12-77, Formerly 6A-1.14, Amended 6-10-87. 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	A-2
	Local Payroll File for the Program Cost Report System 
	 
	Summary:  This document describes the CSV file that each district needs to produce for uploading to the Program Cost Report System. This file will be used, along with the student records, to build the SATSY file. 
	 
	Audience:  Technical staff familiar with the Program Cost Report finance forms and the district’s finance system. 
	 
	Field Descriptions: 
	 
	General Notes: 
	 The file should ONLY be populated with instructional jobs. 
	 The file should ONLY be populated with instructional jobs. 
	 The file should ONLY be populated with instructional jobs. 

	 Most software packages will not load the CSV file with leading 0s when building numeric fields with leading 0s. Therefore, table 00001 will appear in the file as 1, with the leading 0s stripped out. This will look odd to most of the Program Cost Report users because they are used to seeing table 1 as 00001. The Program Cost Report System will insert the leading 0s for these fields. 
	 Most software packages will not load the CSV file with leading 0s when building numeric fields with leading 0s. Therefore, table 00001 will appear in the file as 1, with the leading 0s stripped out. This will look odd to most of the Program Cost Report users because they are used to seeing table 1 as 00001. The Program Cost Report System will insert the leading 0s for these fields. 

	 The “Job #” field is VERY important. The job number assigned in the Program Cost Report is set based on the following criteria:  survey and type of student (K-12 and Adult Ed). It is unlikely that a district’s payroll system will use the same scheme as the Program Cost Report System for assigning job numbers. When building this payroll file, you will need to map the local job numbers to match the numbers used by the Program Cost Report. For instance, most districts will set up their Program Cost Report to
	 The “Job #” field is VERY important. The job number assigned in the Program Cost Report is set based on the following criteria:  survey and type of student (K-12 and Adult Ed). It is unlikely that a district’s payroll system will use the same scheme as the Program Cost Report System for assigning job numbers. When building this payroll file, you will need to map the local job numbers to match the numbers used by the Program Cost Report. For instance, most districts will set up their Program Cost Report to

	 The Fund, Table and Percentage fields appear three times in the payroll layout below. All teachers should have at least the first set of Fund, Table and Percentage fields completed for each record. These fields describe the funding source/table attribution used to pay a teacher for a given job. A teacher may have multiple funding sources for a single job and the program provides availability for up to three funding sources.  
	 The Fund, Table and Percentage fields appear three times in the payroll layout below. All teachers should have at least the first set of Fund, Table and Percentage fields completed for each record. These fields describe the funding source/table attribution used to pay a teacher for a given job. A teacher may have multiple funding sources for a single job and the program provides availability for up to three funding sources.  

	 The three funding percentages should always total 1.00, or 100 percent. For example, a teacher may have one fund source for 1.00, or there may be three funding sources split into 0.33, 0.33 and 0.34. The percentages must always equal 1.00. 
	 The three funding percentages should always total 1.00, or 100 percent. For example, a teacher may have one fund source for 1.00, or there may be three funding sources split into 0.33, 0.33 and 0.34. The percentages must always equal 1.00. 
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	Field Number 
	Field Number 
	Field Number 
	Field Number 

	Field Name 
	Field Name 

	Max Size 
	Max Size 

	Format 
	Format 

	Description 
	Description 

	Span

	   1 
	   1 
	   1 

	District 
	District 

	  2 
	  2 

	Numeric 
	Numeric 

	Number assigned to district by the FDOE. 
	Number assigned to district by the FDOE. 

	Span

	   2 
	   2 
	   2 

	Fiscal Year 
	Fiscal Year 

	  4 
	  4 

	Numeric 
	Numeric 

	Fiscal year of payroll records. Example:  The calendar year that spans 2015-16 would be 2016. 
	Fiscal year of payroll records. Example:  The calendar year that spans 2015-16 would be 2016. 

	Span

	   3 
	   3 
	   3 

	Employee ID or Employee SSN 
	Employee ID or Employee SSN 

	10 
	10 

	Numeric 
	Numeric 

	It is recommended that you use the local employee ID instead of the employee SSN. The district must have reported its teacher course records with the optional local employee ID field populated.  
	It is recommended that you use the local employee ID instead of the employee SSN. The district must have reported its teacher course records with the optional local employee ID field populated.  

	Span

	   4 
	   4 
	   4 

	Job # 
	Job # 

	  2 
	  2 

	Numeric 
	Numeric 

	This is the Program Cost Report Job #, not the district’s local Job #. See Appendix B General Notes section. 
	This is the Program Cost Report Job #, not the district’s local Job #. See Appendix B General Notes section. 

	Span

	   5 
	   5 
	   5 

	Last Name 
	Last Name 

	20 
	20 

	Alphanumeric 
	Alphanumeric 

	Teacher’s last name. 
	Teacher’s last name. 

	Span

	   6 
	   6 
	   6 

	First Name 
	First Name 

	15 
	15 

	Alphanumeric 
	Alphanumeric 

	Teacher’s first name. 
	Teacher’s first name. 

	Span

	   7 
	   7 
	   7 

	Middle Initial 
	Middle Initial 

	  1 
	  1 

	Alphanumeric 
	Alphanumeric 

	Teacher’s middle initial. 
	Teacher’s middle initial. 

	Span

	   8 
	   8 
	   8 

	Fund 1 
	Fund 1 

	  1 
	  1 

	Numeric 
	Numeric 

	Valid values: 1 = General Fund or 4 = Special Revenue Fund. 
	Valid values: 1 = General Fund or 4 = Special Revenue Fund. 

	Span

	   9 
	   9 
	   9 

	Table 1 
	Table 1 

	  5 
	  5 

	Numeric 
	Numeric 

	Attribution table associated with funding source. See Appendix B General Notes section. 
	Attribution table associated with funding source. See Appendix B General Notes section. 

	Span

	10 
	10 
	10 

	Percentage 1 
	Percentage 1 

	  4 
	  4 

	Numeric (9.99) 
	Numeric (9.99) 

	Percentage of salary associated with Table 1. 50% = 0.50. 
	Percentage of salary associated with Table 1. 50% = 0.50. 

	Span

	11 
	11 
	11 

	Fund 2 
	Fund 2 

	  1 
	  1 

	Numeric 
	Numeric 

	Valid values: 1 = General Fund, 4 = Special Revenue Fund, or space if not used. 
	Valid values: 1 = General Fund, 4 = Special Revenue Fund, or space if not used. 

	Span

	12 
	12 
	12 

	Table 2 
	Table 2 

	  5 
	  5 

	Numeric 
	Numeric 

	Attribution table associated with funding source. See Appendix B General Notes section. 
	Attribution table associated with funding source. See Appendix B General Notes section. 

	Span

	13 
	13 
	13 

	Percentage 2 
	Percentage 2 

	  4 
	  4 

	Numeric (9.99) 
	Numeric (9.99) 

	Percentage of salary associated with Table 2. 50% = 0.50. 
	Percentage of salary associated with Table 2. 50% = 0.50. 

	Span

	14 
	14 
	14 

	Fund 3 
	Fund 3 

	  1 
	  1 

	Numeric 
	Numeric 

	Valid values: 1 = General Fund, 4 = Special Revenue Fund, or space if not used. 
	Valid values: 1 = General Fund, 4 = Special Revenue Fund, or space if not used. 

	Span

	15 
	15 
	15 

	Table 3 
	Table 3 

	  5 
	  5 

	Numeric 
	Numeric 

	Attribution table associated with funding source. See Appendix B General Notes section. 
	Attribution table associated with funding source. See Appendix B General Notes section. 

	Span

	16 
	16 
	16 

	Percentage 3 
	Percentage 3 

	  4 
	  4 

	Numeric (9.99) 
	Numeric (9.99) 

	Percentage of salary associated with Table 3. 50% = 0.50. 
	Percentage of salary associated with Table 3. 50% = 0.50. 

	Span

	17 
	17 
	17 

	Salary 
	Salary 

	  6 
	  6 

	Numeric 
	Numeric 

	Total salary paid for this job. 
	Total salary paid for this job. 

	Span

	18 
	18 
	18 

	Hourly Rate 
	Hourly Rate 

	10 
	10 

	Numeric (9999.99999) 
	Numeric (9999.99999) 

	This field should be equal to 0 unless for an hourly teacher. 
	This field should be equal to 0 unless for an hourly teacher. 

	Span

	19 
	19 
	19 

	Survey 1 Days 
	Survey 1 Days 

	  3 
	  3 

	Numeric 
	Numeric 

	Number of days worked in Survey 1. Should be set to 0 if hourly rate is specified. 
	Number of days worked in Survey 1. Should be set to 0 if hourly rate is specified. 

	Span

	 
	 
	 

	 
	 

	 
	 

	      
	      
	 
	 
	B-2 

	 
	 

	Span


	 
	 
	 
	 

	 
	 

	 
	 

	 
	 

	 
	 


	20 
	20 
	20 

	Survey 2 Days 
	Survey 2 Days 

	  3 
	  3 

	Numeric 
	Numeric 
	 

	Number of days worked in Survey 2. Should be set to 0 if hourly rate is specified. 
	Number of days worked in Survey 2. Should be set to 0 if hourly rate is specified. 

	Span

	21 
	21 
	21 

	Survey 3 Days 
	Survey 3 Days 

	  3 
	  3 

	Numeric 
	Numeric 

	Number of days worked in Survey 3. Should be set to 0 if hourly rate is specified. 
	Number of days worked in Survey 3. Should be set to 0 if hourly rate is specified. 

	Span

	22 
	22 
	22 

	Survey 4 Days 
	Survey 4 Days 

	  3 
	  3 

	Numeric 
	Numeric 

	Number of days worked in Survey 4. Should be set to 0 if hourly rate is specified. 
	Number of days worked in Survey 4. Should be set to 0 if hourly rate is specified. 

	Span

	23 
	23 
	23 

	Primary School of Instruction 
	Primary School of Instruction 

	  4 
	  4 

	Numeric 
	Numeric 

	The school of instruction is dictated by the student records reported by the teacher. If a teacher is listed in this payroll file but does not have students reported, then the system will use the school specified here to build a SATSY record for the teacher without any students attached. The teacher record will then have to be researched manually to identify the students. 
	The school of instruction is dictated by the student records reported by the teacher. If a teacher is listed in this payroll file but does not have students reported, then the system will use the school specified here to build a SATSY record for the teacher without any students attached. The teacher record will then have to be researched manually to identify the students. 

	Span


	       
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	B-3
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	PAGE INTENTIONALLY LEFT BLANK 
	 
	 
	Local Finance File for the Program Cost Report System 
	 
	Summary:  This document describes the CSV file that can be used to upload finance data (Forms 4A, 5 and 6) to the Program Cost Report System. This file is optional; some districts may find it easier to enter the financial data by hand. 
	 
	Audience:  Technical staff familiar with the Program Cost Report finance forms and the district’s local finance system. 
	 
	Field Descriptions: 
	 
	General Notes: 
	 The “Control” field described in the following pages is very important. It communicates to the software where to upload data (form and line). Because each control line represents different data, each has its own field description table, described later in this document. The valid control values are: 
	 The “Control” field described in the following pages is very important. It communicates to the software where to upload data (form and line). Because each control line represents different data, each has its own field description table, described later in this document. The valid control values are: 
	 The “Control” field described in the following pages is very important. It communicates to the software where to upload data (form and line). Because each control line represents different data, each has its own field description table, described later in this document. The valid control values are: 

	o 1000 – Form 4A 
	o 1000 – Form 4A 
	o 1000 – Form 4A 

	o 2000 – Form 4A 
	o 2000 – Form 4A 

	o 2001 – Form 4A 
	o 2001 – Form 4A 

	o 2002 – Form 4A 
	o 2002 – Form 4A 

	o 2003 – Form 4A 
	o 2003 – Form 4A 

	o 3000 – Form 4A 
	o 3000 – Form 4A 

	o 3001 – Form 4A 
	o 3001 – Form 4A 

	o 3002 – Form 4A 
	o 3002 – Form 4A 

	o 3003 – Form 4A 
	o 3003 – Form 4A 

	o 6000 – Form 5 
	o 6000 – Form 5 

	o 6001 – Form 5 
	o 6001 – Form 5 

	o 6002 – Form 5 
	o 6002 – Form 5 

	o 6003 – Form 5 
	o 6003 – Form 5 

	o 7000 – Form 5 
	o 7000 – Form 5 

	o 7xxx – Form 5 (where xxx is a valid FEFP number defined on the Set-up  FEFP Program page) 
	o 7xxx – Form 5 (where xxx is a valid FEFP number defined on the Set-up  FEFP Program page) 

	o 8000 – Form 6 
	o 8000 – Form 6 


	 If a duplicate Table/Fund/Control record is encountered, only the first occurrence will be uploaded. 
	 If a duplicate Table/Fund/Control record is encountered, only the first occurrence will be uploaded. 

	 Each time the Finance Load program is run to upload this file, it overlays any finance data currently in the Program Cost Report System. Salaries uploaded to the Form 5, 7xxx control lines from the School/District Summary report are the only exceptions to this rule. 
	 Each time the Finance Load program is run to upload this file, it overlays any finance data currently in the Program Cost Report System. Salaries uploaded to the Form 5, 7xxx control lines from the School/District Summary report are the only exceptions to this rule. 

	 Most software packages will not load the CSV file with leading 0s when building numeric fields with leading 0s. Table 00001 will appear in the file as 1, with the leading 0s removed. This will look odd to most of the current Program Cost Report users because their AS400 or mainframe displays the table as 00001. The Program Cost Report System will insert the leading 0s for these fields. 
	 Most software packages will not load the CSV file with leading 0s when building numeric fields with leading 0s. Table 00001 will appear in the file as 1, with the leading 0s removed. This will look odd to most of the current Program Cost Report users because their AS400 or mainframe displays the table as 00001. The Program Cost Report System will insert the leading 0s for these fields. 

	 All records should have all the columns described below in the “Generic Control Data,” even if the column is left blank. After the Generic Finance Data is described, each control number will be described.  
	 All records should have all the columns described below in the “Generic Control Data,” even if the column is left blank. After the Generic Finance Data is described, each control number will be described.  


	                  
	 C-1 
	 All field sizes are shown in tables below as their maximum size. 
	 All field sizes are shown in tables below as their maximum size. 
	 All field sizes are shown in tables below as their maximum size. 

	 All dollar amounts are presented as whole numbers and without commas. 
	 All dollar amounts are presented as whole numbers and without commas. 

	 The Control 7xxx record contains salary data at the table/school/program level. This field should only contain teacher aide salaries that will be added by the system to the teacher salaries produced by SATSY.  
	 The Control 7xxx record contains salary data at the table/school/program level. This field should only contain teacher aide salaries that will be added by the system to the teacher salaries produced by SATSY.  


	 
	 
	Generic Control Data 
	Field Number 
	Field Number 
	Field Number 
	Field Number 

	Field Name 
	Field Name 

	Max Size 
	Max Size 

	Format 
	Format 

	Description 
	Description 

	Span

	  1 
	  1 
	  1 

	District 
	District 

	   2 
	   2 

	Numeric 
	Numeric 

	Number assigned to district by the FDOE. 
	Number assigned to district by the FDOE. 

	Span

	  2 
	  2 
	  2 

	Fiscal Year 
	Fiscal Year 

	   4 
	   4 

	Numeric 
	Numeric 

	Fiscal year of finance records. Example:  The calendar year that spans 2015-16 would be 2016. 
	Fiscal year of finance records. Example:  The calendar year that spans 2015-16 would be 2016. 

	Span

	  3 
	  3 
	  3 

	Control 
	Control 

	   4 
	   4 

	Numeric 
	Numeric 

	Corresponds to the Program Cost Report finance form and row. 
	Corresponds to the Program Cost Report finance form and row. 

	Span

	  4 
	  4 
	  4 

	Table 
	Table 

	   5 
	   5 

	Numeric 
	Numeric 

	Attribution table associated with fund. See Appendix C General Notes section. 
	Attribution table associated with fund. See Appendix C General Notes section. 

	Span

	  5 
	  5 
	  5 

	Fund 
	Fund 

	   1 
	   1 

	Numeric 
	Numeric 

	This value must match the fund assigned to the Set-up   Table page and it must be one of the following values:  
	This value must match the fund assigned to the Set-up   Table page and it must be one of the following values:  
	1 = General Fund  
	4 = Special Revenue Fund  
	(Note:  All ARRA fund tables should be assigned to Fund 4). 

	Span

	  6 
	  6 
	  6 

	School 
	School 

	  4 
	  4 

	Numeric 
	Numeric 

	School number as assigned by the FDOE. 
	School number as assigned by the FDOE. 

	Span

	  7 
	  7 
	  7 

	Amount 1 
	Amount 1 

	11 
	11 

	Numeric 
	Numeric 

	This field’s value varies based on the control. 
	This field’s value varies based on the control. 

	Span

	  8 
	  8 
	  8 

	Amount 2 
	Amount 2 

	11 
	11 

	Numeric 
	Numeric 

	This field’s value varies based on the control. 
	This field’s value varies based on the control. 

	Span

	  9 
	  9 
	  9 

	Amount 3 
	Amount 3 

	11 
	11 

	Numeric 
	Numeric 

	This field’s value varies based on the control. 
	This field’s value varies based on the control. 

	Span

	10 
	10 
	10 

	Amount 4 
	Amount 4 

	11 
	11 

	Numeric 
	Numeric 

	This field’s value varies based on the control. 
	This field’s value varies based on the control. 

	Span

	11 
	11 
	11 

	Amount 5 
	Amount 5 

	11 
	11 

	Numeric 
	Numeric 

	This field’s value varies based on the control. 
	This field’s value varies based on the control. 

	Span

	12 
	12 
	12 

	Amount 6 
	Amount 6 

	11 
	11 

	Numeric 
	Numeric 

	This field’s value varies based on the control. 
	This field’s value varies based on the control. 

	Span

	13 
	13 
	13 

	Amount 7 
	Amount 7 

	11 
	11 

	Numeric 
	Numeric 

	This field’s value varies based on the control. 
	This field’s value varies based on the control. 

	Span

	14 
	14 
	14 

	AFR Total 
	AFR Total 

	11 
	11 

	Numeric 
	Numeric 

	This field is only used with Control 8000 and is always the AFR total for the fund. 
	This field is only used with Control 8000 and is always the AFR total for the fund. 

	Span

	15 
	15 
	15 

	Percentage Method 
	Percentage Method 

	   1 
	   1 

	Alphanumeric 
	Alphanumeric 
	 

	This field is used only with Controls 1000 and 7000. The field is prepopulated to distribute benefits on a percentage-of-salaries basis. Delete the “P” from both the Control 1000 and 7000 fields to override this methodology and assign benefits by dollar amount. 
	This field is used only with Controls 1000 and 7000. The field is prepopulated to distribute benefits on a percentage-of-salaries basis. Delete the “P” from both the Control 1000 and 7000 fields to override this methodology and assign benefits by dollar amount. 

	Span


	        
	 
	C-2  
	 
	Control 1000 
	Field Number 
	Field Number 
	Field Number 
	Field Number 

	Field Name 
	Field Name 

	Max Size 
	Max Size 

	Format 
	Format 

	Description 
	Description 

	Span

	  1 
	  1 
	  1 

	District 
	District 

	2 
	2 

	Numeric 
	Numeric 

	Number assigned to district by the FDOE. 
	Number assigned to district by the FDOE. 

	Span

	  2 
	  2 
	  2 

	Fiscal Year 
	Fiscal Year 

	4 
	4 

	Numeric 
	Numeric 

	Fiscal year of finance records. Example:  The calendar year that spans 2015-16 would be 2016. 
	Fiscal year of finance records. Example:  The calendar year that spans 2015-16 would be 2016. 

	Span

	  3 
	  3 
	  3 

	Control 
	Control 

	4 
	4 

	Numeric 
	Numeric 

	Value = “1000.” 
	Value = “1000.” 

	Span

	  4 
	  4 
	  4 

	Table  
	Table  

	5 
	5 

	Numeric 
	Numeric 

	Attribution table associated with fund. See the Appendix C General Notes section. 
	Attribution table associated with fund. See the Appendix C General Notes section. 

	Span

	  5 
	  5 
	  5 

	Fund 
	Fund 

	1 
	1 

	Numeric 
	Numeric 

	This value must match the fund assigned to the Set-up   Table page and it must be one of the following values:  
	This value must match the fund assigned to the Set-up   Table page and it must be one of the following values:  
	1 = General Fund  
	4 = Special Revenue Fund  
	(Note:  All Stimulus (ARRA) fund tables should be assigned to Fund 4). 

	Span

	  6 
	  6 
	  6 

	School 
	School 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span

	  7 
	  7 
	  7 

	Salaries 
	Salaries 

	11 
	11 

	Numeric 
	Numeric 

	Total for table. 
	Total for table. 

	Span

	  8 
	  8 
	  8 

	Benefits 
	Benefits 

	11 
	11 

	Numeric 
	Numeric 

	Total for table. 
	Total for table. 

	Span

	  9 
	  9 
	  9 

	Purchased Services 
	Purchased Services 

	11 
	11 

	Numeric 
	Numeric 

	Total for table. 
	Total for table. 

	Span

	10 
	10 
	10 

	Material & Supplies 
	Material & Supplies 

	11 
	11 

	Numeric 
	Numeric 

	Total for table. 
	Total for table. 

	Span

	11 
	11 
	11 

	Other 
	Other 

	11 
	11 

	Numeric 
	Numeric 

	Total for table. 
	Total for table. 

	Span

	12 
	12 
	12 

	Capital Outlay 
	Capital Outlay 

	11 
	11 

	Numeric 
	Numeric 

	Total for table. 
	Total for table. 

	Span

	13 
	13 
	13 

	Amount 7 
	Amount 7 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span

	14 
	14 
	14 

	AFR Total 
	AFR Total 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span

	15 
	15 
	15 

	Percentage Method 
	Percentage Method 

	  1 
	  1 

	 
	 
	 
	 
	Alphanumeric 
	 
	 
	 

	This field is used only with Control 1000 and 7000. The field is prepopulated to distribute benefits on a percentage-of-salaries basis. Delete the “P” from both the Control 1000 and 7000 fields to override this methodology and assign benefits by dollar amount. 
	This field is used only with Control 1000 and 7000. The field is prepopulated to distribute benefits on a percentage-of-salaries basis. Delete the “P” from both the Control 1000 and 7000 fields to override this methodology and assign benefits by dollar amount. 

	Span


	 
	 
	 
	 
	 
	        
	 
	 
	C-3
	Control 2000 
	Field Number 
	Field Number 
	Field Number 
	Field Number 

	Field Name 
	Field Name 

	Max Size 
	Max Size 

	Format 
	Format 

	Description 
	Description 

	Span

	  1 
	  1 
	  1 

	District 
	District 

	2 
	2 

	Numeric 
	Numeric 

	Number assigned to district by the FDOE. 
	Number assigned to district by the FDOE. 

	Span

	  2 
	  2 
	  2 

	Fiscal Year 
	Fiscal Year 

	4 
	4 

	Numeric 
	Numeric 

	Fiscal year of finance records. Example:  The calendar year that spans 2015-16 would be 2016. 
	Fiscal year of finance records. Example:  The calendar year that spans 2015-16 would be 2016. 

	Span

	  3 
	  3 
	  3 

	Control 
	Control 

	4 
	4 

	Numeric 
	Numeric 

	Value = 2000. 
	Value = 2000. 

	Span

	  4 
	  4 
	  4 

	Table  
	Table  

	5 
	5 

	Numeric 
	Numeric 

	Attribution table associated with fund. See the Appendix C General Notes section. 
	Attribution table associated with fund. See the Appendix C General Notes section. 

	Span

	  5 
	  5 
	  5 

	Fund 
	Fund 

	1 
	1 

	Numeric 
	Numeric 

	This value must match the fund assigned to the Set-up   Table page and it must be one of the following values:  
	This value must match the fund assigned to the Set-up   Table page and it must be one of the following values:  
	1 = General Fund  
	4 = Special Revenue Fund  
	(Note:  All Stimulus (ARRA) fund tables should be assigned to Fund 4). 

	Span

	  6 
	  6 
	  6 

	School 
	School 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span

	  7 
	  7 
	  7 

	Function 6100 
	Function 6100 

	11 
	11 

	Numeric 
	Numeric 

	Total School Indirect Cost not already attributed directly to a school on Form 5. 
	Total School Indirect Cost not already attributed directly to a school on Form 5. 

	Span

	  8 
	  8 
	  8 

	Function 6200 
	Function 6200 

	11 
	11 

	Numeric 
	Numeric 

	Total School Indirect Cost not already attributed directly to a school on Form 5. 
	Total School Indirect Cost not already attributed directly to a school on Form 5. 

	Span

	  9 
	  9 
	  9 

	Function 6300 
	Function 6300 

	11 
	11 

	Numeric 
	Numeric 

	Total School Indirect Cost not already attributed directly to a school on Form 5. 
	Total School Indirect Cost not already attributed directly to a school on Form 5. 

	Span

	10 
	10 
	10 

	Function 6400 
	Function 6400 

	11 
	11 

	Numeric 
	Numeric 

	Total School Indirect Cost not already attributed directly to a school on Form 5. 
	Total School Indirect Cost not already attributed directly to a school on Form 5. 

	Span

	11 
	11 
	11 

	Amount 5 
	Amount 5 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span

	12 
	12 
	12 

	Amount 6 
	Amount 6 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span

	13 
	13 
	13 

	Amount 7 
	Amount 7 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span

	14 
	14 
	14 

	AFR Total 
	AFR Total 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span

	15 
	15 
	15 

	Percentage Method 
	Percentage Method 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span


	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	        
	 
	C-4 
	Control 2001 
	Field Number 
	Field Number 
	Field Number 
	Field Number 

	Field Name 
	Field Name 

	Max Size 
	Max Size 

	Format 
	Format 

	Description 
	Description 

	Span

	  1 
	  1 
	  1 

	District 
	District 

	2 
	2 

	Numeric 
	Numeric 

	Number assigned to district by the FDOE. 
	Number assigned to district by the FDOE. 

	Span

	  2 
	  2 
	  2 

	Fiscal Year 
	Fiscal Year 

	4 
	4 

	Numeric 
	Numeric 

	Fiscal year of finance records. Example:  The calendar year that spans 2015-16 would be 2016. 
	Fiscal year of finance records. Example:  The calendar year that spans 2015-16 would be 2016. 

	Span

	  3 
	  3 
	  3 

	Control 
	Control 

	4 
	4 

	Numeric 
	Numeric 

	Value = 2001. 
	Value = 2001. 

	Span

	  4 
	  4 
	  4 

	Table  
	Table  

	5 
	5 

	Numeric 
	Numeric 

	Attribution table associated with fund. See the Appendix C General Notes section. 
	Attribution table associated with fund. See the Appendix C General Notes section. 

	Span

	  5 
	  5 
	  5 

	Fund 
	Fund 

	1 
	1 

	Numeric 
	Numeric 

	This value must match the fund assigned to the Set-up   Table page and it must be one of the following values:  
	This value must match the fund assigned to the Set-up   Table page and it must be one of the following values:  
	1 = General Fund  
	4 = Special Revenue Fund  
	(Note:  All Stimulus (ARRA) fund tables should be assigned to Fund 4). 

	Span

	  6 
	  6 
	  6 

	School 
	School 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span

	  7 
	  7 
	  7 

	Function 6500 
	Function 6500 

	11 
	11 

	Numeric 
	Numeric 

	Total School Indirect Cost not already attributed directly to a school on Form 5. 
	Total School Indirect Cost not already attributed directly to a school on Form 5. 

	Span

	  8 
	  8 
	  8 

	Function 7300 
	Function 7300 

	11 
	11 

	Numeric 
	Numeric 

	Total School Indirect Cost not already attributed directly to a school on Form 5. 
	Total School Indirect Cost not already attributed directly to a school on Form 5. 

	Span

	  9 
	  9 
	  9 

	Function 7400 
	Function 7400 

	11 
	11 

	Numeric 
	Numeric 

	Total School Indirect Cost not already attributed directly to a school on Form 5. 
	Total School Indirect Cost not already attributed directly to a school on Form 5. 

	Span

	10 
	10 
	10 

	Function 7600 
	Function 7600 

	11 
	11 

	Numeric 
	Numeric 

	Total School Indirect Cost not already attributed directly to a school on Form 5. 
	Total School Indirect Cost not already attributed directly to a school on Form 5. 

	Span

	11 
	11 
	11 

	Amount 5 
	Amount 5 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span

	12 
	12 
	12 

	Amount 6 
	Amount 6 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span

	13 
	13 
	13 

	Amount 7 
	Amount 7 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span

	14 
	14 
	14 

	AFR Total 
	AFR Total 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span

	15 
	15 
	15 

	Percentage Method 
	Percentage Method 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span


	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	        
	 
	C-5 
	Control 2002 
	Field Number 
	Field Number 
	Field Number 
	Field Number 

	Field Name 
	Field Name 

	Max Size 
	Max Size 

	Format 
	Format 

	Description 
	Description 

	Span

	  1 
	  1 
	  1 

	District 
	District 

	2 
	2 

	Numeric 
	Numeric 

	Number assigned to district by the FDOE. 
	Number assigned to district by the FDOE. 

	Span

	  2 
	  2 
	  2 

	Fiscal Year 
	Fiscal Year 

	4 
	4 

	Numeric 
	Numeric 

	Fiscal year of finance records. Example:  The calendar year that spans 2015-16 would be 2016. 
	Fiscal year of finance records. Example:  The calendar year that spans 2015-16 would be 2016. 

	Span

	  3 
	  3 
	  3 

	Control 
	Control 

	4 
	4 

	Numeric 
	Numeric 

	Value = 2002. 
	Value = 2002. 

	Span

	  4 
	  4 
	  4 

	Table  
	Table  

	5 
	5 

	Numeric 
	Numeric 

	Attribution table associated with fund. See the Appendix C General Notes section. 
	Attribution table associated with fund. See the Appendix C General Notes section. 

	Span

	  5 
	  5 
	  5 

	Fund 
	Fund 

	1 
	1 

	Numeric 
	Numeric 

	This value must match the fund assigned to the Set-up   Table page and it must be one of the following values:  
	This value must match the fund assigned to the Set-up   Table page and it must be one of the following values:  
	1 = General Fund  
	4 = Special Revenue Fund  
	(Note:  All Stimulus (ARRA) fund tables should be assigned to Fund 4). 

	Span

	  6 
	  6 
	  6 

	School 
	School 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field Blank. 
	Leave field Blank. 

	Span

	  7 
	  7 
	  7 

	Function 7700 
	Function 7700 

	11 
	11 

	Numeric 
	Numeric 

	Total School Indirect Cost not already attributed directly to a school on Form 5. 
	Total School Indirect Cost not already attributed directly to a school on Form 5. 

	Span

	  8 
	  8 
	  8 

	Function 7800 
	Function 7800 

	11 
	11 

	Numeric 
	Numeric 

	Total School Indirect Cost not already attributed directly to a school on Form 5. 
	Total School Indirect Cost not already attributed directly to a school on Form 5. 

	Span

	  9 
	  9 
	  9 

	Function 7900 
	Function 7900 

	11 
	11 

	Numeric 
	Numeric 

	Total School Indirect Cost not already attributed directly to a school on Form 5. 
	Total School Indirect Cost not already attributed directly to a school on Form 5. 

	Span

	10 
	10 
	10 

	Function 8100 
	Function 8100 

	11 
	11 

	Numeric 
	Numeric 

	Total School Indirect Cost not already attributed directly to a school on Form 5. 
	Total School Indirect Cost not already attributed directly to a school on Form 5. 

	Span

	11 
	11 
	11 

	Amount 5 
	Amount 5 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span

	12 
	12 
	12 

	Amount 6 
	Amount 6 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span

	13 
	13 
	13 

	Amount 7 
	Amount 7 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span

	14 
	14 
	14 

	AFR Total 
	AFR Total 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span

	15 
	15 
	15 

	Percentage Method 
	Percentage Method 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span


	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	        
	 
	C-6 
	Control 2003 
	Field Number 
	Field Number 
	Field Number 
	Field Number 

	Field Name 
	Field Name 

	Max Size 
	Max Size 

	Format 
	Format 

	Description 
	Description 

	Span

	  1 
	  1 
	  1 

	District 
	District 

	2 
	2 

	Numeric 
	Numeric 

	Number assigned to district by the FDOE. 
	Number assigned to district by the FDOE. 

	Span

	  2 
	  2 
	  2 

	Fiscal Year 
	Fiscal Year 

	4 
	4 

	Numeric 
	Numeric 

	Fiscal year of finance records. Example:  The calendar year that spans 2015-16 would be 2016. 
	Fiscal year of finance records. Example:  The calendar year that spans 2015-16 would be 2016. 

	Span

	  3 
	  3 
	  3 

	Control 
	Control 

	4 
	4 

	Numeric 
	Numeric 

	Value = 2003. 
	Value = 2003. 

	Span

	  4 
	  4 
	  4 

	Table  
	Table  

	5 
	5 

	Numeric 
	Numeric 

	Attribution table associated with fund. See the Appendix C General Notes section. 
	Attribution table associated with fund. See the Appendix C General Notes section. 

	Span

	  5 
	  5 
	  5 

	Fund 
	Fund 

	1 
	1 

	Numeric 
	Numeric 

	This value must match the fund assigned to the Set-up   Table page and it must be one of the following values:  
	This value must match the fund assigned to the Set-up   Table page and it must be one of the following values:  
	1 = General Fund  
	4 = Special Revenue Fund  
	(Note:  All Stimulus (ARRA) fund tables should be assigned to Fund 4). 

	Span

	  6 
	  6 
	  6 

	School 
	School 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span

	  7 
	  7 
	  7 

	Function 8200 
	Function 8200 

	11 
	11 

	Numeric 
	Numeric 

	Total School Indirect Cost not already attributed directly to a school on Form 5. 
	Total School Indirect Cost not already attributed directly to a school on Form 5. 

	Span

	  8 
	  8 
	  8 

	Amount 2 
	Amount 2 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span

	  9 
	  9 
	  9 

	Amount 3 
	Amount 3 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span

	10 
	10 
	10 

	Amount 4 
	Amount 4 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span

	11 
	11 
	11 

	Amount 5 
	Amount 5 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span

	12 
	12 
	12 

	Amount 6 
	Amount 6 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span

	13 
	13 
	13 

	Amount 7 
	Amount 7 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span

	14 
	14 
	14 

	AFR Total 
	AFR Total 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span

	15 
	15 
	15 

	Percentage Method 
	Percentage Method 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span


	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	        
	 
	C-7 
	Control 3000 
	Field Number 
	Field Number 
	Field Number 
	Field Number 

	Field Name 
	Field Name 

	Max Size 
	Max Size 

	Format 
	Format 

	Description 
	Description 

	Span

	  1 
	  1 
	  1 

	District 
	District 

	2 
	2 

	Numeric 
	Numeric 

	Number assigned to district by the FDOE. 
	Number assigned to district by the FDOE. 

	Span

	  2 
	  2 
	  2 

	Fiscal Year 
	Fiscal Year 

	4 
	4 

	Numeric 
	Numeric 

	Fiscal year of finance records. Example:  The calendar year that spans 2015-16 would be 2016. 
	Fiscal year of finance records. Example:  The calendar year that spans 2015-16 would be 2016. 

	Span

	  3 
	  3 
	  3 

	Control 
	Control 

	4 
	4 

	Numeric 
	Numeric 

	Value = 3000. 
	Value = 3000. 

	Span

	  4 
	  4 
	  4 

	Table  
	Table  

	5 
	5 

	Numeric 
	Numeric 

	Attribution table associated with fund. See the Appendix C General Notes section. 
	Attribution table associated with fund. See the Appendix C General Notes section. 

	Span

	  5 
	  5 
	  5 

	Fund 
	Fund 

	1 
	1 

	Numeric 
	Numeric 

	This value must match the fund assigned to the Set-up   Table page and it must be one of the following values:  
	This value must match the fund assigned to the Set-up   Table page and it must be one of the following values:  
	1 = General Fund  
	4 = Special Revenue Fund  
	(Note:  All Stimulus (ARRA) fund tables should be assigned to Fund 4). 

	Span

	  6 
	  6 
	  6 

	School 
	School 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank 
	Leave field blank 

	Span

	  7 
	  7 
	  7 

	Function 6100 
	Function 6100 

	11 
	11 

	Numeric 
	Numeric 

	Total District Indirect Cost. 
	Total District Indirect Cost. 

	Span

	  8 
	  8 
	  8 

	Function 6200 
	Function 6200 

	11 
	11 

	Numeric 
	Numeric 

	Total District Indirect Cost. 
	Total District Indirect Cost. 

	Span

	  9 
	  9 
	  9 

	Function 6300 
	Function 6300 

	11 
	11 

	Numeric 
	Numeric 

	Total District Indirect Cost. 
	Total District Indirect Cost. 

	Span

	10 
	10 
	10 

	Function 6400 
	Function 6400 

	11 
	11 

	Numeric 
	Numeric 

	Total District Indirect Cost. 
	Total District Indirect Cost. 

	Span

	11 
	11 
	11 

	Amount 5 
	Amount 5 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span

	12 
	12 
	12 

	Amount 6 
	Amount 6 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span

	13 
	13 
	13 

	Amount 7 
	Amount 7 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span

	14 
	14 
	14 

	AFR Total 
	AFR Total 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span

	15 
	15 
	15 

	Percentage Method 
	Percentage Method 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span


	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	        
	 
	C-8 
	Control 3001 
	Field Number 
	Field Number 
	Field Number 
	Field Number 

	Field Name 
	Field Name 

	Max Size 
	Max Size 

	Format 
	Format 

	Description 
	Description 

	Span

	  1 
	  1 
	  1 

	District 
	District 

	2 
	2 

	Numeric 
	Numeric 

	Number assigned to district by the FDOE. 
	Number assigned to district by the FDOE. 

	Span

	  2 
	  2 
	  2 

	Fiscal Year 
	Fiscal Year 

	4 
	4 

	Numeric 
	Numeric 

	Fiscal year of finance records. Example:  The calendar year that spans 2015-16 would be 2016. 
	Fiscal year of finance records. Example:  The calendar year that spans 2015-16 would be 2016. 

	Span

	  3 
	  3 
	  3 

	Control 
	Control 

	4 
	4 

	Numeric 
	Numeric 

	Value = 3001. 
	Value = 3001. 

	Span

	  4 
	  4 
	  4 

	Table  
	Table  

	5 
	5 

	Numeric 
	Numeric 

	Attribution table associated with fund. See the Appendix C General Notes section. 
	Attribution table associated with fund. See the Appendix C General Notes section. 

	Span

	  5 
	  5 
	  5 

	Fund 
	Fund 

	1 
	1 

	Numeric 
	Numeric 

	This value must match the fund assigned to the Set-up   Table page and it must be one of the following values:  
	This value must match the fund assigned to the Set-up   Table page and it must be one of the following values:  
	1 = General Fund  
	4 = Special Revenue Fund  
	(Note:  All Stimulus (ARRA) fund tables should be assigned to Fund 4). 

	Span

	  6 
	  6 
	  6 

	School 
	School 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span

	  7 
	  7 
	  7 

	Function 6500 
	Function 6500 

	11 
	11 

	Numeric 
	Numeric 

	Total District Indirect Cost. 
	Total District Indirect Cost. 

	Span

	  8 
	  8 
	  8 

	Function 7100 
	Function 7100 

	11 
	11 

	Numeric 
	Numeric 

	Total District Indirect Cost. 
	Total District Indirect Cost. 

	Span

	  9 
	  9 
	  9 

	Function 7200 
	Function 7200 

	11 
	11 

	Numeric 
	Numeric 

	Total District Indirect Cost. 
	Total District Indirect Cost. 

	Span

	10 
	10 
	10 

	Function 7400 
	Function 7400 

	11 
	11 

	Numeric 
	Numeric 

	Total District Indirect Cost. 
	Total District Indirect Cost. 

	Span

	11 
	11 
	11 

	Amount 5 
	Amount 5 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span

	12 
	12 
	12 

	Amount 6 
	Amount 6 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span

	13 
	13 
	13 

	Amount 7 
	Amount 7 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span

	14 
	14 
	14 

	AFR Total 
	AFR Total 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span

	15 
	15 
	15 

	Percentage Method 
	Percentage Method 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span


	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	        
	 
	C-9 
	Control 3002 
	Field Number 
	Field Number 
	Field Number 
	Field Number 

	Field Name 
	Field Name 

	Max Size 
	Max Size 

	Format 
	Format 

	Description 
	Description 

	Span

	  1 
	  1 
	  1 

	District 
	District 

	2 
	2 

	Numeric 
	Numeric 

	Number assigned to district by the FDOE. 
	Number assigned to district by the FDOE. 

	Span

	  2 
	  2 
	  2 

	Fiscal Year 
	Fiscal Year 

	4 
	4 

	Numeric 
	Numeric 

	Fiscal year of finance records. Example:  The calendar year that spans 2015-16 would be 2016. 
	Fiscal year of finance records. Example:  The calendar year that spans 2015-16 would be 2016. 

	Span

	  3 
	  3 
	  3 

	Control 
	Control 

	4 
	4 

	Numeric 
	Numeric 

	Value = 3002. 
	Value = 3002. 

	Span

	  4 
	  4 
	  4 

	Table  
	Table  

	5 
	5 

	Numeric 
	Numeric 

	Attribution table associated with fund. See the Appendix C General Notes section. 
	Attribution table associated with fund. See the Appendix C General Notes section. 

	Span

	  5 
	  5 
	  5 

	Fund 
	Fund 

	1 
	1 

	Numeric 
	Numeric 

	This value must match the fund assigned to the Set-up   Table page and it must be one of the following values:  
	This value must match the fund assigned to the Set-up   Table page and it must be one of the following values:  
	1 = General Fund  
	4 = Special Revenue Fund  
	(Note:  All Stimulus (ARRA) fund tables should be assigned to Fund 4). 

	Span

	  6 
	  6 
	  6 

	School 
	School 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span

	  7 
	  7 
	  7 

	Function 7500 
	Function 7500 

	11 
	11 

	Numeric 
	Numeric 

	Total District Indirect Cost. 
	Total District Indirect Cost. 

	Span

	  8 
	  8 
	  8 

	Function 7600 
	Function 7600 

	11 
	11 

	Numeric 
	Numeric 

	Total District Indirect Cost. 
	Total District Indirect Cost. 

	Span

	  9 
	  9 
	  9 

	Function 7700 
	Function 7700 

	11 
	11 

	Numeric 
	Numeric 

	Total District Indirect Cost. 
	Total District Indirect Cost. 

	Span

	10 
	10 
	10 

	Function 7800 
	Function 7800 

	11 
	11 

	Numeric 
	Numeric 

	Total District Indirect Cost. 
	Total District Indirect Cost. 

	Span

	11 
	11 
	11 

	Amount 5 
	Amount 5 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span

	12 
	12 
	12 

	Amount 6 
	Amount 6 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span

	13 
	13 
	13 

	Amount 7 
	Amount 7 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span

	14 
	14 
	14 

	AFR Total 
	AFR Total 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span

	15 
	15 
	15 

	Percentage Method 
	Percentage Method 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span


	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	        
	C-10 
	Control 3003 
	Field Number 
	Field Number 
	Field Number 
	Field Number 

	Field Name 
	Field Name 

	Max Size 
	Max Size 

	Format 
	Format 

	Description 
	Description 

	Span

	  1 
	  1 
	  1 

	District 
	District 

	2 
	2 

	Numeric 
	Numeric 

	Number assigned to district by the FDOE. 
	Number assigned to district by the FDOE. 

	Span

	  2 
	  2 
	  2 

	Fiscal Year 
	Fiscal Year 

	4 
	4 

	Numeric 
	Numeric 

	Fiscal year of finance records. Example:  The calendar year that spans 2015-16 would be 2016. 
	Fiscal year of finance records. Example:  The calendar year that spans 2015-16 would be 2016. 

	Span

	  3 
	  3 
	  3 

	Control 
	Control 

	4 
	4 

	Numeric 
	Numeric 

	Value = 3003. 
	Value = 3003. 

	Span

	  4 
	  4 
	  4 

	Table  
	Table  

	5 
	5 

	Numeric 
	Numeric 

	Attribution table associated with fund. See the Appendix C General Notes section. 
	Attribution table associated with fund. See the Appendix C General Notes section. 

	Span

	  5 
	  5 
	  5 

	Fund 
	Fund 

	1 
	1 

	Numeric 
	Numeric 

	This value must match the fund assigned to the Set-up   Table page and it must be one of the following values:  
	This value must match the fund assigned to the Set-up   Table page and it must be one of the following values:  
	1 = General Fund  
	4 = Special Revenue Fund  
	(Note:  All Stimulus (ARRA) fund tables should be assigned to Fund 4). 

	Span

	  6 
	  6 
	  6 

	School 
	School 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span

	  7 
	  7 
	  7 

	Function 7900 
	Function 7900 

	11 
	11 

	Numeric 
	Numeric 

	Total District Indirect Cost. 
	Total District Indirect Cost. 

	Span

	  8 
	  8 
	  8 

	Function 8100 
	Function 8100 

	11 
	11 

	Numeric 
	Numeric 

	Total District Indirect Cost. 
	Total District Indirect Cost. 

	Span

	  9 
	  9 
	  9 

	Function 8200 
	Function 8200 

	11 
	11 

	Numeric 
	Numeric 

	Total District Indirect Cost. 
	Total District Indirect Cost. 

	Span

	10 
	10 
	10 

	Amount 4 
	Amount 4 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span

	11 
	11 
	11 

	Amount 5 
	Amount 5 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span

	12 
	12 
	12 

	Amount 6 
	Amount 6 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span

	13 
	13 
	13 

	Amount 7 
	Amount 7 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span

	14 
	14 
	14 

	AFR Total 
	AFR Total 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span

	15 
	15 
	15 

	Percentage Method 
	Percentage Method 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span


	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	        
	 
	 
	C-11 
	Control 6000 
	Field Number 
	Field Number 
	Field Number 
	Field Number 

	Field Name 
	Field Name 

	Max Size 
	Max Size 

	Format 
	Format 

	Description 
	Description 

	Span

	  1 
	  1 
	  1 

	District 
	District 

	2 
	2 

	Numeric 
	Numeric 

	Number assigned to district by the FDOE. 
	Number assigned to district by the FDOE. 

	Span

	  2 
	  2 
	  2 

	Fiscal Year 
	Fiscal Year 

	4 
	4 

	Numeric 
	Numeric 

	Fiscal year of finance records. Example:  The calendar year that spans 2015-16 would be 2016. 
	Fiscal year of finance records. Example:  The calendar year that spans 2015-16 would be 2016. 

	Span

	  3 
	  3 
	  3 

	Control 
	Control 

	4 
	4 

	Numeric 
	Numeric 

	Value = 6000. 
	Value = 6000. 

	Span

	  4 
	  4 
	  4 

	Table  
	Table  

	5 
	5 

	Numeric 
	Numeric 

	Attribution table associated with fund. See the Appendix C General Notes section. 
	Attribution table associated with fund. See the Appendix C General Notes section. 

	Span

	  5 
	  5 
	  5 

	Fund 
	Fund 

	1 
	1 

	Numeric 
	Numeric 

	This value must match the fund assigned to the Set-up   Table page and it must be one of the following values: 
	This value must match the fund assigned to the Set-up   Table page and it must be one of the following values: 
	1 = General Fund  
	4 = Special Revenue Fund 
	(Note:  All Stimulus (ARRA) fund tables should be assigned to Fund 4). 

	Span

	  6 
	  6 
	  6 

	School 
	School 

	4 
	4 

	Numeric 
	Numeric 

	School number as assigned by the FDOE. 
	School number as assigned by the FDOE. 

	Span

	  7 
	  7 
	  7 

	Function 6100 
	Function 6100 

	11 
	11 

	Numeric 
	Numeric 

	Total School Indirect Cost. 
	Total School Indirect Cost. 

	Span

	  8 
	  8 
	  8 

	Function 6200 
	Function 6200 

	11 
	11 

	Numeric 
	Numeric 

	Total School Indirect Cost. 
	Total School Indirect Cost. 

	Span

	  9 
	  9 
	  9 

	Function 6300 
	Function 6300 

	11 
	11 

	Numeric 
	Numeric 

	Total School Indirect Cost. 
	Total School Indirect Cost. 

	Span

	10 
	10 
	10 

	Function 6400 
	Function 6400 

	11 
	11 

	Numeric 
	Numeric 

	Total School Indirect Cost. 
	Total School Indirect Cost. 

	Span

	11 
	11 
	11 

	Amount 5 
	Amount 5 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span

	12 
	12 
	12 

	Amount 6 
	Amount 6 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span

	13 
	13 
	13 

	Amount 7 
	Amount 7 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span

	14 
	14 
	14 

	AFR Total 
	AFR Total 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span

	15 
	15 
	15 

	Percentage Method 
	Percentage Method 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span


	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	        
	 
	C-12 
	Control 6001 
	Field Number 
	Field Number 
	Field Number 
	Field Number 

	Field Name 
	Field Name 

	Max Size 
	Max Size 

	Format 
	Format 

	Description 
	Description 

	Span

	  1 
	  1 
	  1 

	District 
	District 

	2 
	2 

	Numeric 
	Numeric 

	Number assigned to district by the FDOE. 
	Number assigned to district by the FDOE. 

	Span

	  2 
	  2 
	  2 

	Fiscal Year 
	Fiscal Year 

	4 
	4 

	Numeric 
	Numeric 

	Fiscal year of finance records. Example:  The calendar year that spans 2015-16 would be 2016. 
	Fiscal year of finance records. Example:  The calendar year that spans 2015-16 would be 2016. 

	Span

	  3 
	  3 
	  3 

	Control 
	Control 

	4 
	4 

	Numeric 
	Numeric 

	Value = 6001.  
	Value = 6001.  

	Span

	  4 
	  4 
	  4 

	Table  
	Table  

	5 
	5 

	Numeric 
	Numeric 

	Attribution table associated with fund. See the Appendix C General Notes section. 
	Attribution table associated with fund. See the Appendix C General Notes section. 

	Span

	  5 
	  5 
	  5 

	Fund 
	Fund 

	1 
	1 

	Numeric 
	Numeric 

	This value must match the fund assigned to the Set-up   Table page and it must be one of the following values:  
	This value must match the fund assigned to the Set-up   Table page and it must be one of the following values:  
	1 = General Fund  
	4 = Special Revenue Fund  
	(Note:  All Stimulus (ARRA) fund tables should be assigned to Fund 4). 

	Span

	  6 
	  6 
	  6 

	School 
	School 

	4 
	4 

	Numeric 
	Numeric 

	School number as assigned by the FDOE. 
	School number as assigned by the FDOE. 

	Span

	  7 
	  7 
	  7 

	Function 6500 
	Function 6500 

	11 
	11 

	Numeric 
	Numeric 

	Total School Indirect Cost. 
	Total School Indirect Cost. 

	Span

	  8 
	  8 
	  8 

	Function 7300 
	Function 7300 

	11 
	11 

	Numeric 
	Numeric 

	Total School Indirect Cost. 
	Total School Indirect Cost. 

	Span

	  9 
	  9 
	  9 

	Function 7400 
	Function 7400 

	11 
	11 

	Numeric 
	Numeric 

	Total School Indirect Cost. 
	Total School Indirect Cost. 

	Span

	10 
	10 
	10 

	Function 7600 
	Function 7600 

	11 
	11 

	Numeric 
	Numeric 

	Total School Indirect Cost. 
	Total School Indirect Cost. 

	Span

	11 
	11 
	11 

	Amount 5 
	Amount 5 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span

	12 
	12 
	12 

	Amount 6 
	Amount 6 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span

	13 
	13 
	13 

	Amount 7 
	Amount 7 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span

	14 
	14 
	14 

	AFR Total 
	AFR Total 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span

	15 
	15 
	15 

	Percentage Method 
	Percentage Method 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span


	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	        
	 
	C-13 
	Control 6002 
	Field Number 
	Field Number 
	Field Number 
	Field Number 

	Field Name 
	Field Name 

	Max Size 
	Max Size 

	Format 
	Format 

	Description 
	Description 

	Span

	  1 
	  1 
	  1 

	District 
	District 

	2 
	2 

	Numeric 
	Numeric 

	Number assigned to district by the FDOE. 
	Number assigned to district by the FDOE. 

	Span

	  2 
	  2 
	  2 

	Fiscal Year 
	Fiscal Year 

	4 
	4 

	Numeric 
	Numeric 

	Fiscal year of finance records. Example:  The calendar year that spans 2015-16 would be 2016. 
	Fiscal year of finance records. Example:  The calendar year that spans 2015-16 would be 2016. 

	Span

	  3 
	  3 
	  3 

	Control 
	Control 

	4 
	4 

	Numeric 
	Numeric 

	Value = 6002. 
	Value = 6002. 

	Span

	  4 
	  4 
	  4 

	Table  
	Table  

	5 
	5 

	Numeric 
	Numeric 

	Attribution table associated with fund. See the Appendix C General Notes section. 
	Attribution table associated with fund. See the Appendix C General Notes section. 

	Span

	  5 
	  5 
	  5 

	Fund 
	Fund 

	1 
	1 

	Numeric 
	Numeric 

	This value must match the fund assigned to the Set-up   Table page and it must be one of the following values:  
	This value must match the fund assigned to the Set-up   Table page and it must be one of the following values:  
	1 = General Fund  
	4 = Special Revenue Fund 
	(Note:  All Stimulus (ARRA) fund tables should be assigned to Fund 4). 

	Span

	  6 
	  6 
	  6 

	School 
	School 

	4 
	4 

	Numeric 
	Numeric 

	School number as assigned by the FDOE. 
	School number as assigned by the FDOE. 

	Span

	  7 
	  7 
	  7 

	Function 7700 
	Function 7700 

	11 
	11 

	Numeric 
	Numeric 

	Total School Indirect Cost. 
	Total School Indirect Cost. 

	Span

	  8 
	  8 
	  8 

	Function 7800 
	Function 7800 

	11 
	11 

	Numeric 
	Numeric 

	Total School Indirect Cost. 
	Total School Indirect Cost. 

	Span

	  9 
	  9 
	  9 

	Function 7900 
	Function 7900 

	11 
	11 

	Numeric 
	Numeric 

	Total School Indirect Cost. 
	Total School Indirect Cost. 

	Span

	10 
	10 
	10 

	Function 8100 
	Function 8100 

	11 
	11 

	Numeric 
	Numeric 

	Total School Indirect Cost. 
	Total School Indirect Cost. 

	Span

	11 
	11 
	11 

	Amount 5 
	Amount 5 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span

	12 
	12 
	12 

	Amount 6 
	Amount 6 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span

	13 
	13 
	13 

	Amount 7 
	Amount 7 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span

	14 
	14 
	14 

	AFR Total 
	AFR Total 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span

	15 
	15 
	15 

	Percentage Method 
	Percentage Method 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span


	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	        
	 
	C-14 
	Control 6003 
	Field Number 
	Field Number 
	Field Number 
	Field Number 

	Field Name 
	Field Name 

	Max Size 
	Max Size 

	Format 
	Format 

	Description 
	Description 

	Span

	  1 
	  1 
	  1 

	District 
	District 

	2 
	2 

	Numeric 
	Numeric 

	Number assigned to district by the FDOE. 
	Number assigned to district by the FDOE. 

	Span

	  2 
	  2 
	  2 

	Fiscal Year 
	Fiscal Year 

	4 
	4 

	Numeric 
	Numeric 

	Fiscal year of finance records. Example:  The calendar year that spans 2015-16 would be 2016. 
	Fiscal year of finance records. Example:  The calendar year that spans 2015-16 would be 2016. 

	Span

	  3 
	  3 
	  3 

	Control 
	Control 

	4 
	4 

	Numeric 
	Numeric 

	Value = 6003. 
	Value = 6003. 

	Span

	  4 
	  4 
	  4 

	Table  
	Table  

	5 
	5 

	Numeric 
	Numeric 

	Attribution table associated with fund. See the Appendix C General Notes section. 
	Attribution table associated with fund. See the Appendix C General Notes section. 

	Span

	  5 
	  5 
	  5 

	Fund 
	Fund 

	1 
	1 

	Numeric 
	Numeric 

	This value must match the fund assigned to the Set-up   Table page and it must be one of the following values:  
	This value must match the fund assigned to the Set-up   Table page and it must be one of the following values:  
	1 = General Fund  
	4 = Special Revenue Fund  
	(Note:  All Stimulus (ARRA) fund tables should be assigned to Fund 4). 

	Span

	  6 
	  6 
	  6 

	School 
	School 

	4 
	4 

	Numeric 
	Numeric 

	School number as assigned by the FDOE. 
	School number as assigned by the FDOE. 

	Span

	  7 
	  7 
	  7 

	Function 8200 
	Function 8200 

	11 
	11 

	Numeric 
	Numeric 

	Total School Indirect Cost. 
	Total School Indirect Cost. 

	Span

	  8 
	  8 
	  8 

	Amount 2 
	Amount 2 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span

	  9 
	  9 
	  9 

	Amount 3 
	Amount 3 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span

	10 
	10 
	10 

	Amount 4 
	Amount 4 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span

	11 
	11 
	11 

	Amount 5 
	Amount 5 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span

	12 
	12 
	12 

	Amount 6 
	Amount 6 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span

	13 
	13 
	13 

	Amount 7 
	Amount 7 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span

	14 
	14 
	14 

	AFR Total 
	AFR Total 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span

	15 
	15 
	15 

	Percentage Method 
	Percentage Method 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span


	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	        
	 
	C-15
	Control 7000 
	Field Number 
	Field Number 
	Field Number 
	Field Number 

	Field Name 
	Field Name 

	Max Size 
	Max Size 

	Format 
	Format 

	Description 
	Description 

	Span

	  1 
	  1 
	  1 

	District 
	District 

	2 
	2 

	Numeric 
	Numeric 

	Number assigned to district by the FDOE. 
	Number assigned to district by the FDOE. 

	Span

	  2 
	  2 
	  2 

	Fiscal Year 
	Fiscal Year 

	4 
	4 

	Numeric 
	Numeric 

	Fiscal year of finance records. Example:  The calendar year that spans 2015-16 would be 2016. 
	Fiscal year of finance records. Example:  The calendar year that spans 2015-16 would be 2016. 

	Span

	  3 
	  3 
	  3 

	Control 
	Control 

	4 
	4 

	Numeric 
	Numeric 

	Value = 7000. 
	Value = 7000. 

	Span

	  4 
	  4 
	  4 

	Table  
	Table  

	5 
	5 

	Numeric 
	Numeric 

	Attribution table associated with fund. See the Appendix C General Notes section. 
	Attribution table associated with fund. See the Appendix C General Notes section. 

	Span

	  5 
	  5 
	  5 

	Fund 
	Fund 

	1 
	1 

	Numeric 
	Numeric 

	This value must match the fund assigned to the Set-up   Table page and it must be one of the following values:  
	This value must match the fund assigned to the Set-up   Table page and it must be one of the following values:  
	1 = General Fund  
	4 = Special Revenue Fund  
	(Note:  All Stimulus (ARRA) fund tables should be assigned to Fund 4). 

	Span

	  6 
	  6 
	  6 

	School 
	School 

	4 
	4 

	Numeric 
	Numeric 

	School number as assigned by the FDOE. 
	School number as assigned by the FDOE. 

	Span

	  7 
	  7 
	  7 

	Salaries 
	Salaries 

	11 
	11 

	Numeric 
	Numeric 

	Total for table and school. 
	Total for table and school. 

	Span

	  8 
	  8 
	  8 

	Benefits 
	Benefits 

	11 
	11 

	Numeric 
	Numeric 

	Total for table and school. 
	Total for table and school. 

	Span

	  9 
	  9 
	  9 

	Purchased Services 
	Purchased Services 

	11 
	11 

	Numeric 
	Numeric 

	Total for table and school. 
	Total for table and school. 

	Span

	10 
	10 
	10 

	Material & Supplies 
	Material & Supplies 

	11 
	11 

	Numeric 
	Numeric 

	Total for table and school. 
	Total for table and school. 

	Span

	11 
	11 
	11 

	Other 
	Other 

	11 
	11 

	Numeric 
	Numeric 

	Total for table and school. 
	Total for table and school. 

	Span

	12 
	12 
	12 

	Capital Outlay 
	Capital Outlay 

	11 
	11 

	Numeric 
	Numeric 

	Total for table and school. 
	Total for table and school. 

	Span

	13 
	13 
	13 

	Amount 7 
	Amount 7 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span

	14 
	14 
	14 

	AFR Total 
	AFR Total 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span

	15 
	15 
	15 

	Percentage Method 
	Percentage Method 

	1 
	1 

	Alphanumeric 
	Alphanumeric 

	This field is prepopulated to distribute benefits on a percentage-of-salaries basis as determined by Form 4A. This field should be left blank, except when the district has determined that a specific benefits amount is required. 
	This field is prepopulated to distribute benefits on a percentage-of-salaries basis as determined by Form 4A. This field should be left blank, except when the district has determined that a specific benefits amount is required. 

	Span


	 
	 
	 
	 
	 
	 
	 
	 
	 
	C-16 
	Control 7xxx 
	Field Number 
	Field Number 
	Field Number 
	Field Number 

	Field Name 
	Field Name 

	Max Size 
	Max Size 

	Format 
	Format 

	Description 
	Description 

	Span

	  1 
	  1 
	  1 

	District 
	District 

	2 
	2 

	Numeric 
	Numeric 

	Number assigned to district by the FDOE. 
	Number assigned to district by the FDOE. 

	Span

	  2 
	  2 
	  2 

	Fiscal Year 
	Fiscal Year 

	4 
	4 

	Numeric 
	Numeric 

	Fiscal year of finance records. Example:  The calendar year that spans 2015-16 would be 2016. 
	Fiscal year of finance records. Example:  The calendar year that spans 2015-16 would be 2016. 

	Span

	  3 
	  3 
	  3 

	Control 
	Control 

	4 
	4 

	Numeric 
	Numeric 

	Value = 7xxx, where xxx is a valid FEFP program number. 
	Value = 7xxx, where xxx is a valid FEFP program number. 

	Span

	  4 
	  4 
	  4 

	Table  
	Table  

	5 
	5 

	Numeric 
	Numeric 

	Attribution table associated with fund. See the Appendix C General Notes section. 
	Attribution table associated with fund. See the Appendix C General Notes section. 

	Span

	  5 
	  5 
	  5 

	Fund 
	Fund 

	1 
	1 

	Numeric 
	Numeric 

	This value must match the fund assigned to the Set-up   Table page and it must be one of the following values: 
	This value must match the fund assigned to the Set-up   Table page and it must be one of the following values: 
	1 = General Fund 
	4 = Special Revenue Fund 
	(Note:  All Stimulus (ARRA) fund tables should be assigned to Fund 4). 

	Span

	  6 
	  6 
	  6 

	School 
	School 

	4 
	4 

	Numeric 
	Numeric 

	School number as assigned by the FDOE. 
	School number as assigned by the FDOE. 

	Span

	  7 
	  7 
	  7 

	Salaries 
	Salaries 

	11 
	11 

	Numeric 
	Numeric 

	*NOTE:  Teacher aides only!! Object 150. Teacher salaries coming from SATSY will already be loaded by School/District Summary report. 
	*NOTE:  Teacher aides only!! Object 150. Teacher salaries coming from SATSY will already be loaded by School/District Summary report. 

	Span

	  8 
	  8 
	  8 

	Benefits 
	Benefits 

	11 
	11 

	Numeric 
	Numeric 

	Total for table, school and program. 
	Total for table, school and program. 

	Span

	  9 
	  9 
	  9 

	Purchased Services 
	Purchased Services 

	11 
	11 

	Numeric 
	Numeric 

	Total for table, school and program. 
	Total for table, school and program. 

	Span

	10 
	10 
	10 

	Material & Supplies 
	Material & Supplies 

	11 
	11 

	Numeric 
	Numeric 

	Total for table, school and program. 
	Total for table, school and program. 

	Span

	11 
	11 
	11 

	Other 
	Other 

	11 
	11 

	Numeric 
	Numeric 

	Total for table, school and program. 
	Total for table, school and program. 

	Span

	12 
	12 
	12 

	Capital Outlay 
	Capital Outlay 

	11 
	11 

	Numeric 
	Numeric 

	Total for table, school and program. 
	Total for table, school and program. 

	Span

	13 
	13 
	13 

	Amount 7 
	Amount 7 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span

	14 
	14 
	14 

	AFR Total 
	AFR Total 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span

	15 
	15 
	15 

	Percentage Method 
	Percentage Method 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span


	 
	 
	 
	 
	 
	 
	 
	 
	        
	 
	 
	C-17
	Control 8000 
	Field Number 
	Field Number 
	Field Number 
	Field Number 

	Field Name 
	Field Name 

	Max Size 
	Max Size 

	Format 
	Format 

	Description 
	Description 

	Span

	  1 
	  1 
	  1 

	District 
	District 

	  2 
	  2 

	Numeric 
	Numeric 

	Number assigned to district by the FDOE. 
	Number assigned to district by the FDOE. 

	Span

	  2 
	  2 
	  2 

	Fiscal Year 
	Fiscal Year 

	  4 
	  4 

	Numeric 
	Numeric 

	Fiscal year of finance records. Example:  The calendar year that spans 2015-16 would be 2016. 
	Fiscal year of finance records. Example:  The calendar year that spans 2015-16 would be 2016. 

	Span

	  3 
	  3 
	  3 

	Control 
	Control 

	  4 
	  4 

	Numeric 
	Numeric 

	Value = 8000. 
	Value = 8000. 

	Span

	  4 
	  4 
	  4 

	Table  
	Table  

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span

	  5 
	  5 
	  5 

	Fund 
	Fund 

	  1 
	  1 

	Numeric 
	Numeric 

	This value must match the fund assigned to the Set-up   Table page and it must be one of the following values:  1 = General Fund 4 = Special Revenue Fund  
	This value must match the fund assigned to the Set-up   Table page and it must be one of the following values:  1 = General Fund 4 = Special Revenue Fund  
	6 = Targeted ARRA Stimulus Fund 
	7 = Other ARRA Stimulus Grants 
	8 = Race to the Top 

	Span

	  6 
	  6 
	  6 

	School 
	School 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span

	  7 
	  7 
	  7 

	Other Instructional 
	Other Instructional 

	11 
	11 

	Numeric 
	Numeric 

	Total for fund. 
	Total for fund. 

	Span

	  8 
	  8 
	  8 

	Pre-Kindergarten 
	Pre-Kindergarten 

	11 
	11 

	Numeric 
	Numeric 

	Total for fund. 
	Total for fund. 

	Span

	  9 
	  9 
	  9 

	Non-Program Capital Outlay 
	Non-Program Capital Outlay 

	11 
	11 

	Numeric 
	Numeric 

	Total for fund. 
	Total for fund. 

	Span

	10 
	10 
	10 

	Community Service 
	Community Service 

	11 
	11 

	Numeric 
	Numeric 

	Total for fund. 
	Total for fund. 

	Span

	11 
	11 
	11 

	Debt Service 
	Debt Service 

	11 
	11 

	Numeric 
	Numeric 

	Total for fund. 
	Total for fund. 

	Span

	12 
	12 
	12 

	Federal Indirect 
	Federal Indirect 

	11 
	11 

	Numeric 
	Numeric 

	Total for fund. 
	Total for fund. 

	Span

	13 
	13 
	13 

	Charter Schools 
	Charter Schools 

	11 
	11 

	Numeric 
	Numeric 

	Total for fund. 
	Total for fund. 

	Span

	14 
	14 
	14 

	AFR Total 
	AFR Total 

	11 
	11 

	Numeric 
	Numeric 

	Total for fund. 
	Total for fund. 

	Span

	15 
	15 
	15 

	Percentage Method 
	Percentage Method 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span


	 
	 
	 
	 
	 
	 
	 
	 
	       
	 
	 
	 
	 
	C-18
	Charter School File Specifications 
	Summary:  This section of the manual describes the CSV file that can be used to upload Charter School Financial Data (Form 7) to the Program Cost Report System. This file is optional; districts may find it easier to enter the charter school data manually. 
	 
	Audience:  Technical staff familiar with the Program Cost Report finance forms and the district’s local finance system. 
	Field Descriptions: 
	General Notes: 
	● The Control field described in the following pages is important. It tells the software where to load the data (form and line). Each Control Line represents different data and each has its own field description table, shown later in this document. The valid Control values are: 
	● The Control field described in the following pages is important. It tells the software where to load the data (form and line). Each Control Line represents different data and each has its own field description table, shown later in this document. The valid Control values are: 
	● The Control field described in the following pages is important. It tells the software where to load the data (form and line). Each Control Line represents different data and each has its own field description table, shown later in this document. The valid Control values are: 

	○ 4000 – Form 7 School Indirect Cost 
	○ 4000 – Form 7 School Indirect Cost 
	○ 4000 – Form 7 School Indirect Cost 

	○ 4001 – Form 7 School Indirect Cost 
	○ 4001 – Form 7 School Indirect Cost 

	○ 4002 – Form 7 School Indirect Cost 
	○ 4002 – Form 7 School Indirect Cost 

	○ 4003 – Form 7 School Indirect Cost 
	○ 4003 – Form 7 School Indirect Cost 

	○ 5xxx – Form 7 Program Direct & Indirect Cost (where xxx is a valid FEFP number defined on the Set-up ➔ FEFP Program page) 
	○ 5xxx – Form 7 Program Direct & Indirect Cost (where xxx is a valid FEFP number defined on the Set-up ➔ FEFP Program page) 


	● If a duplicate Fund/Control record is encountered, only the first occurrence will be loaded. 
	● If a duplicate Fund/Control record is encountered, only the first occurrence will be loaded. 

	● Each time the Charter Load program is run to load this file, it overlays any charter data currently in the Program Cost Report.  
	● Each time the Charter Load program is run to load this file, it overlays any charter data currently in the Program Cost Report.  

	● Most software packages will not load the CSV file with leading 0s when building numeric fields with leading 0s. Table 00001 will appear in the file as 1, with the leading 0s removed. This will look odd to most of the Program Cost Report users because their AS400 or mainframe displays table 1 as 00001. The Program Cost Report System will insert the leading 0s for these fields. 
	● Most software packages will not load the CSV file with leading 0s when building numeric fields with leading 0s. Table 00001 will appear in the file as 1, with the leading 0s removed. This will look odd to most of the Program Cost Report users because their AS400 or mainframe displays table 1 as 00001. The Program Cost Report System will insert the leading 0s for these fields. 

	● All records should have all the columns described below in the “Generic Control Data,” even if the column is blank. After the Generic Finance Data is described, each Control number will be described.  
	● All records should have all the columns described below in the “Generic Control Data,” even if the column is blank. After the Generic Finance Data is described, each Control number will be described.  

	● All field sizes are shown in the tables below as their maximum size. 
	● All field sizes are shown in the tables below as their maximum size. 

	● All dollar amounts are presented as whole numbers and without commas. 
	● All dollar amounts are presented as whole numbers and without commas. 


	 
	 
	 
	 
	D-1 
	    Generic Control Data 
	Field Number 
	Field Number 
	Field Number 
	Field Number 

	Field Name 
	Field Name 

	Max Size 
	Max Size 

	Format 
	Format 

	Description 
	Description 

	Span

	TR
	TD
	Span
	  1 

	TD
	Span
	District 

	TD
	Span
	     2 

	TD
	Span
	Numeric 

	TD
	Span
	Number assigned to district by the FDOE. 

	Span

	TR
	TD
	Span
	  2 

	Fiscal Year 
	Fiscal Year 

	     4 
	     4 

	Numeric 
	Numeric 

	Fiscal year of finance records. Example:  The calendar year that spans 2015-16 would be 2016. 
	Fiscal year of finance records. Example:  The calendar year that spans 2015-16 would be 2016. 

	Span

	TR
	TD
	Span
	  3 

	TD
	Span
	Control 

	TD
	Span
	     4 

	TD
	Span
	Numeric 

	TD
	Span
	Corresponds to the Program Cost Report finance form and row. 

	Span

	  4 
	  4 
	  4 

	Fund 
	Fund 

	    1 
	    1 

	Numeric 
	Numeric 

	This value must be one of the following values: 
	This value must be one of the following values: 
	1 = General Fund 4 = Special Revenue Fund 
	6 = Targeted ARRA Stimulus Fund 
	7 = Other ARRA Stimulus Grants 
	8 = Race to the Top 

	Span

	TR
	TD
	Span
	  5 

	TD
	Span
	School 

	TD
	Span
	    4 

	TD
	Span
	Numeric 

	TD
	Span
	School number as assigned by the FDOE. 

	Span

	  6 
	  6 
	  6 

	Amount 1 
	Amount 1 

	  11 
	  11 

	Numeric 
	Numeric 

	This field’s value varies based on the control. 
	This field’s value varies based on the control. 

	Span

	TR
	TD
	Span
	  7 

	TD
	Span
	Amount 2 

	TD
	Span
	  11 

	TD
	Span
	Numeric 

	TD
	Span
	This field’s value varies based on the control. 

	Span

	  8 
	  8 
	  8 

	Amount 3 
	Amount 3 

	  11 
	  11 

	Numeric 
	Numeric 

	This field’s value varies based on the control. 
	This field’s value varies based on the control. 

	Span

	TR
	TD
	Span
	  9 

	TD
	Span
	Amount 4 

	TD
	Span
	  11 

	TD
	Span
	Numeric 

	TD
	Span
	This field’s value varies based on the control. 

	Span

	10 
	10 
	10 

	Amount 5 
	Amount 5 

	  11 
	  11 

	Numeric 
	Numeric 

	This field’s value varies based on the control. 
	This field’s value varies based on the control. 

	Span

	TR
	TD
	Span
	11 

	TD
	Span
	Amount 6 

	TD
	Span
	  11 

	TD
	Span
	Numeric 

	TD
	Span
	This field’s value varies based on the control. 

	Span

	12 
	12 
	12 

	Amount 7 
	Amount 7 

	  11 
	  11 

	Numeric 
	Numeric 

	This field’s value varies based on the control. 
	This field’s value varies based on the control. 

	Span


	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	D-2 
	    Control 4000 
	Field Number 
	Field Number 
	Field Number 
	Field Number 

	Field Name 
	Field Name 

	Max Size 
	Max Size 

	Format 
	Format 

	Description 
	Description 

	Span

	TR
	TD
	Span
	  1 

	TD
	Span
	District 

	TD
	Span
	   2 

	TD
	Span
	Numeric 

	TD
	Span
	Number assigned to district by the FDOE. 

	Span

	  2 
	  2 
	  2 

	Fiscal Year 
	Fiscal Year 

	   4 
	   4 

	Numeric 
	Numeric 

	Fiscal year of finance records. Example:  The calendar year that spans 2015-16 would be 2016. 
	Fiscal year of finance records. Example:  The calendar year that spans 2015-16 would be 2016. 

	Span

	TR
	TD
	Span
	  3 

	TD
	Span
	Control 

	TD
	Span
	   4 

	TD
	Span
	Numeric 

	TD
	Span
	Value = 4000. 

	Span

	  4 
	  4 
	  4 

	Fund 
	Fund 

	  1 
	  1 

	Numeric 
	Numeric 

	This value must be one of the following values: 
	This value must be one of the following values: 
	1 = General Fund 
	4 = Special Revenue Fund 
	6 = Targeted ARRA Stimulus Fund 
	7 = Other ARRA Stimulus Grants 
	8 = Race to the Top 

	Span

	TR
	TD
	Span
	  5 

	TD
	Span
	School 

	TD
	Span
	  4 

	TD
	Span
	Numeric 

	TD
	Span
	School number as assigned by the FDOE. 

	Span

	  6 
	  6 
	  6 

	Function 6100 
	Function 6100 

	  11 
	  11 

	Numeric 
	Numeric 

	Total School Indirect Cost. 
	Total School Indirect Cost. 

	Span

	TR
	TD
	Span
	  7 

	TD
	Span
	Function 6200 

	TD
	Span
	  11 

	TD
	Span
	Numeric 

	TD
	Span
	Total School Indirect Cost. 

	Span

	  8 
	  8 
	  8 

	Function 6300 
	Function 6300 

	  11 
	  11 

	Numeric 
	Numeric 

	Total School Indirect Cost. 
	Total School Indirect Cost. 

	Span

	TR
	TD
	Span
	  9 

	TD
	Span
	Function 6400 

	TD
	Span
	  11 

	TD
	Span
	Numeric 

	TD
	Span
	Total School Indirect Cost. 

	Span

	10 
	10 
	10 

	Amount 5 
	Amount 5 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span

	TR
	TD
	Span
	11 

	TD
	Span
	Amount 6 

	TD
	Span
	N/A 

	TD
	Span
	N/A 

	TD
	Span
	Leave field blank. 

	Span

	12 
	12 
	12 

	Amount 7 
	Amount 7 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span


	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	D-3 
	   Control 4001 
	Field Number 
	Field Number 
	Field Number 
	Field Number 

	Field Name 
	Field Name 

	Max Size 
	Max Size 

	Format 
	Format 

	Description 
	Description 

	Span

	TR
	TD
	Span
	  1 

	TD
	Span
	District 

	TD
	Span
	   2 

	TD
	Span
	Numeric 

	TD
	Span
	Number assigned to district by the FDOE. 

	Span

	  2 
	  2 
	  2 

	Fiscal Year 
	Fiscal Year 

	   4 
	   4 

	Numeric 
	Numeric 

	Fiscal year of finance records. Example:  The calendar year that spans 2015-16 would be 2016. 
	Fiscal year of finance records. Example:  The calendar year that spans 2015-16 would be 2016. 

	Span

	TR
	TD
	Span
	  3 

	TD
	Span
	Control 

	TD
	Span
	   4 

	TD
	Span
	Numeric 

	TD
	Span
	Value = 4001. 

	Span

	  4 
	  4 
	  4 

	Fund 
	Fund 

	   1 
	   1 

	Numeric 
	Numeric 

	This value must be one of the following values: 
	This value must be one of the following values: 
	1 = General Fund 4 = Special Revenue Fund 
	6 = Targeted ARRA Stimulus Fund 
	7 = Other ARRA Stimulus Grants 
	8 = Race to the Top 

	Span

	TR
	TD
	Span
	  5 

	TD
	Span
	School 

	TD
	Span
	   4 

	TD
	Span
	Numeric 

	TD
	Span
	School number as assigned by the FDOE. 

	Span

	  6 
	  6 
	  6 

	Function 6500 
	Function 6500 

	   11 
	   11 

	Numeric 
	Numeric 

	Total School Indirect Cost. 
	Total School Indirect Cost. 

	Span

	TR
	TD
	Span
	  7 

	TD
	Span
	Function 7100 

	TD
	Span
	   11 

	TD
	Span
	Numeric 

	TD
	Span
	Total School Indirect Cost. 

	Span

	  8 
	  8 
	  8 

	Function 7200 
	Function 7200 

	   11 
	   11 

	Numeric 
	Numeric 

	Total School Indirect Cost. 
	Total School Indirect Cost. 

	Span

	TR
	TD
	Span
	  9 

	TD
	Span
	Function 7300 

	TD
	Span
	   11 

	TD
	Span
	Numeric 

	TD
	Span
	Total School Indirect Cost. 

	Span

	10 
	10 
	10 

	Amount 5 
	Amount 5 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span

	TR
	TD
	Span
	11 

	TD
	Span
	Amount 6 

	TD
	Span
	N/A 

	TD
	Span
	N/A 

	TD
	Span
	Leave field blank. 

	Span

	12 
	12 
	12 

	Amount 7 
	Amount 7 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span


	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	D-4 
	   Control 4002 
	Field Number 
	Field Number 
	Field Number 
	Field Number 

	Field Name 
	Field Name 

	Max Size 
	Max Size 

	Format 
	Format 

	Description 
	Description 

	Span

	TR
	TD
	Span
	  1 

	TD
	Span
	District 

	TD
	Span
	   2 

	TD
	Span
	Numeric 

	TD
	Span
	Number assigned to district by the FDOE. 

	Span

	  2 
	  2 
	  2 

	Fiscal Year 
	Fiscal Year 

	   4 
	   4 

	Numeric 
	Numeric 

	Fiscal year of finance records. Example:  The calendar year that spans 2015-16 would be 2016. 
	Fiscal year of finance records. Example:  The calendar year that spans 2015-16 would be 2016. 

	Span

	TR
	TD
	Span
	  3 

	TD
	Span
	Control 

	TD
	Span
	   4 

	TD
	Span
	Numeric 

	TD
	Span
	Value = 4002. 

	Span

	  4 
	  4 
	  4 

	Fund 
	Fund 

	   1 
	   1 

	Numeric 
	Numeric 

	This value must be one of the following values: 
	This value must be one of the following values: 
	1 = General Fund 4 = Special Revenue Fund 
	6 = Targeted ARRA Stimulus Fund 
	7 = Other ARRA Stimulus Grants 
	8 = Race to the Top 

	Span

	TR
	TD
	Span
	  5 

	TD
	Span
	School 

	TD
	Span
	   4 

	TD
	Span
	Numeric 

	TD
	Span
	School number as assigned by the FDOE. 

	Span

	  6 
	  6 
	  6 

	Function 7400 
	Function 7400 

	   11 
	   11 

	Numeric 
	Numeric 

	Total School Indirect Cost. 
	Total School Indirect Cost. 

	Span

	TR
	TD
	Span
	  7 

	TD
	Span
	Function 7500 

	TD
	Span
	   11 

	TD
	Span
	Numeric 

	TD
	Span
	Total School Indirect Cost. 

	Span

	  8 
	  8 
	  8 

	Function 7600 
	Function 7600 

	   11 
	   11 

	Numeric 
	Numeric 

	Total School Indirect Cost. 
	Total School Indirect Cost. 

	Span

	TR
	TD
	Span
	  9 

	TD
	Span
	Function 7700 

	TD
	Span
	   11 

	TD
	Span
	Numeric 

	TD
	Span
	Total School Indirect Cost. 

	Span

	10 
	10 
	10 

	Amount 5 
	Amount 5 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span

	TR
	TD
	Span
	11 

	TD
	Span
	Amount 6 

	TD
	Span
	N/A 

	TD
	Span
	N/A 

	TD
	Span
	Leave field blank. 

	Span

	12 
	12 
	12 

	Amount 7 
	Amount 7 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span


	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	D-5 
	   Control 4003 
	Field Number 
	Field Number 
	Field Number 
	Field Number 

	Field Name 
	Field Name 

	Max Size 
	Max Size 

	Format 
	Format 

	Description 
	Description 

	Span

	TR
	TD
	Span
	  1 

	TD
	Span
	District 

	TD
	Span
	   2 

	TD
	Span
	Numeric 

	TD
	Span
	Number assigned to district by the FDOE. 

	Span

	  2 
	  2 
	  2 

	Fiscal Year 
	Fiscal Year 

	   4 
	   4 

	Numeric 
	Numeric 

	Fiscal year of finance records. Example:  The calendar year that spans 2015-16 would be 2016. 
	Fiscal year of finance records. Example:  The calendar year that spans 2015-16 would be 2016. 

	Span

	TR
	TD
	Span
	  3 

	TD
	Span
	Control 

	TD
	Span
	   4 

	TD
	Span
	Numeric 

	TD
	Span
	Value = 4003. 

	Span

	  4 
	  4 
	  4 

	Fund 
	Fund 

	   1 
	   1 

	Numeric 
	Numeric 

	This value must be one of the following values: 
	This value must be one of the following values: 
	1 = General Fund 
	4 = Special Revenue Fund 
	6 = Targeted ARRA Stimulus Fund 
	7 = Other ARRA Stimulus Grants 
	8 = Race to the Top 

	Span

	TR
	TD
	Span
	  5 

	TD
	Span
	School 

	TD
	Span
	   4 

	TD
	Span
	Numeric 

	TD
	Span
	School number as assigned by the FDOE. 

	Span

	  6 
	  6 
	  6 

	Function 7800 
	Function 7800 

	   11 
	   11 

	Numeric 
	Numeric 

	Total School Indirect Cost. 
	Total School Indirect Cost. 

	Span

	TR
	TD
	Span
	  7 

	TD
	Span
	Function 7900 

	TD
	Span
	   11 

	TD
	Span
	Numeric 

	TD
	Span
	Total School Indirect Cost. 

	Span

	  8 
	  8 
	  8 

	Function 8100 
	Function 8100 

	   11 
	   11 

	Numeric 
	Numeric 

	Total School Indirect Cost. 
	Total School Indirect Cost. 

	Span

	TR
	TD
	Span
	  9 

	TD
	Span
	Function 8200 

	TD
	Span
	   11 

	TD
	Span
	Numeric 

	TD
	Span
	Total School Indirect Cost. 

	Span

	10 
	10 
	10 

	Amount 5 
	Amount 5 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span

	TR
	TD
	Span
	11 

	TD
	Span
	Amount 6 

	TD
	Span
	N/A 

	TD
	Span
	N/A 

	TD
	Span
	Leave field blank. 

	Span

	12 
	12 
	12 

	Amount 7 
	Amount 7 

	N/A 
	N/A 

	N/A 
	N/A 

	Leave field blank. 
	Leave field blank. 

	Span


	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	D-6 
	    Control 5xxx 
	Field Number 
	Field Number 
	Field Number 
	Field Number 

	Field Name 
	Field Name 

	Max Size 
	Max Size 

	Format 
	Format 

	Description 
	Description 

	Span

	TR
	TD
	Span
	  1 

	TD
	Span
	District 

	TD
	Span
	   2 

	TD
	Span
	Numeric 

	TD
	Span
	Number assigned to district by the FDOE. 

	Span

	  2 
	  2 
	  2 

	Fiscal Year 
	Fiscal Year 

	   4 
	   4 

	Numeric 
	Numeric 

	Fiscal year of finance records. Example:  The calendar year that spans 2015-16 would be 2016. 
	Fiscal year of finance records. Example:  The calendar year that spans 2015-16 would be 2016. 

	Span

	TR
	TD
	Span
	  3 

	TD
	Span
	Control 

	TD
	Span
	   4 

	TD
	Span
	Numeric 

	TD
	Span
	Value = 5xxx, where xxx is a valid FEFP program number. 

	Span

	  4 
	  4 
	  4 

	Fund 
	Fund 

	   1 
	   1 

	Numeric 
	Numeric 

	This value must be one of the following values: 
	This value must be one of the following values: 
	1 = General Fund 
	4 = Special Revenue Fund 
	6 = Targeted ARRA Stimulus Fund 
	7 = Other ARRA Stimulus Grants 
	8 = Race to the Top 

	Span

	TR
	TD
	Span
	  5 

	TD
	Span
	School 

	TD
	Span
	   4 

	TD
	Span
	Numeric 

	TD
	Span
	School number as assigned by the FDOE. 

	Span

	  6 
	  6 
	  6 

	Salaries 
	Salaries 

	   11 
	   11 

	Numeric 
	Numeric 

	Total for school and program. 
	Total for school and program. 

	Span

	TR
	TD
	Span
	  7 

	TD
	Span
	Benefits 

	TD
	Span
	   11 

	TD
	Span
	Numeric 

	TD
	Span
	Total for school and program. 

	Span

	  8 
	  8 
	  8 

	Purchased Services 
	Purchased Services 

	   11 
	   11 

	Numeric 
	Numeric 

	Total for school and program. 
	Total for school and program. 

	Span

	TR
	TD
	Span
	  9 

	TD
	Span
	Material & Supplies 

	TD
	Span
	   11 

	TD
	Span
	Numeric 

	TD
	Span
	Total for school and program. 

	Span

	10 
	10 
	10 

	Other 
	Other 

	   11 
	   11 

	Numeric 
	Numeric 

	Total for school and program. 
	Total for school and program. 

	Span

	TR
	TD
	Span
	11 

	TD
	Span
	Capital Outlay 

	TD
	Span
	   11 

	TD
	Span
	Numeric 

	TD
	Span
	Total for school and program. 

	Span

	12 
	12 
	12 

	School Indirect 
	School Indirect 

	   11 
	   11 

	Numeric 
	Numeric 

	Total for school and program. 
	Total for school and program. 

	Span


	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	D-7 





