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System Overview

The Annual Financial Report (AFR) System enables the Louisiana Department of Education
(LDOE) to collect, consolidate, and review computerized fiscal data from public school
system and/or charter schools and selected public schools to support LDOE management
decisions; and to respond to various requests for educational financial data. The system
also supports the mandated fiscal accountability program requiring the computerization,
audit, and evaluation of financial information from local school’s systems for use with
development of the Minimum Foundation Program (MFP) and fund distribution. Directing
legislation includes Revised Statutes 17:7(2)(c) thru (7)(2)(e), 17:25(A)(2), and 17:92.

Other uses of the collected data include preparation of the Annual Financial and Statistical
Report to the Governor and the Legislature; and to satisfy various fiscal information
requirements of the Legislature, US Census Bureau, National Center for Education
Statistics (NCES), National Education Association (NEA), and other governmental and/or
private agencies.

The AFR system is administered by the Louisiana Superintendent of Education. Each public
school system and/or charter school shall implement a computerized fiscal data system
that, at minimum, will provide all financial data required by the state system and will make
these data available in the appropriate input formats.

The submitted fiscal data are not accepted as complete by the LDOE until the school
system and/or charter school has adequately corrected or resolved MFP audit questions
regarding the data.

How Collected Datais Utilized

Each submitted Annual Financial Report (AFR) to the Louisiana Superintendent of Education
provides a summary of financial activities for the school system and/or charter school or
selected school during the fiscal year being reported (i.e., preceding July 1- June 30),
together with the status of selected funds and/or account groupings as of the end of that
fiscal year (June 30). The report must conform to the formats and instructions provided by
this user’s guide.

Further explanation and definition of the account classification structure, accounting
terminology, and specific codes applicable to the AFR report are contained within the
Louisiana Accounting and Uniform Governmental Handbook, which may be reviewed,
downloaded, and/or printed from the Department’s. Questions regarding the handbook
should be directed to the Office of School System Financial Services.

Data Summary: The electronic reporting and review of fiscal data at the level of detail
contained in each school system and/or charter school or agency financial database would
be time/resource; consuming and unnecessary. Therefore, aided by recommendations from
the Education Finance Advisory Committee, the Department selected a limited set of AFR
transaction records for summarizing the year’s fiscal data.
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Eachtransactionisidentified by aseven-digit Keypunch Code for ease of cross reference
and economy in transmission of data: for example, the Keypunch Codes for revenue and
other sources of funds transactions are tied to Source Codes defined within the Louisiana
Accounting and Uniform Governmental Handbook; the expenditures and other uses of funds
are cross referenced to specific Object Code and Function Code combinations; and
balance sheet items are identified to groupings of Balance Sheet Account Codes.
Keypunch Codes are also assigned to specific lineitems of data giving fund balances, ad
valorem and sales/use tax information, and other account groupings such as fixed assets,
long-term debt, and the status of proprietary and fiduciary funds.

Questions involving selection of the proper Keypunch Code under which to summarize a
specific financial activity should be directed to the Division of School Finance.

Fund Categories

The financial data representing revenues and other sources of funds, expenditures and
other uses of funds, governmental fund balances, and balance sheet status are reported in
the AFR using the record format in Table I, Page 3.30 of the Louisiana Accounting and
Uniform Governmental Handbook. Each of these transactions contains fields which depict
the following categorization of governmental funds:

Capital Projects Funds. Used to account for major capital acquisitions or
con:‘truction. This category excludes construction financed by proprietary or trust
funds.

Debt Service Funds. Used to account for the accumulation of resources to pay
principal andinterestongenerallong-termdebt thatisrecordedinthe school
system and/or charter school’s General Long-Term Debt Account Group.

ESSA Funds. Special revenue fund established to account for Federal revenues
acquired under the Every Student Succeeds Act, and which may be expended only
for specified purposes.

Special Fund Federal. Consolidation of all revenue funds established for federally
funded programs other than those acquired under the Every Student Succeeds Act.

Other Special Funds. Used to account for all funds from state or local revenue
sources that may be legally expended only for specific educational purposes.

General Funds. Used to account for all financial resources except those required to
be accounted for in another named fund category.
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Presenting Numeric Data

Reporting of financial data within the AFR follows the basic accounting equation of Assets
= Liabilities + Equity. Within this equation assets and expenses (as reductions to equity) are
normally debit balances, while liabilities, equity and revenues (as increases to equity)
usually have credit balances.

Data for all of these accounts should be reported within the AFR as positive numbers unless
the total/balance of the specific field being reported is contrary to its “normal” balance.
Thus, negative entries could include overdraft of a fund’'s “Cash” asset account, the
inadvertent overpayment of Accounts Payable (resulting in a debit balance), or a fund’s
equity balance in which total liabilities exceed the fund’s assets. Special attention is
needed for the Prior Year Adjustments transaction (Keypunch Code 0051194). This
transaction represents the net equity increase (+) and/or decrease (-) adjustments
identified since reporting the Balances At End Of Year (Keypunch Code 0051196) in last
year’s AFR submission.

Balancesat Endof Yearmustbe carried forwardinthecurrentreport.

Balances at Beginning of Year, (Keypunch 0051195), the Prior Year Adjustments transaction
is the only means for properly reporting the identified adjustments.

Collection Periods

Dates Actions
Tuesday, September 2,2025 Collection Opens for 2024-2025 Annual
Financial Data. Refer to AFR User Guide for
reports torunand verify after each submission
including AFR630, Post Submission Audit
?;;isws. Validate all Fiscal Project Codes

Tuesday, September 30,2025 Collection Deadline for initial AFR submission
for all Project Codes. Louisiana Revised Statute
17:92 requires LEA Annual Financial Reports be
submitted to LDOE by December 31¢t of each
year.

Friday, October 31,2025 Deadline tocomplete/final AFR forall FPCs for
EXCELLENT rating (no outstanding AFR edit
errors or unresolved issues)

Saturday, November 29,2025 Deadline to complete/final AFR forall FPCs for
GOODrating.
Wednesday, December 31,2025 Collection closes for 2024-2025 Annual

Financial Data for error-free AFR submissions
forall Fiscal Project Codes (FPCs) on December

31,2025

Monday, December 29, 2025 Deadline to complete/final AFR forall FPCs for
NEEDSIMPROVEMENT rating.

Wednesday, December 31,2025 UNACCEPTABLE rating for all FPCs received on

orafterthisdate.
Table 1-Collection Periods
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AFR System Elements

Additions: The total of all increases made to a specific Fixed Asset, Long-Term Debt,
Proprietary Fund, or Fiduciary Fund line item account over the period of the report: i.e., 1
July-30 June. (Round to whole dollars.)

Balance (Beginning): The balance of a specific Fixed Asset, Long-Term Debt, Proprietary
Fulnd, or Fiduciary Fund line item account as of the beginning of the reporting period: i.e., 1
July.

Note: The Beginning (i.e., July 1, 20XX) Balance for a specific Table Ill or IV line item
account in this year’s report must be the same as the Ending (i.e., June 30, 20XX)
Balance from the prior year’s report. (Round to whole dollars.)

Balance (Ending): The balance of a specific Fixed Asset, Long-Term Debt, Proprietary Fund,
or Fiduciary Fund lineitem account as of the end of the reporting period: i.e., 30 June. This
figure is the sum of the line item’s Beginning Balance and the related Additions, less the
related Deletions. (Round to whole dollars.)

Capital Projects Funds: Governmental funds used to account for major capital acquisitions
or construction. These funds are not used for construction financed by proprietary or trust
funds. (See Louisiana Accounting and Uniform Governmental Handbook for further detail.
Round to whole dollars.)

Combined Debt and Non-Debt Rate: Total sales and use tax rate for the school system
and/or charter school. The 5-character numeric field has an implied decimal (999v99);
therefore, a tax rate of three-and-one-quarter percent (i.e., 3.25 %) would be entered as
00325.

Debt Service Amount: School system and/or charter school sales/use tax revenues
dedicated to interest and principal amounts on outstanding debt. (Round to whole dollars.)

Debt Service Funds: Governmental funds used to account for the accumulation of
resources to pay principal and interest on general long- term debt that is recorded in the
entity’s General Long-Term Debt Account Group.

(See Louisiana Accounting and Uniform Governmental Handbook for further detail. Round

towholedollars.)

Deletions: Total of all deletions made to a specific Fixed Asset, Long-Term Debt,
Prloprietary Fund, or Fiduciary Fund line item account over the period of the report:i.e. 1
July-30 June.

(Round to whole dollars.)

District/Ward Rate Levied (Low/High): Separate data fields forthe lowest and the highest
school tax millages levied by the school board ona school system and/or charter school or
ward basis: i.e. as opposed to a parish-wide basis. The associated revenues are reported as
“School system and/or charter school/Ward Revenue From
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Tax,” Table Il (Sec A); and the number of school taxing school system and/or charter schools
involved is reported as “Number of School system and/or charter schools,” Table Il
(Sec A). Each 5-character numeric field has an implied decimal (999v99); therefore, rates of
one-and-three-quarter mills (i.e., 1.75 mills) and two- and-one-tenth mills (i.e., 2.1 mills)
would be entered as 00175 and 00210, respectively. Note: Where only one millage rate
applies (i.e., to one or more taxing school system and/or charter schools/wards, but not
parish-wide), then enter the same rate for “Low” and for “High.”

District/Ward Revenue From Tax: Revenue collected from a category of school taxes
(for example: all renewable taxes) levied by the school board on an individual taxing
school system and/or charter school/ward basis as opposedtoaparishwidebasis.

Note: Entry of School system and/or charter school/Ward Revenue also requires
entries for “School system and/or charter school/Ward Rate Levied (Low/High),”
Tablell(SecA), and“Numberof School system and/orcharterschools,” Tablell
(Sec A). (Round to whole dollars)

Federal Every Student Succeeds Act (ESSA) Funds: Special revenue fund established to
account for Federal revenues acquired under the Every Student Succeeds Act (ESSA) to be
expended for only specified purposes. (See Louisiana Accounting and Uniform
Governmental Handbook for further detail. Round to whole dollars.)

General Funds: Revenue fund used to account for all financial resources except those
required to be accounted for in another of the fund categories named within Table | of the
Annual Financial Report (AFR). See Louisiana Accounting and Uniform Governmental
Handbook for further detail. Round to whole dollars.

Keypunch Code: The unique code assigned by the Louisiana Department of Education
(LDOE) to each separate line item of the Annual Financial Report, including specific totals
and sub-totals. A separate Keypunch Code has been assigned each applicable revenue
source code, balance sheet account, unique combination of object and function codes used
in reporting expenditures, and to selected entries representing fund balances and/or
adjustments, fixed assets, long-term debt, and tax information. See AFR User’s Guide for
Keypunch Codes and the Louisiana Accounting and Uniform Governmental Handbook for
related accounting codes: e.g. source, object, etc.

WARNING: Keypunch Codes have become primary identifying data within LDOE (and some
LEAs) financial database systems; thus, any subsequent reuse and/or redefinition of a
specific code may prohibit the ability to consolidate and/or compare data from different
reportingcycles.

Local Educational Agency (LEA) Site Codes: LEA Code of the school system and/or charter
school or agency submitting data. Labs and Charters submit AFR data by Site Code. See
Table 2 on the next page.
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Parish/City School Systemand/orCharter School Site Codes
1 Acadia Parish 26 Jefferson Parish 51 St.Mary Parish
2 AllenParish 27 Jefferson Davis Parish 52 St.TammanyParish
3 Ascension Parish 028 Lafayette Parish 053 Tangipahoa Parish
4 AssumptionParish 29 Lafourche Parish 54 Tensas Parish
5 AvoyellesParish 30 LaSalleParish 55 Terrebonne Parish
6 Beauregard Parish 31 Lincoln Parish 56 Union Parish
7 BienvilleParish 32 Livingston Parish 57 Vermillion Parish
8 Bossier Parish 33 Madison Parish 58 Vernon Parish
9 Caddo Parish 34 Morehouse Parish 59 Washington Parish
10 Calcasieu Parish 35 Natchitoches Parish 60 Webster Parish
11 Caldwell Parish 36 Orleans Parish 61 West Baton Rouge Parish
12 Cameron Parish 37 OuachitaParish 062 West Carroll Parish
13 CatahoulaParish 38 PlaqueminesParish 063 West Feliciana Parish
14 ClaiborneParish 039 Pointe Coupee Parish 064 Winn Parish
15 Concordia Parish 040 Rapides Parish 65 City of Monroe School
16 DeSoto Parish 041 Red River Parish System and/or Charter
17 East Baton Rouge Parish 042 Richland Parish School
018 East Carroll Parish 043 Sabine Parish 044 66 City of Bogalusa
019 East Feliciana Parish St. Bernard Parish 045 School System and/or
020 Evangeline Parish St. CharlesParish 046 Charter School
21 FranklinParish St. Helena Parish 047 67 Zachary Community
22 GrantParish St. James Parish School System and/or
23 IberiaParish 048 St. John the Bapt. Parish Charter School
24 lberville Parish 049 St. Landry Parish 68 City of Baker
25 Jackson Parish 050 St. Martin Parish School System and/or
Charter School
69 Central Community School
School System and/or
Charter School

Table 2-Parish/City School Site Codes

Non-Debt Service Amount: School system and/or charter school sales/use tax revenues
dedicated to operating expenses. (Round to whole dollars.)

Number of School system and/or charter schools: Number of school taxing school system
and/or charter schools within the school board's jurisdiction that have one or more school
system and/or charter school/ward millages levied: i.e. millages other than parish-wide
rates.

Note: Entry requires associated reporting of "School system and/or charter
school/Ward Revenue from Tax," Table Il (Sec A), and School system and/or charter
school/Ward Rate Levied (Low/High)," Tablell (Sec A).

Parish-wide Rate Levied: School tax millage levied by the school board on a jurisdiction-
wide basis. The five-character numeric field has an implied decimal (999v99); therefore, a
rate of two-and-one-half mills (i.e., 2.5 mills) would be entered as 00250.

Web AFR On-line System Users (Only): Key this rate with a decimal: for example, 2.50.

Parish-wide Revenue from Tax: Revenue collected from a category of school taxes (for
example: all constitutional taxes) levied by the school board on a jurisdiction-wide basis.
(Round to whole dollars.)

School Year (Fiscal Year): Beginning year of the fiscal year covering the school session
being reported.
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Sign Field: Used to indicate whether the associated numeric field (i.e., the preceding field)
is to be treated as a positive or as a negative number in mathematical computations.

Site Code: Code assigned by LDOE withinthe Sponsor/Site (SPS) Database toeachschool
or site within a school system and/or charter school or agency. The first three positions of
the sitg lcode willconsist of the school system and/or charter school oragency's LEA code.
SeeTable?2.

Applicability

a.The LSU or Southern University lab schools and ALL public charter schools (i.e.,
Types1, 2, 3, 4, and 5) must enter the applicable site codes within each record of
their AFR reports. Note: Do not enter central office site codes (i.e., _ _ _ 700) or
special education administrative center site codes (i.e., _ _ _ 000) since any
revenues, expenditures, etc., associated with these sites should be distributed
among the agency's schools following the guidance from LDOE/Division of School
Finance.

h.City/parish school system and/or charter schools that have one or more charter
schools (Types 1, 3, and/or 4) must enter their LEA Code, followed by "XXX", within
each AFR record. For example, the East Baton Rouge Parish School Board would
contain017XXXinthesitecodefieldofeach AFRrecord.

c.The site code field of each AFR record should be left blank for RSD-LDOE; and for
those city/parish school school system and/or charter schools that DO NOT have
Types 1, 3, and/or 4 charter schools.

Special Fund Federal: Consolidation of all revenue funds established for federally funded
programs other than those acquired under the Every Student Succeeds Act (ESSA). (Round
towholedollars.)

System Indicator: The unique code identifying the automated data reporting system to
whichdthe data belongs. The entry must always be "AFR" for Annual Financial Report
records.

Total Ad Valorem Tax: Total revenue from a category of school taxes levied jurisdiction-
wide (for example, all debt service taxes), plus total revenue from the same category of
school system and/or charter school/ward school taxes.

Note: The amounts reported for the four categories of taxesin Tablel, Section1.a, Ad
Valorem Taxes- Gross (i.e., Keypunch Codes 0000300 through 0000400) should equal
the tax revenues reported in Table Il, Section A, Ad Valorem Taxes (Keypunch Codes
0062220 through 0062650).
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Total Funds: Thetotal (by eachlineitem)ofthegeneral, special, Federal ESSA, special
fund Federal, debt service, and capital projects fund entries reported for that line item.
(Round to whole dollars.)

Total Sales and Use Taxes: Total school system and/or charter school revenues from sales
and use taxes. This total should agree with the sum of debt service and non- debt service
revenues for the same report line item.

Note: The amounts reported for Table I, Section 1.b, Sales and Use Taxes - Gross (Keypunch
Code 0000500) should be the same as the tax revenues reported in Table Il, Section B,
Sales and Use Taxes (Keypunch Codes 0063300 thru 0063320). (Round to whole dollars.)

Business Manager Responsibilities

The following sections address specific areas of responsibility affecting the accurate
collection, reporting, and interpretation of Annual Financial Report (AFR) System data.

Organization Responsibilities

Each public school system and/or charter school is required to maintain a means of
tracking and reporting its financial activities and status that meet the requirements of the
Louisiana Revised Statutes, applicable State and Federal regulations, and the policies of
the Board of Elementary and Secondary Education (BESE). The public school system and/or
charter school is responsible for accurately reporting these fiscal data to the Louisiana
Department of Education (LDOE), on a timely basis, in accordance with the requirements,
methods, and schedules prescribed by this guide.

LDOE/Office of School SystemFinancial Services

The Office of School System Financial Services will provide other elements of the Louisiana

Department of Education and the Public School system and/or charter schools with policy

guidance and interpretation of the Louisiana Revised Statutes, applicable State and

Federal regulations, and BESE policies as they pertain to the required reporting of public

sschool system and/or charter school fiscal data within the Annual Financial Report (AFR)
ystem.

School Systemand/or Charter School AFR Contactsand Coordinators

Business Managers must contact the School system and/or charter school Coordinator to
request site changes. School system and/or charter schools are requested to notify
LDOE/Data Management if the AFR contact needs to be changed or updated.
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Required Tools

Pre-formatted Excel AFR Templates will be sent to all school systems and/or charter
schools requiring completion and AFR submission. A text (txt) file may also be uploaded.

User Access

User Access Authorization: If you are a new user or if you have a User ID and are
authorized to access other LDOE Edlink Annual Financial Report, you will need to be
granted authority to access the School/Site by requesting permission through the Edlink
Security application. If access is authorized, the appropriate User ID, password, and
security profile will be assigned according to categories of organizations making the
requests.

UserliDsarenottobe sharedamongusers. Userswillbe heldindividually accountable for
allsystemaccessandany violationsrecorded undertheirUserID. Notification ofthe User
ID and temporary password will be communicated to the user in confidence by e-mail.

The Principal or School Administrator must notify the School Security Coordinator of
changesinstatusforusers (i.e.ifausernolongerneeds access ordue to terminationorjob
reassignment). Such updates are critical to the security of the LDOE data systems.

User ID Suspension, Revocation, and Reactivation: If a User ID has been revoked due to
sign-on or resource access denials, the User ID may be reactivated and/or resumed only by
the ITS Security Coordinator after a review of the circumstances and a discussion with the
user. User IDs will be revoked in any of the following circumstances:

0 At the scheduled end of consulting or temporary labor engagements.

o During an investigation of an actual or suspected security violation, and
revocation is requested by management.

o Upon management request and/or direction due to termination.

Passwords may be reset at any time, or if forgotten, using the LDOE Edlink Password
Reset System. For instructions on resetting your password, see the section LDOE Edlink
Password Reset System in this guide.

Edlink AFR System

The automated Edlink AFR System provides access to the AFR System and all other web-
and server-based LDOE data collection and reporting systems. As new LDOE data systems
aredeveloped for web and server-based use, their corresponding user IDs will be added to
security folders that grant appropriate access and privileges.

Edlink Portal Users will have access to all data systems for which theiruser D is approved,
as well as "one-stop" access to certain universal services, including user guides for all LDOE
data systems, security request forms, and reference tables. The system and service links that
are approved and available to the logged-in user will be displayed on the.
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Edlink AccountSet-Up(NewUser)

Accepted Browsers

Google Chrome Microsoft Edge

Figure 1-Accepted Browsers

Existing EdlinkPortalUsersshouldselect, SignlnandenterUserIDandPassword.

Request Access to Site/s by skipping to Page 23. If access was previously granted, skip to
Page 26 to begin submission of the Annual Financial Report.
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New Edlink Portal Users should open the Edlink Portal at https://ldoe.edlink.la.gov/.

CreateanAccountandfollowinstructionsontheupcomingpages. AFR’scannotbe
submitted unless the Site Authorized Business Manager accesses the Edlink Portal,
completes the AFR Report and submits the AFR Report.

Welcome to

EdLink.

Wa'va rovolutionizad the w

AOdoGm
Figure 2-Edlink Portal

Next, read the shorts excerpts and select, Continue to MyLA. If a MyLA account was
previously established, STOP. Do not create a second account.

Retrieve UserID and/or Reset Password, see Page XXX forinstructions. Once the User
ID and Password are obtained or reset, return to Figure 2 and Sign In.

Create an EdLink Account
8ok s ML A gy o ko ol o your oonaect nformation

What is the EdLink system?

What is MyLA?

Create a MyLA Account

Figure 3-Continue to MyLA Account Creation

The page will navigate to display the image below. Do not Sign In! Scroll down to Section 1
and be“gin entering the required information. Read the instructions for each Section
carefully.
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Beginning with Section 1, enter your first name and last name. A middle name orinitial is
not require. Enter your name how you are recognized by your Site administrators.

Section 2, create a User ID, keeping between 8-10 characters. Only the -@_ are special
characters permitted.

Create Your Account

In Section 3 of Figure 5, enter a 6 digit randomly chosen Pin#. Repeat the Pin# in the next
box. The numbers selected cannot be consecutive or of the same digit (123456 or 888888).

In Section 4, please use the email address provided by your site. If you lose access to this email
due to separation, update your emailin MyLA as soon as possible. If youdo not have a site-
provided email address, please enter a personal email that you can access immediately to
confirm your account registration.

1

Tell us about yourself.

2

Let’s start your account. =

3 * Naw PIN

‘ se9632 «‘

Let's set a PIN.

== 7]

4

How should we contact you?

That's it!

Figure 5-Entering Information into MyLA
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Review the information and select, Create Your Account. The image below in Figure 6 is
displayed. Read the instruction carefully. Allow 3-5 minutes to receive the link in your email
inboxbeforerequestinganew linkbe sent.

Verification required

stee Bt 15 uveeritied

ou mustconfirm your Myl

= M Gmai
2 comese
i

starest

sneseed

Q search mail ==

B- @8 © @ @ m

@ Vou could

1065510 your 2 pers of Gmsl| histery
¢ phane an el can el yeu sign i 2

sdd recaveryinfa

Ciamiss

O Primsy ©  Prowotions = socsl
Gogle 2 Securty st - Recausry s v chiaried bicaningslzael T4 Ggna | caon e ey plans o your sscaunt wes changsd. I o dide's crangs i y- sty
g 3 i Yaur e prsens, e
Lawsiana oparenc, el ik S Aot eriFction Cors Requess for Fizsoctt Aosring oo il ot o yor £ ez
Louisiens Baparmen. 1 edLink Seouriz Apsaunt verification Coce Reaues: for Eizssath srovning Py
Loisiens-frooant-h. 2 [Aetion Fesuited] Please Confir Vour Ensil addrese - el Hlizsbet Evcwri gy In Srde” 0 coriplets the 3eceur oreat szt

Figure 7-Check Inbox

= M Gmail

o/ Gompone
SR,
o stames
@ s
e
Mo
- o
Labols

Q Search mail =
« B e B & = i
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Figure 8-Confirm Email
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EdlinkPortalLogin

Sign In to the Edlink Portal, as shown in Figure 9. The New User Dashboard will be
displayed. If you have forgotten your User ID and Password, see Forgotten User ID/Reset
Password for assistance.

Welcome to
EdLink.

R oo o nooen
Figure 9-Edlink Portal Login

NewUserPersonal Profile (Required)

The New User Personal Profile (Required) After signing into Edlink, the New User Profile
will automatically be displayed. The profile will need to be completed before a StaffID is
issued and the Account Type is classified with LDOE. In the User Account Type, select “l am
a PK-12 Public School Employee”.

User Account Type

Review the choices below and select the appropriate type of sccount. This will help

LDOE process your request for a StatfiD and routs any potential reviews to the corract

department. n
IfPK-12Publi i

“Choose the type of role you need ublicSq hoolsis “l“t.dl

entering your So
© | am an Early Childhood Center provider or employes ismandatory. {al Security Number

© | ama PKA2 Public

@ |amaPKIZ N aol employes

Figure 10-User Account Type

As shown in the upcoming images, provide your personal information in the sections below.
Enter your correct birthdate, Social Security Number (PK-12 Public Schools), Identification
Number (hover over the text box for identification options), Issuing State (Louisiana is at
the top), Gender, and Race. Please enter your telephone number. Additional information
was recorded during your initial account setup in My.la.gov. A Staff ID will be issued after
saving.
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ConfirmyourSocial Security Number(SSN) and Date of Birth (DOB) before movingonto
thenextstep. Takeamomentto carefullyreview eachsectionof yourinformation. Make
any necessary corrections, then scroll down and confidently click on Save and Submit.

Name and Contact
Pravide your intermation n the fields belaw

After Saving and Submitting, a Staff ID
isassigned toyou. If youdo notseea
StaffIDinthe box to the left,a
SupportTicketwillneedtobe
submitted for assistance.

Address Information
Fivscal Address

Strest Name | Strast N 1
Strvet Mo 7 Suwet Mame 2

.....

Perso

nformation

Ganges fiscs @

.....

............

Figure 11-Personal Information

Forgotten User ID/Password Reset

At Signlin,ifyou’ve forgottenyourUserID or Password, Click on the blue link below the
Sign In box. By doing this, you can retrieve your User ID and/or Reset your Password.

Myl a

20 Signin

Show Password

i el Click b 2 st ks g

Figure 12-Forgotten User ID/Password Reset

edlink
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Enteryourregistered emailintothe bottomleftcornerboxtorequestthatyour USERID be
emailed to you.

In the top right corner box, enter your User ID and email address to request a Password
Reset Link.

Check your email inbox for amessage from LDOE. If yourequested your User ID, the email
will contain this information. If you requested a Password Reset Link, the email will contain
a temporary password. Snap a pic or write down the password. The password is case-
sensitive, so be careful when copying the characters).

Closeall Edlinkand MyLA pages. Loghbackinto the Edlink Portal usingyour UserID and the
temporary password. Once you’ve gained access, the temporary password must be entered
againbeforeanewpasswordcanbeentered. Confirmyournewpasswordandselect, Save.

Account help

@ Resend Verification Email Ao Forgot your password?

A& Forgot your User ID?

e you the information.

Figure 13-MyLA Account Help

Sign Out of all MyLA and Edlink pages. Log back into the Edlink Portal using your User ID
and new Password. After successfully signing in, return to the New User Dashboard and

New User Profile.

Welcome to

T nUoon
Figure 14-Edlink Portal
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NewUserDashboard

The New User Dashboard is displayed, as shown in Figure 15. All new and existing providers
retain the New User Dashboard until a new license has been approved or Entity Role
Request has been approved by LDOE.

= My Dashboard

# ¢ Dustbowd @

My Dashboard

‘Thank you for creating answ azzount Gt started below with a raw spplication or requsst accsss ta n existing organizstion.

B Welcome, Pamela Mertens

¥ How 10 use the Edlink Entity Portal? » Why sm here?
Get Started
Ready to start with a new application? Already a member of an existing entity?
Wil ask questi about your business and guide you. Find your entity’s. and reguest access to be added.

Figure 15-New User Dashboard

RequestAccessto Schools

SelectthegreyEdlink Securitybuttontobegintheaccessrequestprocess,asshownin
Figure 16.

= Access Request

@ Aoccam Saings ¢ AccarRanua @

Access Request

Reviews or Uplate your sccess to specific entties halow.

Entity Access and Roles Levels

Renuest v the tabls below,

Entity Name Address Role

There ere na records ta show

Request Access 8&
Click the link to the right to be redirected to the EdLink Security site to request or manage your access to the EdLink Entity Portal.

Learn about the Roles 3§

Click the link ta the right [t o uBsrs. m
Figure 16-Access Request

Select, Permission Request from the purple, left-side menu, as shown in Figure 17.

edlink

WSECORTY Application Menu

By sasacs rion buttan, peu can aceess

© Pamela Mertens

B3 User Profile

EB MyLa Profile
aAnplmﬂthMhn“ - - - -

2o Permission Request

Figure 17-Permission Request/Edlink Security
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Next, skip the Permission Request Type and select K-12 Public Schools for the Organization,
as shownin Figure 18.

Permission Request

© General Usor Accoss
O Security Administrator Access

Figure 18-Organization/Edlink Security

Next, select Edlink Ops Portal in the Application Selection box, as shown Figure 19.

® Request @

Permission Request

© General User Access
O Security Adminlstrator Accsss

Please Enter Your Location

Figure 19-Application Selection/Edlink Security

Next, select the school system (District) or charter school (Local), respectively, within the
Location Filter box, as shown in the inset image and Figure 20 below.

Permission Request School Systems,
select District (School
System)

Charter Schools

[EERSEESERTI  withouttheirownLEA

under - ssemsceess

districtcode but
© General User Access thejurisdictionofthe
© Sacurity Administrator Accass local LEA, select
ocal

Charter Schools with

theirown LEA district
[FESERETTTTT  code, select District

Figure 20-Location Filter/Edlink Security
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Next, typeinthe first few letters of the school and watch for the results in the drop-down,
asshowninFigure21.HoverthemouseoverthecorrectSitetomaketheselectionblue.
Click on the location to select it. Search with a partial address if the name of your school
does not appear.

Permission Request

© General User Accass need
(O Security Administrator Access

Figure 21-Location Selection/Edlink Security

Last, select, AFR Business Manager and Submit for LDOE Approval, as shown in Figure 22.

Ganeral User Access

DN EdLink Ops Portal

K12 Public Schools ‘
J
J

Algiers Charter School System

£ AFR Business Manager

Figure 22-Role Selection/Edlink Security

Allow 24-48hrs for LDOE review and approval of your requests. An LDOE staff member will
contact you if there are any questions pertaining to your requests. Sign out of all Edlink
Portal and Edlink Security related pages. Upon LDOE approval, you will receive an email
alerting you of the approval or rejection statuses of your requests. Sign In to the Edlink
Portal to access your site, as shown in Figure 9.

Page240f43

edlink



AFR for Business Managers: User Guide
August 2025

Business Manager Dashboard

The Business Manager Dashboard automatically displays the current reporting year in the
left-side menu, as shown in Figure 23. The page consists of all Sponsor related information.

Sponsor Informationis displayed on the main portion of the page for Sponsor Sites that
you have approved access to.

Unread MessagesandNotificationsmaybeaccessedhere,aswell.

= Dastboard

Welcome Back, Pamela Mertens

Wolzome ta your Dashbard Here you an review ord meke changes o your sites

Sponsor Information
Location 0 Spantor Mama Sponsor Tpe

Physical Address Mailing Addross

Saansr Siatis Businass Manages Frimary Phang Numbes Cantact Email

Unread Messages and Notifications @

=

Figure 23-AFR Business Manager Dashboard

Sponsor Management

Sponsor Information consists of all Sponsor related information.

Swamsar Name Location 1D ‘Spancor Troa

Primary Phams Humber En Entity Notification Email

Secondary Phans Numbsr e Ctose Dats

Figure 24-Sponsor Management/Sponsor Information
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Sponsor Contacts

Haad Administrator Title Cantact Mame Brimary Phone Number Ext.
SUPERINTENDENT H Powee 318-467-0885
Email Address Secomdary Phone Mumber Ext.

District Coordinator Title Cantact Mame Brimary Phone Number Ext.

Email Addross. Saconuary Phoms Hurmbwe Ext,

Additional Sponsor Information

website Facabook Page Twittsr Prafile Instagram Account

Assassmant Group Gode LEA Group Coda. Rellup Flag Rolling District [+

Regulew District School Distriot CityPerish Sehool Districts A

Tithe I Flag st Tite 10 Flag. Edun Active Flag McKinnay-Vento Flag
NGES Agency ID NPCA Flag ey S (Special Edueation Reparting)
X
Approved Specinl State Schaol Regional Service Center
e A
Lart Moo By Ean Ui Do

Figure 25-Sponsor Contacts/Additional Sponsor Info.

AFRHistory(Accessingand Completing AFR)

The AFR History page, includes all current and past submissions for your school system.
Select, the ActualorAlltogglestoview AFR’s. Use thefilterstosearchfordifferentschool
years, submission types and submission statuses. Clear Filters to see all submissions and
information. The __ icon allows viewing of previous AFR’s. See Figure 26.

Annual Financial Reporting History

The AFR sl cusren and past subemissions for your schoal syster,

© Warning! Projected Survey kthe < ican to be x
reporting
AFR History Extend Deadline x

The

Reporting subimissians. Lse the filiers belaw b0 idenify required tacks or 10 view your past subrissions.

Click Extend to add 15 days to the
submission deadline for this Site.

Schoot SubmissonType Submission satus
S e s Clear Filtars "D
| | ki
Schoot You Subicsion ypo PR Aporeved Dt staus
2022.2023 AFR Mt Seacind
2020-2021 R =]
2or-2020 e - =
20182010 aFn o= o
om0 sen = o |
o = o o |z
2206 e [
= Review Level |
sowams e a Review Level 2
2013.2014 aFn o]

[ | i [
Figure 26-AFR History (Access and Complete AFR) el

Page260f43

edlink



AFR for Business Managers: User Guide
August 2025

Beginthe AFR by clickingonthe Ei iconto theright of the isurd statusbutton.
AFR SubmissionHomePage

Edlink offers a convenient way to track all the information needed to complete your Annual
Financial Report (AFR). Once you submit all the required information for each step, a green
Completed badge will appear on the AFR Submission Home page. If any section is still
incomplete, a yellow Incomplete badge will be visible. After you start a step, you can easily
return to a previous section by clicking the Return to Previous button, or you can navigate
back to the AFR Submission Home page using the Return to AFR Submission Home button.
SeeFigure27.

Annual Financial Report Submission

D) 0 it P Schont Sytom
& Raten o ATR sty

pages by

1 - Helpful Links

Information 1o assist with AFR suberission

2 - AFR File Submission

Upload completed AFA file

# Fll Out Step 2

3 - AFR Edits

# Fil Out Step 3
Raviaw and vority vach e in the Post-Submission Audis Rapart

4 - AFR Review Part 1
# Fil Guit Step 4
Raview 0 varity Zero and Negstivs balanc 1ecors

5 - AFR Review Part 2

R the raport seed verfy the sslary 8 benefit data

6 - AFR Comparisons Part 1

R and verify the Ad Valorem tax reverues and tax milssges

# Fll Out Step 6

7 - AFR Comparisons Part 2

il out St 7
Review and verify the Sales tax revenue and tax rates -

8 - AFR Comparisons Part 3

v v verity Prioe yoor Enci Balance and Curnt Yea Begining Bance, Curent YearEnding Bnlance Toto Fund Balance. Totl hasets /710t 5108
and Bstanco Shoet Total il and e Baloaca

9 - AFR Comparisons Part 4

Fai Out Step §
Review ane o werity Capital Assets, Lang Term Disbt and Permanent Furuds, and Price Year vs Current Yeor Detas e

10 - AFR Comparisons Part 5

Fil Out Step 10
Peview and verity Prior Year v Current Yeor - Major Detail Es ceeeds At (ESSAI Edfore MO} L b

11- AFR Verifications

Reviows and verity Reverues and Wolghted Expanditures

12 - Special Reporting =
'Fill Out Step 12

Enter sub-swaed sformation 1 agglicabis

13 - Other Reporting

Resviews anclvesity e of year batances and geaeral fund balances

# FillQus Step 13

14-A

Cariity yo

7 FillQut Stop 4

Figure 27-Annual Financial Report Submission
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Step 1, Helpful Links-Links for common and frequently-used resources to assist with

gathering data and completing the AFR. See Figure 28.

Helpful Links
G 040 ot Paris (b Syt

Figure 28-Helpful Links

LeaveandReturntoComplete AFR

If at any point you need to leave and return to complete the AFR, return to the Dashboard,
select Sponsor Management and then AFR History. Locate the school, as before. Only this

time, you'll see the In Progress status along with a pencil/edit icon. Click on the icon to

returntothe AFR. See Figure 26.
Completed/To Do AFR Steps

Green Steps are Complete, Blue Steps have not been started and Yellow Steps are

Incomplete. SeeFigure29.

Annual Financial Report Submission

GEIED 040-Raris Parish (Schoi Systm)
€ Roturn to AFR History

© P

1 - Helpful Links
sist wilh AFR submission

2 - AFR File Submission
Uolosd completed AFR e

=

3-AFR Edits

Risvie an verify each tem i the Post-Submission Audit Report

4 - AFR Review Part 1

Biview and verify Zera and Negative balance recards

Figure 29-Completed Steps Example
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Step 2, AFR File Submission you will find more information about the requirements for
an AFR submission. An MS Excel workbook is provided as a template. Please fill in all
required fields and do not modify the layout. This is critical for the EdLink system to
validate that all the information is received and reviewed accurately. See Figure 30.

far an AP submission. An MS Excel workbook s provided a2 o template. Plesse {1 v all required Felss oraf o not modity the Layout. This s critical o the EdLink system ta

ris Department of Educatian [LDE) ta callect, consolidste. and review computerized fiscal data fram pusiic schosi systems and ssiected public schoss 1o support LDE management
at

Primary FPC
B ARD-Bassc AT Agplicable to all LEAS) [ AB1-Ecomomically Disscvantagsd

Secondary FPCis]

Fiood Pregaration an R

Upload Annual Financial Report (AFR)
o, Ena

Uplaads 116 the spraadshoet is comelete and error free betors submission.If you do nat have an existing temolate. downdaad the version belcw:

“Uplosd AFR Fils - AAD- Basic AFR (Applicabls 1o sl LEAS)

e
B arR Submission [ = B

Figure 30-AFR Details, Fiscal Project Codes and Upload AFR

Pre-Submission File Validation-The file submitted will be validated for accuracy and
completeness prior to the Submission screening. Please ensure that the file used is an
unmodified version of the template supplied on this page. Files that have been altered will
not be accepted. Select, Save and Continue. See Figure 31.

e e
3 - Mist or Invalid Values
oo

Figure 31-Pre-Submission File Validation

Step 3, AFREdits- Your submissionwill be reviewed by the EdLink system toidentify any
areas of interest for the Department of Education. Please correct any errors in your AFR
(Annual Financial Report) and resubmit it, or provide explanations for any irregularities.

Review and verify each item in the Post-Submission Audit Report. If corrections are
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necessary, please return to Step 2 to submit an updated AFR template. If no action is
needed, you will see a PASSED result. Some items may require justification or attestation
of avalue. See Figure 32.

AFR Edits

Farish (Schocd System)

aviwad by the EdlLink system to detary

4 Rt ta AFR Submission Homa.

AFR Edit - Instructions

hiten
ation of

in this Post-Submission Audit Report. f correctior
aualue.

i vs Reported

s o o § f

In Progress
mine any sres of Interest for the Department of Education 10 review: Please cther maks comoctians to.any orors and resubenit your AR ar proside explanri Bl
s are needed, plsase return to Step 2 o resubil an updated AFR template. If no L then youwil see t Some
rces of Fundsh min s (Total Exgenditures plus Other Uses of Fundsh are compared with the excess/deficiency furd batances reporte din

ther Uses of Funds shoukd be campared to the amounts reported in KPC 51100, Total Reveres (KPC 15000] plus Other Saurces of Funds (KPC

-

when E
0 this report (bayond

Camgare bagn balance (KPC 5113
ERRORS CAN OCCUR IF BEGINNING

FUND BALANGE DOES NOT EQUAL TO PRIGR YEARS ENDING FUND BALANGE

Keymunch Codes 51180-5T198) and then campared with the QY Fund

o I (KPE 51182) minus transfor aut (KPC 11931 plus prioe year adjistment (KPC 5T184) ta rapor

- -~ ——
[ — 0 p f o o o f
S —— 0 o o o 0 0 0
iference 0 o o o o o o
B chcking s o, formeton s tht the dotaprovided s sccurs .
Figure 32-AFR Edits

Step 4, AFR Review Part 1-Review and verify eachitem on the AFR Review and attest to
the accuracy by checking the boxes in the list. If corrections are needed, then resubmit. If
there is no action needed, state such next to the item. Zero Balance Records identify
keypunch codes that have been reported with a zero balance. The report should be
examined carefully and any errors must be corrected. See Figures 33-34.

Post Submission Audit Report, identified 2535 Key Punch Code records (KPC) with a Zero
Balance. Please review for accuracy. If a KPC needs to be corrected, please make your
correctiononyourAFRreportandreturntoStep2tore-upload.

Check the | Agree box, select, Save and Continue and proceed to Negative Balance Records.

SeeFigure34.

AFR Review Part 1
[
Your 4

% Fetuen 10 AFR Subminsion Home.

8 st yeusr AER oF PrOvaS0 EpABNACES 5 TS gABRIGS

[ et otk mens o = s ot i et . s s s g v

AFR Review Part 1-Instructions
Review s AFR Review and.

Figure 33-AFR Review Part 1 Instructions
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Negative Balance Records-This report identifies keypunch codes that have been reported
with a negative balance. The report should be examined carefully and any errors must be
corrected. For all KPCs with negative balances, an explanation should be provided.

The Post Submission Audit Report identified 0 Key Punch Code records with a Negative
Balance. Please review for accuracy. If a KPC needs to be corrected, please make your
correctiononyour AFRreportandreturntoStep2tore-upload.

1- Zero Balance Records

This repart identifies keyaunch codes that have been reparted with a 2era balance. The report should be examined carsfully and sny errors must be correctsd.

Filter by Group Code Type

Functional Cod Keypunsh Cod Balance
REV 300 o
AEV asa a
new Debt Service Taxes 400 o
REV Up to 1% Non-School Taxes for TRSL. 450 o
REV Result of Court-Ordered Settlement 500 o
REV 5t on Property Taxes 550 L]
AEv 650 a
nEw 750 o
REV Sales/Usa Taxes -Court Settlement 800 o
REV Penalties/Interest on Sales/Use Taxes B50 o
BN T[] [ [ sowstome
Key Punch Code oy. 2 KPC 52 make your correction on your AFR report and
o reviewsd allinformation and that the data provided is sccurate
2 - Negative Balance Records
Result: PASSED
This with & negative balance. The report should be examined carsfully and any errors must be corrected. For all KBCS with negative balances. an

explanation shauld be provided.

Tha Post Submission Audit Report identified O Key Punch Code records with a Negative Balance. Plaasa review for accuracy. If a KPC neads to ba corrected. please make your correction on your AFR report and
return to step #2 ta re-upload,

* By checking this bax, you attest that you have reviewed all infarmation and that the data pravided is accurate

4 Back to AFR Edits

Figure 34-Zero and Negative Balance Records

Passed with Exceptions-Requires that an explanation be provided explaining the
discrepancy See Figure 35.

2 - Negative Balance Records
st

1

that have been a with balance. T e corrected, For all KPCs with negative

2Fur

alCods  &Description SHoypunchCods  SGenarslFusd  ¢Specisl FundFederal  SESSAFund  SOtherSpecialFund  =Dal

Group Code 1283/ Fund Balance

] EXPENDITURES AND OTHERUSES 51190 7670050 124.480) s 1842188 4765843 55,205,206 69,248,882
Group Code 13117 ASSETS
s Cash 303 Invsstments s1310 G0.M9814 113.403,409) n22ZTM  6lL460TI6 19,625,180 140.959.569 267568.501

The Post Submission Audt Report Identified 2 Key Punch Cods records with a Negative Balance. Plaasa review for accuracy. If a KPC needs 12 be corected, plaass make your corTection on your AFR rapart and return 1o step #2 1o re-upiaad.

b, you attest that

LDOE. ;i i e nnsdlei

4 Back 1o AFR EGits

Figure 35-Passed w/Exceptions
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Step S, AFR Review Part 2-Please review and correct any errors in your AFR or provide
explanations for any irregularities. Ensure that the salary data is accurately reported.

Check the I Agree box and proceed to Compare Benefits vs Salaries. See Figure 36.

3-Required Data List
Raviow the raport and verify that salary data has boen accurately reportad

#Key punch Code #1tom Description $KPC Total
Group Code 1221/Pusil Sugport Services
24230 Supsrvisors
24885 Supervisars

25100

28580

27400 ther Supervisars
Group Code 1222 Instrustional Staff Services

28475

29345

Plsass revicw and werity that salary data has basn accurstely reportad. 1 & KF

bus, you attest that yau hava

Figure 36-Required Data List

Compare Benefits vs Salaries-Review and verify that salary data has been accurately
reported. If a KPC needs to be corrected, please make your correction on your AFR report
and return to Step 2 to re-upload. See Figure 37.

o Health Benefits for Retirees must be reported in the separate functional areas
throughout the AFR (i.e., Regular Programs, Special Education Programs, Career
and Technical Education Programs, etc.).

o SickLeave Severance Pay should alsobe accuratelyreportedineachsection of
the AFR.

4 - Compare Benefits vs Salaries
Resuilt: PASSED

vraime, Carser and Techeical Education Pragrams, stc)

T

Figure 37-Compare Benefits vs Salaries
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Step 6, AFR Comparisons Part 1- Compare Ad Valorem Tax Revenue reported in the
Revenue Section and the amounts reported in Tax Table lIA. If these amounts do not agree,
the data must be corrected. Make your correction on your AFR report and returnto Step 2
tore-upload. See Figure 38.

1A - Compare Ad Valorem Taxes

Figure 38-Compare Ad Valorem Taxes

Compare Ad Valorem Current & Past Year Tax Data- compares prior year tax rates and
revenues to the current year’s rates and revenues. In all City/Parish Systems, 1% of
collections of certain taxes are remitted directly to Teachers Retirement System by the tax
collector on behalf of the School System. This revenue must be reported in KPC 450 and
KPC 62650 in the Annual Financial Report. These amounts must be the same. See Figure 39
on the following page.

Select, Save and Continue to proceed to AFR Comparisons Part 2.

o The first toggle shows differences for Ad Valorem Taxes compared to prior
year tax rates and revenues to the current year rates and revenues. Ad Valorem
mill rates must be accurately reported for use in the MFP Budget Letter. Verify
rate changes and provide documentation (Tax Referendum) displaying the date
that the change went into effect and the amount of the new tax rate. Explain
changes in revenue collections as compared to last year without rate changes.

0 The second toggle provides the current year's AFR submission details for Ad

Valorem Taxes.
0 The third toggle provides the previous year’s AFR submission details for Ad
Valorem Taxes.

0 The fourth toggle provides the % change from the previous year to the current
year.
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1B - Compare Ad Valorem Current & Past Year Tax Data

Fsul: PASSED
for &0 Valorem Taxes. o ax pears 4
« The first togle Tor Ad Valorem Tazes o year taa rotes and revenues o the eurrent yoar rates ond revenues. AD VALOREM WILL RATES MUST BE ACCURATELY REPORTED FOR USE IN THE MFP BUDGET
LETTER PLEASE VERIFY PROVIDE max SHOVING THE DATE THE RATE CHANGE BECAME EFFECTIVE AND THE AMOUNT OF THE NEW TAX RATE. Eaplain changss in revenue
I st yuse
+ The secand des the currant yoar's AFR Ad Valorem Taxes

« The third togale provicles the previous year's AFR submission detals for Ad Valorem Taxes.
* The fourth taggle pravides ihe % changs from the previcus year i the current year,

Frer v ) (@ % O )

I oy st o . e emer Syt by oo ol bt S Sy T v s i K40 9 62550 A

Financeal Report. THESE AMOUNTS MUST BE THE SAME

attest thae

Figure 39-Compare Ad Valorem Current & Past Year Tax Data

Step 7, AFR Comparisons Part 2- Review the report and verify that salary data has been
accuratelyreported. Make correctionstoyour AFRreportandreturnto Step2tore-upload
thefile. See Figures 40 and 41.

AFR Comparisons Part 2
mmu Rapides Parish (School System)

Sales n e o i T Tabie 114, th agree, the data st be corrected

4 Rutum 1o A

[0kt can e 0 =t ot i s i g g o g i e x

2A - Comparison of Sales Taxes Revenue to the Amount reported in Tax Table I1B
Rosult: PASSED

This repert compares the Ssies Tases reparted in the Reverue Secticn of the AFR ta the taxes reported in the tas tabie (Table 28 in the back of the AP, These amaunts sheuld e the some. I these amounts do not agree, the dats must be
cormecied,

Mate: Hon. Debt Servic Ameunt for KPC 750 & B0D & 850 & 200 = General Fucts + Other Specist Funds + Capital Praject Funds.

+Daseription 2KPC & Ruparted Ruvarue + Ropertod Salos Tox +Dilferonce
Debi Service Amout WPC TS £ KPCBS0 plus 0 ] [
Han- Dbt Service Amaunt HKPC 750" pluz KFC 800 plus KPEC B50° plies KPC 800°) vs KFE 63320) 69,006,082 68,006,082 ]
s aceurate

Figure 40-Comparison of Sales Tax Revue tothe Amount Reportedin Tax TablellB
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2B - Sales/Use Tax Revenue Comparison

SE RATES MUST BE ACCURATEL UsEN
AND THE AMOUNT OF THE NEW TAX RATE. Explain chanses in rever c

. o
: enoonone o onmase

0063120 TOTAL SALES AND USE TANES : soomsone 0 wnomaez

N S ———

o ves on

PET——— — i sccurre

o

- 1008 wat e
- Bock 1o AP Compminors Par

Figure 41-Sales/Use Tax revenue Comparison

Step 8, AFR Comparisons Part 3- Comparison of the Ending Fund Balance in last year’s
AFR report with the Beginning Fund Balance submitted in the current AFR report. If these
amounts do not agree, make appropriate corrections. Use the Prior Year Adjustments
transaction to reflect any valid, “post-closing” adjustment to last year’s Ending Fund
Balance.SeeFigure42.

AFR Comparisons Part 3
040- Rapides Parish (School System}

belew peifioe by LDOE. I the ameaunts do not agree, the: data must be corrected and AFR ressbmitted,

3 - Compare Prior Year “Ending Balance” (KPC 51196) and Current Year “Beginning Balance"” (KPC 51195)

Result: PASSED

th the: Beiging Fund Balarce submitted i the current AFA repart o ot sgree, U the Prioe Year Adjustments tronsaction ta

2 Spocial Foderal Funds SESSAFunds 2 Other Special Funis

124480

BALANCES AT SEGINNING OF YEAR 62368841 2480 5 aam1a3m 1476182 BLzIa802 202787330

o o o o ] ]

By choeking this bax, you aitest that that the data

Figure 42-Compare Prior Year “Ending Balance” and Current Year “Beginning Balance”

Comparison of the Current Year Ending Balance (KPC 51196) and the Balance Sheet Total
Fund Balance (KPC 54000)-This involves comparing the Current Year Ending Fund Balance
with the Balance Sheet’s Total Fund Balance. If there are any differences that are not
simply due to rounding errors, the data must be corrected. Ensure that liabilities or other
credit accounts are not inaccurately reported as negative amounts. These amounts must
match. Review the figures and make any necessary corrections. See Figure 43.

edlink
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4 - Comparison of Current Year "Ending Balance” (KPC 51196) and Balance Sheet “Total Fund Balance” (KPC 54000)

By chacking this bax, you attest that you
8 1 Ases

Figure43-Comparisonof CurrentYearEnding Balance and Balance Sheet Total Fund Balance

Comparison of Balance Sheet Total Assets (KPC 51690) and Balance Sheet Total Liabilities
andFundBalance (KPC 55300)

The compared totals should agree (within a reasonable range due to rounding error);
otherwise, the data must be corrected. See Figure 44.

5- Comparison of Balance Sheet “Total Assets” (KPC 51690) and Balance Sheet “Total Liabilities and Fund Balance” (KPC 55300)

¢ 1o

Figure 44-Comparison of Balance Sheet Total Assets (KPC 51690) and Balance Sheet “Total
Liabilities and Fund Balance” (KPC 55300)

Step 9, AFR Comparisons Part4

The sections below are comparisons between the prior fiscal year and the reporting fiscal
year. If the amounts do not agree, the data must be corrected and/or explanations should
be submitted. Comparison of the Long Term Debt/Fixed Asset Group Ending Balance in last
year’s AFR with the Beginning Balance in the current year's AFR. If these amounts do not
agree, make appropriate corrections. Vested Compensated Absences and Fixed Assets
must always be reported.

Comparison of Capital Assets, Long Term Debt and Permanent Funds (Table Il)

This report uses certain criteria to report changes in amounts reported in each keypunch
code between prior and current year. An example of criteria used in this comparisonis as
follows. Any increase or decrease over 24%.The report is printed in two parts. Part one
shows all fund category amounts, by keypunch code that meet the selected criteria. Part
two reports the major subtotals that meet the criteria. This report should be used to
determine whether amounts reported are correct. Any errors should be corrected. Provide
written explanations for all line items. See Figure 45.
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6 - Comparison of Capital Assets, Long Term Debt and Permanent Funds (Table [11)

fasult PASSED

e Long T Assel iast year's AFR with the Beginning Balance i the current years AFRL I these amounts da not agres,
Vesmed Compensated e Fixed dssets st sy b reposted
< Description + Ending Balance 08/3012022 +Beginning Balance 0710172022
64000 BONDED DERT 114584001 114,564,001
55000 GTHER LONG TERM OBLIGATIONS o o
67500 VESTED COMPENSATED ABSENCES 30488 10394 880
208756674

By chucking this box, you atiest that you have raiemed all Infarmation and that tho data provide is aceurate

Figure 45-Comparison of Capital Assets, Long Term Debt and Permanent Funds (Table Ill)

ComparisonofPriorYearvsCurrent Year-Details(AllFields; Tablel)

Thisreportusescertaincriteriatoreportchangesinamountsreportedineachkeypunch
code between priorand current year. Anexample of criteriausedinthiscomparisonisas
follows: Any increase or decrease over 24%.

The report is printed in two parts. Part one shows all fund category amounts, by keypunch
code that meet the selected criteria. Part two reports the major subtotals that meet the
criteria. This report should be used to determine whether amounts reported are correct.

Any errors should be corrected. Provide written explanations for all line items. See Figure

46.

7 - Comparison of Prior Year vs Current Year - Details (All Fields; Table I}

118

em $GenersiFunds  ¢Spucial Fadoral Funds  SESSAFunds $Other Special Funds
550, Peral 54555 0 a 28524
sni01 o a o
az7asse o a 221850
669,902 0 0 54
o
7348 o a o
20508 o o 288148
e, o) ag0m 0 o °
Wi
4000 TOTAL | REVEWUES FROM LOCAL SDURCES s0z8s 714 o o 78253405

Showing 1f 38

7. LDOE wil review nesded.

hat mst the crite

# Dbt Service Funds

33380

]

565241

(]

16,236,118

ria This raport should bs used to datarmias whathar amounts

*Casital Project Funds  Total Funds

] 128568
870

asensie 10897908

1522426 2emarr

[ 7348

o son087

o 197088
a2

8772 151024 000

Figure 46-Comparison of Prior Year vs Current Year Details (All Fields; Table I)
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Step 10, AFR ComparisonsPart5

The section below are comparisons between prior year data and current year data. School
systems should review for accuracy. If there is an area that is not reported correct, a
correction should be made and AFR resubmitted. This report lists the major subtotals with
amounts increasing or decreasing over 24% from the prior year to the current year. Review
for errors and make any necessary corrections. Provide written comments for all line items
listed on this report. See Figure 47.

7A - Comparison of Prior Year vs Current Year - Details (All Fields; Table 11l & IV)

Comparisan #1 (k1)

“This repart shoult be ke 10 deterne whelher smounts
54000-BONDED DEBT 114,584,001 61,000,000 7892 667 167,601,334
67500-VESTED COMPENSATED ABSENCES 10394888 193613 [ 10588 502

15,586 180 100 16,666

77GD0-TOTAL FIDUCIARY FUNDS 18,588

By chaching thia box, you nttest that you have reviewnsd all information ami that the data provided s necurate

| coriuns |
Figure 47-Comparison of Prior Year vs Current Year - Details (All Fields; Table lll & IV)

The section below are comparisons between prior year data and current year data. School
systems should review for accuracy. If there is an area that is not reported correct, a
correction should be made and AFR resubmitted.

Figure 48 lists the major subtotals with amounts increasing or decreasing over 24% from
the prioryeartothecurrentyear. Review for errors and make any necessary corrections.
Provide written comments for all line items listed on this report.

8 - Comparison of Prior Year vs Current Year - Major Details
c 2B

T R FE—
By checking this bos. you attest that you hove reviewed all information ond that the dats provided is accurate
a

Figure 48-Comparison of Prior Year vs Current Year-Major Details
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ComparisonofPriorYearvsCurrentYear-MajorDetails(TablelV)

This report lists the major subtotals with amounts increasing or decreasing over 24% from
the prior year to the current year. Review for errors and make any necessary corrections.
Provide written comments for all line items listed on this report. See Figure 49.

8A - Comparison of Prior Year vs Current Year - Major Details (Table IV)
Gomp

Figure 49-Comparison of Prior Year vs Current Year-Major Details (Table IV)

Every Student Succeeds (ESSA) - Maintenance of Effort (MOE)

Annual Financial Report data is used to calculate each School System’s Maintenance of
Effort for the ESSA program. It is vital that all expenditures for this program are correctly
reported on the AFR. For Maintenance of Effort, the SEA must determine that either the
combined fiscal effort per student orthe aggregate expenditures of State and local funds
with respect to the provision of free public education in the School System for the
preceding fiscal year was not less than 90 percent of the combined fiscal effort per
student or the aggregate expenditures for the second preceding fiscal year. See Figure 50.

Note: Federal funds are reported in columns 5 and 6.

9 - Every Student Succeeds (ESSA) - Maintenance of Effort (MOE)
Result: PASSED

F. Total Expenditures from son-fadaral sources

you sttest and that the data

Figure 50-Every Student Succeeds (ESSA) - Maintenance of Effort (MOE)
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Step 11, AFR Verifications
Verification of Revenues and Expenditures

Verification of Payments: This report compares amounts recorded as disbursed to each
local school system by the Department to the amounts the school system reports as
revenue. If differences exist in a school system’s data, the Sponsor should either correct
their submission and re-upload the AFR or provide a detailed explanation and supporting
documentation. See Figure 51.

Verification of Revenues and Expenditures

A, Varitication of Revenuo

..........

Reported by LDOE Differance

nnnnnnnnnn

Reported by LDOE Ditference

Continve >
Figure 51-AFR Verifications

Step12,Special Reporting
Indirect Cost Data - Subaward Reporting (Action Required)

Subawards:

Defined by the OMB Uniform Guidance as:

“An award provided by a pass-through entity to a subrecipient for the subrecipient to carry out
part of a program for which the recipient received Federal support. It does not include
payments to a contractor or payments to an individual that is a beneficiary of a Federal
program. A subaward may be provided through any form of legal agreement, including an

Page400f43
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agreement that the pass-through entity considers a contract.”

Subawards are classified by the following five characteristics:

1.

o po

The subrecipient determines who is eligible to receive what Federal assistance;

The subrecipient has its performance measured in relation to whether objectives of a
Federal program were met;

The subrecipient has responsibility for programmatic decision making;

The subrecipient Is responsible for adherence to applicable Federal program
requirements specified in the Federal award;

The subrecipient , in accordance with its agreement, uses the Federal funds to carry
out a program for a public purpose specified in authorizing statute, , as opposed to
providing goods or services for the benefit of the pass-through entity.

Subawards (Subgrants/Subcontracts) amounts exceeding $25,000 are to be “excluded”
when calculating indirect cost rate. Also, this rate should only be applied to the first $25,000
of each subaward.

Subcontract: An award that establishes a vendor relationship to BUY specific deliverables
that assist the primary recipient in carrying out its activities under the grant.

Subgrant: An award given to another entity that is an extension of the prime grant award,
which assists the subrecipients’ activities and objectives.
Example of a subaward:

District #1 pays $500,000 to a neighboring LEA for an evaluation of District #1's
summer reading program for the students. This is a contract.
District #1 sub-awards the same amount to a neighboring LEA to conduct a summer
reading program for the neighbor’s students. This is a grant.

€ Back to AFR Verificadion

Figure 53-Subaward Reporting

Step13,0therReporting

Due to the Cash Management Improvement Act, there should be no fund balances in
columns 5 & 6. If there are balances in these columns, the School System should review the
AFR and make any necessary corrections. Written explanations must be provided if the
School System believes that the balance is correct. See Figure 54.
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BalancesatEndofYear

Other Reporting - Instructions
Roviow and varify sach tem o the AFR

R nd BR1951 1 BCcuracy by Checking s i e st Corractions 578 nesded, then resubmit, If thers i v BCEON REBoE, S1atG SUCh e 10 th tem,

1-Balances at End of Year (KPC 51196)
Resuit: PASSED

Figure 54-BalancesatEndof Year(KPC 51196)

General Fund Balance

The General Fund should have a balance greater than or equal to Zero. If balance is
negative, please enter an explanation below. See Figure 55.

2 -General Fund Balance
The General Fund should have o balance greater than or squal to Zer, 1 bokance is negtive, planse entee n explanstion bekau:

Balances (KPC 51196) -Column 4

Figure 55-General Fund Balance

Step 14, Attestation

By entering your information below, you are signing this request electronically. You certify
that you are authorized to submit this request on behalf of your School System or School.
Thisrequestiscompleteandaccuratetothebestofyourknowledge.

Business Manager Signature

Select, Submit and Review to navigate back to the Annual Financial Report Submission
HomePage.See Figure 56.

Attestation

==
Figure 56-Business Manager Signature

Annual Financial Report Submission Home Page

After all required information is submitted within each step, you will see a green
“Completed” badge on the AFR Submission Home page. If a section remains incomplete
there will be a yellow “Incomplete” badge. Once you have started a step, you can always
return to a previous section using the “Return to Previous” button or return to this Home
page by using the “Return to AFR Submission Home” button. See Figure 57 on the following
page.
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Annual Financial Report Submission
D) 040-Raicdes Parish (Schaol Systorn)

4 Rtunn (o AFR History

A

© Pags Holp. Ws o

pecsicad a way for you 10 ke
the AR Suib .

s
P by using the “Return to AFR Subr

al Financial Hopa
o118 & 5100

1 -Helpful Links

Information to assist with AFR submission

2 - AFR File Submission

Upload completed AFR fls

3 - AFR Edits

Reviews anelverify esch item i the Pst- Submission Autt Repart

4 - AFR Review Part 1

Riview ancl verity Zero aeul Nogative balancs records

5-AFR Review Part 2

Reaviaws the rapert and varlty the salary & benafit data

6 - AFR Comparisons Part 1

Riaes e wory the Ad Vakarenm {as sevenyes ond tax miaagss

7 - AFR Comparisons Part 2

Rviows e vority the Sees fax revenue and e rotes

8 - AFR Comparisons Part 3

Reviews e verity: Pricr yees Ending Balarce and Current Year Bognning Balance, Ciarent Yoar Enling
and Balance Shee Total Liabilties and Fund Batance

9 - AFR Comparisons Part 4

Raviaw ant vority Copital Axsats, Long Term Debt and Permanant Furds, and Prioe Year va Current Yoar Dutalls

10 - AFR Comparisons Part 5

11- AFR Verifications

Fesiem ol varity Rovonums and Weighted Expersditures

12 - Special Reporting

Enter sub-award information f aplicable

13 - Other Reporting

Bieview and verify end of yeat balances and general fund balsnces

14 - Attestation

Cartity youir subemiasion with an Authorizad usar's signatura

Fiestom an varity Prior Yaar vs Current Yaar - Major Dotails and Evary Studont Succands Act (ESSA] -Maintenanca o Effurt (MOE)

Shoe Total Assets

‘Submit AFR o LDOE

Figure 57-Annual Financial Report Submission Home Page

IconFunctions and Statuses

(Not Started, Returned, In Progress, Approved, with Exceptions, Submitted, Review Level 1,
Review Level 2, Not Submitted) Icons: Continue/Edit, View and Settings. See Figure 58.

Not Started

Review Level 2

Approved with Exceptions

Not Submitied n

B View
. Continue/Edit

Figure 58-Icon Functions and Statuses
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