HELPFUL HINTS FOR USING

THE ANNUAL FINANCIAL REPORT (AFR) FORMS IN EXCEL

There are six Excel files:

1. 2009 AFR.xls includes the AFR, Supplement, and Summary forms.

2. 2009 Food Service AFR.xls includes the AFR Food Service page.

3. 2009 Deseg AFR.xls includes the forms for reporting desegregation expenditures districtwide and by school. 

4. 2009 CSF by School.xls includes the form for reporting the CSF expenditures by school.

5. 2009 CSF Narrative Results.xls includes the Narrative Summary of CSF uses at a district level. 
6. 2009 CurExpBySchl.xls includes the form to report current expenditures by school.

Please refer to the separate Desegregation AFR Instructions for helpful hints on completing those forms, if applicable.

It is a good idea to make a backup copy of the files before using them. The Excel files should be placed in the C:\SDFORMS subdirectory. 

If you used the Auditor General Excel files for the FY 2009 expenditure budget, the AFR will automatically pull most of the necessary information from those files. In order to facilitate the links between these files you should place all of the FY 2009 budget form files as well as the AFR files in the C:\SDFORMS subdirectory. Also, include the FY 2008 AFR file in the C:\SDFORMS subdirectory, as pages 2, 4, and 5 of the FY 2009 AFR and the Desegregation Supplement-Districtwide include links to the FY 2008 AFR.
When you open the AFR file, you will be prompted to update the links to the existing files.

The spreadsheets will automatically perform mathematical calculations and bring forward certain amounts from one page to another.

To ensure the accuracy of the calculations, each sheet is protected and cells with formulas have been locked. Information should not be manually entered in the shaded areas or protected cells. When the sheet is protected you can move from one unprotected cell to the next using the Tab key. Formulas should not be changed or deleted unless specifically instructed to do so by the Office of the Auditor General or the Arizona Department of Education (ADE). Row height, column width, and cell format may be modified without unprotecting the sheet.
To ensure that the district’s data can be properly processed by ADE, rows and columns should not be added to or deleted from the forms. Also, the sheet tabs should not be renamed unless instructed to. 

Grid lines have been turned off in order to make the lines used in the forms easier to see. Users may turn the grid lines back on without affecting the calculations or printing of the spreadsheet.

Notable changes are highlighted in light yellow throughout the spreadsheets.

ANNUAL FINANCIAL REPORT

The district name, county, and CTDS number should be entered on the cover page of the AFR. The CTDS number should not contain any slashes, dashes, etc., and must be exactly nine digits. Zeros should be entered to fill the School portion of the number on the cover page. This information will be automatically transferred to other sheets in the file. 

Transfers-out must be entered as negative numbers (with a minus) on pages 8 and 9 of the AFR in order for the formulas to work correctly and for the amounts to show in parentheses. On all other pages transfers-out should be entered as positive numbers.

CSF NARRATIVE RESULTS SUMMARY

The Summary has three pages included in one worksheet. Notes, comments, and drop-down menus have been included to help districts complete the Summary.

PRINTING

The Excel files have been formatted to print on legal size paper (8 ½” by 14”), except for the AFR Summary, CSF by School reporting page, and Current Expenditures by School reporting page which are formatted to print on 8 ½” x 11” paper. If your printer’s settings are different from those used to setup the files, a little experimentation may be needed to get each sheet to print on one page. Users should try changing the “scaling” under page setup if needed. An entire file may be printed at once by selecting the Entire Workbook option in the Print dialog box.
If you have any questions or suggestions for improving the forms in future years, please contact Amanda Winn or Roger Walter of the Auditor General’s Office at (602) 553-0333, or e-mail us at asd@azauditor.gov. 
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