SECTION 1: Accessing Web AFR
Show section 1 cover page.

“Hello and welcome to part 1 of the Louisiana Department of Education’s Web AFR Training. This section will take you through the simple process of accessing the AFR application on the Web. The first step is to launch an Internet Explorer browser session. While Web AFR may work on other browsers, like Mozilla and Firefox, it is only supported on Internet Explorer.”
Show mouse movement to the Internet Explorer icon, then double-click it. Show Louisiana DOE home page.

“In this example, the Louisiana DOE home page is the default start page. Your particular start page may differ; that has no impact on accessing Web AFR. Let’s discuss a few other settings, while we’re on the subject. First of all, Web AFR was programmed to be best viewed at a resolution of 1024 by 768 and a text size of smaller. Of course, you can use Web AFR at other resolutions and text sizes, but you may have to do more scrolling than a user with the optimal settings. To change text size, simply left-click View, and Text Size, then click Smaller.”
Show mouse movement to change text size, and set it to smaller.
“Check with your IT person to reset your screen resolution. We’ll discuss another important setting - allowing pop-ups – a bit later. Finally, you must have a recent version of Adobe Acrobat on your workstation. Now we’re ready to get into Web AFR. Go to the address line and enter the URL for the LEADS Portal, which is the access point for all of the Department’s Web applications. That URL is https://leads.doe.louisiana.gov/ptl/.”
Show keystrokes to enter the LEADS Portal URL.

“At this point, press ENTER and you will be presented with the connection message box. You will enter the user ID and password assigned to you by your Security Coordinator, and press the OKAY button.” 
Show entering a user ID and password. Show mouse movement to press OKAY.

“If there are six days or less left until your password expires, you will be presented with the PSynch page.”

Show PSynch page.

“Press CANCEL to move on, or press OKAY to change your password. If your user ID and password are accepted, you should be taken to the LEADS Portal.”

Show the LEADS Portal.

“You’ll probably want to add this address to your favorites to make accessing the Portal easier in the future…”

Show mouse movement to the Favorites drop-down.

“… or to add a shortcut icon to the Portal on your desktop.”

Show mouse movement to Annual Financial Report.

“Notice Annual Financial Report in the list of applications on the left. If the words Annual Financial Report appear in red italics, then you do not have security to get into AFR. You should attempt to resolve this issue with your security officer immediately. If Annual Financial Report appears in black bold, simply hover over it, and left-click your mouse. At this point, you should be taken to the home page for Web AFR.”

Show the Web AFR home page with announcements.

“Take special notice of any alerts in the announcements frame.”

Highlight the announcements frame.

“Based on your security settings, you have permission to do any functions from the buttons on the navigation bar with blue writing. You do not have permission to do anything from the buttons with gray writing.”

Highlight the blue and gray buttons.

“The Help button will present the AFR user guide in an Adobe pop-up. If pop-ups are blocked, you should always allow them from this site. Both the exit button and the LEADS logo will take you back to the LEADS Portal.”

Move mouse to the exit button, then to the LEADS logo.

“Closing your browser session will log you off from Web AFR.”

Move mouse to red X and close the browser session.

SECTION 2: Online updating 

Show Power Point slide for this section.

“Now that you are in Web AFR and all of your permissions have been correctly set, we’ll walk through the steps to enter data online, and to create a Formatted AFR Report.”

Show web AFR home page. Under APPTST20

“Under Web AFR, you are able to enter your accounting data directly into the system, and any errors can be shown immediately. Your data will be saved, as entered, even if errors exist. All LEAs and sites who wish to enter their AFR online rather than in batch, should have been placed in one of the security groups that allow online entry. If that was done properly, then the writing on the LEA Update button on the navigation bar should be blue. If the writing on that button is gray, then you are in the wrong security group. Contact your security coordinator immediately to have this changed. To get to the online AFR entry screen, hover over the LEA Update button until the sub-menu appears, then left-click the Update All Tables button.”

Show mouse path to Update All Tables sub-menu and press it.

“This is the screen used to enter accounting data directly into Web AFR. The school year will default to the current collection beginning year. The LEA or Site code dropdown should default to the LEA, site, or sites that you have permission to maintain. If it does not, please contact your security coordinator immediately. If you are assigned to a single LEA or site – like the user you’re looking at now – that single LEA or site will appear as the only entry in the LEA or Site dropdown, and the screen will be ready for you to begin entering your data.”

Show update screen under APPTST11

“However, if you can update AFR data for more than one entity, then you will have to select the entity – be it the LEA or an individual site – from the dropdown list, and then press Retrieve Data.”

Select 300002 and press Retrieve Data

“At this point, the screen is ready to accept data. If the collection period is closed or if Education Finance has frozen your LEA or site, a message would appear now informing you of this, and you would be prevented from entering or changing any data. The word CLOSED will also appear in front of any closed LEA or sites in your dropdown to help you avoid this situation. The five AFR tables are split into eleven tabs that correspond to account code ranges.”

Begin entering data.


“Now you may start entering your data. Web AFR allows you to enter your data in any order … by row, by column, or by table. As you’re entering data, you can use the tab key to jump to the next text box, and shift plus tab to navigate backwards. You may bypass rows that do not apply to your LEA or site by tabbing through them, or by entering zero. You are not required to enter something on every row. Most of the tables have too many items to fit on one screen … those will have a scroll bar. Tabbing will automatically scroll up and down.” 

Show mouse path to SAVE UNEDITED button.

“Notice the three buttons on the right of the screen. Pressing the SAVE UNEDITED button will cause your data to be saved to raw data tables that the Ed Finance auditors cannot see, without performing any time-consuming edits. To help avoid data loss, you should press SAVE UNEDITED frequently.”

Press SAVE UNEDITED

“A message verifying that the data has been saved into the raw data tables will appear. The EDIT AND SAVE button will filter your entries through our standard edits, will save all data to the same raw data tables that the SAVE UNEDITED button updates, and will also save all error-free data to the tables that are visible to the Ed Finance auditing staff. You will want to press EDIT AND SAVE after you’ve entered all of your data. For the sake of this training video, we’ll introduce errors and press EDIT AND SAVE now to show you its functionality.”

Jump to tab IV and enter non-numeric and totals errors, and press EDIT AND SAVE

“Hard errors will appear in red in the message frame, and the row containing the keypunch code associated with that error will be marked with a red H. The system cannot save data with hard errors. Currently, the only hard errors involve non-numeric data.” 
“Soft error messages appear in green in the message frame and the row containing the keypunch code associated with that error message will be marked with a green S to the left of the Keypunch Code. The system will save data that has soft errors. While the message frame is scrollable, it can be difficult to follow a long list of errors in such a small window. A more comfortable view is possible with the SHOW ERRORS IN POPUP button.”

Press SHOW ERRORS IN POPUP

“This popup can be printed via the PRINT icon, which can be handy when working a long list of errors, or if you need to take a listing of the errors to a colleague for resolution. The popup is also scrollable if more errors exist than can fit on one popup. It can also be resized, which can help with readability. To close the popup, simply press the CLOSE link. Note that the SHOW ERRORS IN POPUP button is always disabled until you press EDIT AND SAVE.”

Press the CLOSE link

“Because non-numeric data compromises our totaling logic, you will not be allowed to leave a page with non-numeric data errors. Furthermore, no data – not even data that is free of errors – will be saved until the non-numeric data is cleared. Once those are repaired, the table tabs will be available again.”

Fix non-numeric data and press EDIT AND SAVE

“It was mentioned earlier that pressing SAVE UNEDITED doesn’t apply any edits to the data that you entered. Well, that’s not quite true. Now that you know the havoc that non-numeric data can play, you will understand why the check for non-numeric data happens even when you press SAVE UNEDITED.”

Show non-numeric error in frame when pressing SAVE UNEDITED

Clear the non-numeric error

“Entering a keypunch code in the text box to the right of the jump to keypunch code button and pressing that button will take you to the table group containing the code you entered.”

Show jumping to another KPC. 

“As mentioned earlier, the tabs are grouped by account code, not keypunch code. Note that keeping the account codes consecutive results in a jump in keypunch codes going from Revenue Totals to the start of Other Financing Sources.”

Migrate to KPC 0014400. Highlight jump in KPC and consecutive Account Codes. 

“Please be aware of this when entering your data.  Also note that jumping to a different table tab is the same as pressing SAVE UNEDITED.”

Jump back to the first tab.

“Also note that the system automatically totals all revenues, expenditures, and balances rows. In the past, you were required to enter these totals yourself, and the system would compare your entry to the calculated total, and would flag any discrepancies as an error. Since this edit has been removed, you should scan the generated totals for correctness, either on this screen, or on the Formatted AFR Report.”

Show mouse path to LEA inquiry.

“You may inquire on your data from any school year using the Inquire All Tables button.”

Press it and show Inquiry screen for single LEA/site user.

“The Retrieve Data button on the Inquiry screen works the same as it does on the Update screen. If you are assigned to a single LEA or site, then the data will appear immediately.”

Show Inquiry screen for multiple LEA/site user.

“However, if you are assigned to more than one entity, you will have to select that LEA or site from the dropdown, and then press the Retrieve Data button.”

Select 300002 and press Retrieve Data.

“The message box will only inform you of any empty tables. It will not reflect the same errors on the update screen. The jump to keypunch feature works the same as it does on the update screen.”

Work the jump to KPC. 

“Should thirty minutes pass without a key being pressed, you will time out and this screen will appear.”

Show the timeout screen.

“Simply press the continue button to be returned to the home page.”

 Section 3: On-demand Reporting
Show cover page for Section 3.

“To receive an up-to-date Formatted AFR Report from the mainframe, you had to either ask DOE to run one for you, and then wait for the report to arrive in an e-mail, or you had to send a new batch file and wait for the transmission to process. In Web AFR, you will have the ability to create an up-to-date copy of the Formatted AFR Report yourself. This feature – known as on-demand reporting – is one of the most powerful tools of Web AFR. The Formatted AFR Report is not automatically printed as part of a file upload under the Web version of AFR.”

Show AFR home page.

“To create a current Formatted AFR Report, simply hover over the reports button, and left click AFR630 from the sub menu.”

Click afr630 and show the request page.

“As you can see, there are three parameters to this report. The first parameter is the school year, or beginning school session year, and is the only parameter that you can change. The second parameter is the LEA code assigned to you in your security permissions. Please contact your security coordinator immediately if an LEA other than yours appears. The final parameter is the table code, which defaults to all, and cannot be changed.”

Show mouse path to submit button.

“Once the parameters are set, simply click the SUBMIT button at the bottom of the screen. The report will be built and will appear in an Adobe pop-up.”  

Make popup full screen.

“The report accurately reflects all changes from all transmissions, even one that just completed. Just as with the error report, you may save the AFR630, print it, or close it and review it again later. It is not possible to recreate ‘old’ AFR630 reports from Web AFR.”

Show DOE logo on power point.

“This concludes our Web AFR training. Thank you for taking the time to view this course. We appreciate any feedback that you might have on either the training or on Web AFR itself. Have a great day!”
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