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USER GUIDE TO THE CROSSWALK SOFTWARE

SYSTEM REQUIREMENTS - WINDOWS 95 OR BETTER
Note: Windows2000, WindowsNT, or XP Operating Systems Require
Administrative Rights

KNOW YOUR FILES

Write down the name and path where your files are stored.

The layout of all files must be in columns in the following order: Fund,
Function, Object, and Dollar Amount.

There should be 2 separate files, one for revenues and one for
expenditures.

Your files can be called anything you wish as long as you can distinguish
between your revenue file and your expenditure file.

Text files require record layout locations, so you will need to know the
beginning location of each column and column length in characters for
both the revenue and expenditure files.

GENERAL

It is not always necessary for all crosswalk (Xwalk) users to download and
install a full version of the crosswalk software. This is normally only
necessary when there are vast updates or completely new processes
developed for the crosswalk software. This does not happen every year.
Current crosswalk users can usually use a short cut method to setup and
begin processing their NPEFS data. (Refer to the “Short-Cut Method”
section below for step-by-step instructions.)

A Highlights page is develop each year, when applicable, that list new
features and enhancements for the new processing year. We strive to
continually produce a better software product each year to make the NPEFS
crosswalk software one of the leading choices available to produce the
NPEFS report.
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Features Introduced in FYO2

Duplicate record entry eliminated for fund/function/object
introduced. Provides up to 10 warnings of record duplication and
then suggests that the entire file is probably a duplicate and forces
the user to reevaluate the dataset.

Single records delete option. This feature allows for easy deletion
of one or several data records without having deleting the entire
revenue or expenditure data set.

Full feature search mechanism. This feature allows for the filtering
of funds, functions, and objects to aid in identifying individual or
group records and their corresponding dollar values.

Features Introduced in FYO3

An additional report was added to the software that holds all
duplicate data records that have the same fund, function, and object.
With the inclusion of this report you will be able to evaluate those
records for possible adjustment and inclusion into the dataset. (The
possibility does exist for a state to have the same
fund/function/object record with a different dollar amount.)

A frequently asked question section has been added to this manual for
FYO03. This is an increasingly popular method of finding answers to
commonly asked questions. It is a very beneficial method to problem
solving and we are confident this will prove to eliminate many e-mails
and calls for help.

Understanding the allocation process is another section that we have
added to this manual for FYO3. More and more respondents are
asking more and more questions on how data distributions are setup
and activated. It is a process that requires multiple tables to produce
the desired result. This section delves into each table’s structure and
explains its layout and usefulness to achieve the distributed dollars to
more than one category, function and/or object.
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The Allocation Prep Program was developed to safeguard against
errors in setting up allocation tables. It includes descriptive error
message boxes for help in error solution, as well as, status boxes to
remind you of errors or to ensure you that allocations ran without
incident.

SET-UP PROCEDURES FOR CURRENT CROSSWALK
USERS
Short-Cut Method

Create a new directory within “c:\Program Files” using the standard
naming convention. (Example: xwalk98_ FYxx - replacing xx with the
correct fiscal year 03, 04, 05 etc.)

Download the latest executable file (.exe) and related program file
(.mdb) from the NPEFS website to the target directory. The location
of these files will be clearly marked within the Crosswalk section of
the main NPEFS website page.

Download the latest state data from the NPEFS website. The
location of the state data will be clearly marked (a drop down menu
marked “State Data Files”) within the Crosswalk section of the main
NPEFSS website page. If your state’s state data is not available the
database will not be found.

Once these three procedures are complete, processing may begin.

New crosswalk respondents or current respondents not running the previous
version of the crosswalk software must do the complete installation of the
crosswalk software. The process is quick and setup is automatic. The only
draw back is that you must have “administrative rights” to complete a
successful installation of the software with all windows versions except
Windows95 and 98. The installation file is also located within the crosswalk
section in the main NPEFS website page. Detailed instructions are also
available for your convenience.
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The downloadable crosswalk software setup executable and state data files
can be obtained from the NPEFS Website @
http://www.census.gov/govs/www/npefs.html.

Below are the instructions and procedures for preparation of FY03
processing.

SET-UP PROCEDURES FOR NEW CROSSWALK USERS

DOWNLOAD THE CROSSWALK (XWalk) SOFTWARE

Listed below are detailed steps to access the Census Bureau Governments
Division NPEFS Website to download the crosswalk software and your state-
specific translation table (referred to as “State Data”).

Open your Internet browser (Netscape, Microsoft Internet Explorer)
to access the Governments Division home page. In the address area
of your toolbar type:

www.census.gov/govs/www/npefs.html

You are now in the Census Bureau's NPEFS Website. Scroll down the page
until you reach the Crosswalk section. Look for the installation file called,
“Xwalkinstall.exe.”

1) Create a directory in c:\program Tfiles\ called, “xwalk98_ FY02.”
This will be your target directory.

2) Download the software installation file “Xwalkinstall.exe” into the target
directory.

a) Select the software installation file link.

b) A file download box will appear with “Save this program to
disk” selected by default. Select the OK button.
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c) A save as box will appear. Make sure the file you are
downloading will be saved in the c:\Program Files\xwalk
98 FYO02 directory and then select the Save button.

DOWNLOAD AND EXTRACT YOUR STATE DATA FILE

Note: This process is for ALL Crosswalk Users. If you have downloaded the XWalk98
software and installed it, then the directory the software uses has already been
created - c:\Program Files\xwalk98 FY02. If you start with this download before the
installation download you must create this directory.

Follow the “State Data” link for your state specific data file.

1) From the State Data Files drop down list, select your state (only
updated State Crosswalks appear in the dropdown menu).

2) A file download box will appear with “Save this program to disk”
selected by Default. Select the OK button.

3) A save as box will appear. Make sure the file you are
downloading will be saved in c:\Program Files\xwalk98_ FY02
directory and then select the Save button.

The “State Data” is downloaded into the target directory as a zipped
application file within the executable file. The zipped application file will be
named STO2zip.exe where “ST” is your 2 digit state abbreviation and the 02
indicate the year.

To automatically extract the state data file:

1. From Windows Explorer select the c:\Program Files\xwalk98_ FY02
directory.

2. Double click on the application file STO2zip.exe.

3. The State data file, ST_xwalk98.mdb, will automatically self-extract.

This completes the installation of the State Data portion of the Crosswalk
Software.
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Install the Xwalk98 Software (ALL Users)

IT your computer is running WindowsNT, Windows2000 or WindowsXP, the
installer MUST have administrative rights. If you do not have
administrative rights, have the Crosswalk software installed by your
technical support staff. IMPORTANT - Close all other applications before
attempting to do the following:

To automatically extract the files needed to install the software:

1. From Windows Explorer select the c:\Program Files\xwalk98_ FY02
directory.

2. Double click on the application file Xwalkinstall.exe.
A window will appear with the following message:

You are about to decompress and install the XWalk98 software.
Please refer to the “Installation Instructions” for more
information.

3. Select the Setup button. The Setup application will start to copy the
files.

You may or may not get a system message stating: [if you do not
get this message skip to item #11]”

Setup cannot continue because some system files are out of date
on your system. Click ok if you would like setup to update these
files for you now. You will need to restart Windows before you can
run setup again. Click cancel to exit setup without updating system
files.

4. Select the OK button.
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5. Setup may or may not ask you the following question:

Do you want to restart Windows now? 1T you choose *No* you will not
be able to run setup again until after the system is rebooted at a later
time.

6. Choose Yes.

7. Your system will automatically reboot at this time.

8. After the system has successfully rebooted, return to the
c:\Program Files\xwalk98 FYO02 directory.

9. Double click on the application file Xwalkinstall.exe.
A windows box will appear with the following message:

You are about to decompress and install the Xwalk98 software.
Please refer to the “Installation Instructions” for more
information.

10. Select the Setup button. Again setup will start copying files, this
time successftully.

11. The following message will appear: “Setup cannot continue unless all
your applications are closed.”

12. Choose OK to continue Setup.

13. By default Xwalk98 Setup will install the software in c:\Program
Files\xwalk98_ FYO02.
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14. Click on the computer button to install the Xwalk98 software.
Xwalk98 - choose program group screen will appear. Click the
Continue button

15. “Installing Data Access Components” box will appear and it will
automatically install Microsoft Data Access Components 2.1.

16. You may or may not get one or more Version Conflict boxes stating:

A file being copied is older than the file currently on your system.
It is recommended that you keep your existing file..,etc.
Do you want to keep this file?

ALWAYS respond, “YES” to this question.

17. Eventually you will get a message that Xwalk98 setup is complete.

This completes the installation process for the Xwalk98 software.

Double click on the “Xwalk98.exe” within the target directory and begin.
You may also select the software from the START button on the Windows
task bar.

LOAD YOUR DATA

All four-load data options have been upgraded to safeguard against entering
duplicate data records. The following example shows the “Load Warning” for
duplicate data in an Excel spreadsheet. Similar load warnings are provided
for the other three load options. The only difference between the various
load-warning boxes will be, of course, the corresponding data type (i.e., text,
database, single record load).

Excel Spreadsheet Load Wa_rnfi%_,j:'

7 & record in the Excel spreadsheet you are loading already exists.
. It weill not be loaded. Please make note of the record details:

Record #: 1 Fund: 10 Function: 1111 Object: 110

8]
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Caution: 1T you are loading a file and duplicate records are found, you will be
shown a warning box on the 10™ duplicate record suggesting the entire file
maybe duplicated. By clicking “ok” after the 10" record you will be exited
from the loading process and returned to the main software screen. If the
entire file is not a duplicate, remember all records that were not duplicates
were loaded before reaching the 10" record warning box. Refer to the
report “Load Duplicates” for a complete log of all duplicate records.

- Xwalk 98 - Expenditures
File- Edit Search Reports Translate Help

e

Access Table Load Warning

& This is the 10th duplicate record found in the Access table you are loading.

You will be exited from the load process to review your Access table,

[]4

Begin Loading:

Open the Xwalk98 program by double clicking on the application file
Xwalk98.exe (with the tiger paw icon) in the c:\Program Files\xwalk
98 FYO02 directory or from the “Start” button on the Windows task bar.

It does not matter whether you load revenues or expenditures first.

1. Within the program, choose File from the main menu bar (the bar under
the title “Xwalk98.”)

2. From the drop-down menu choose Toggle Rev/Exp. Each time you click
on this, the title toggles back and forth between revenues (Fig. 1) and
expenditures (Fig. 2). Notice the title bar changes from “Xwalk98
Revenues” to “Xwalk98 Expenditures” (focus on the very top border).
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Figure 1

“ixXwalk 98 - Revenues

File Edit Search Reports Translate Help
Toggle Rev/Exp

Enter State Data format
Load Data

Exit

Figure 2

Xwalk 98 - Expenditures

File Edit Search Reports Translate Help
Toggle Rev/Exp

Enter State Data format
Load Data

Exit

3. It you are loading a text file, choose File; Enter your State Data
Format from the drop-down (Figure 3).

I you are loading from a Microsoft Access database or a Microsoft
Excel spreadsheet, skip to Figures 7 or 8.
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Figure 3

“i¥walk 98 - Revenues

File Edit Search Reports Translate Help
Toggle Rev/Exp

Enter State Data format
Load Data

Exit

Note: Text files are the only files that require record layout locations.
IT you try loading a text file without completing the record layout
locations, you will be prompted by this statement, “Please complete the
State Data Format for Revenues before Loading Data.” 1f you were
loading expenditure data, the statement would say the same except
reference would be made to expenditures rather than revenues.

Figure 3A

i Xwalk 98 - Expenditures

File Edit Search Reports Translate Help

XWalk 98

Pleaze complete the State Data Format for Expenditures before Loading Data

4. Fill in each item (Fig. 4) according to your record layout. Enter the
beginning column and its length. Tab between entries. This
procedure is done for both the Revenues and Expenditures. Toggle
(“File” menu) to change between Revenues and Expenditures.

14
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Note: There are two areas that indicate what type of data you are
entering--the title bar and the record layout window. There should
be no confusion as to where you are in the process.

Figure 4

+ Xwalk 98 - Expenditures
File Edit Search PReports Translate Help

Enter State Data Format

Fil=
Expenditures

Beginning Column Length

State Fund: I
State Funchan: I

State Object: I

Drallars: I

5. Within the record layout window click on File in the upper left corner.
Click on Exit to leave the record layout window.

6. To load your data choose File from the main menu bar. From the drop
down menu, choose Load Data. The following window appears (Fig. 5):
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Figure 5

Text File Example

" Xwalk 98 - Expenditures
File. Edit Search Reports Translate Help

‘! Load The Data

Select Type of Load:

(® Text File

) Microsoft Access Table

) Microzoft Excel 5 preadzhest

) Single Fecord Load

CE.

7. You will have four choices to load your data—
A) Text File
B) Microsoft Access Table (*.mdb)

C) Microsoft Excel Spreadsheet (*.xIs)

D) Single Record Load

As in Figure 5, if your file is a text file, click OK. Otherwise, select your
file type by clicking the appropriate option. Then click OK.
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The following window (Figure 6) appears:

Figure 6

Text File Example

gk

' Xwalk 98 - Revenues
File Edit Search Reports Translate Help

XWalk 98

Enter File Criteria: It_m

Select Data File: IQ c: j

[ ]es)
| 3 Program Files
. & xwalkd8_Fy9]

8. Beside the title “Enter File Criteria” *.txt appears. (if your text file
has another extension change it in this box). This indicates you chose
to load a text file. Directly under *.txt is a letter denoting your hard
drive (defaults to c:\). Access the drive where you saved and set up
the Crosswalk program and your state specific file(s)—this probably
will be c:\. Below the drive selection is the area that will show the
directory paths indicating where you saved the program and your files.
Figure 6 illustrates that our files are saved in c:\Program
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Files\xwalk98 FY02. The “Select Data File” window will show all files
with the extension showing in the “Enter File Criteria” window (here,
*.xlIs). Figure 6 shows that no text files exist in the c:\Program

Files\xwalk98_FYO02 directory.

Figure 7 (below) illustrates what Excel spreadsheet files reside in our
c:\Program Files\xwalk98 FYO02 directory because “*.xIs” shows in the

“Enter File Criteria” window.

Figure 7

Excel Spreadsheet Example

o @3
. Xwalk 98 - Revenues =1
File Edit Search FReports Translate Help

XWalk 98

Enter File Criteria: I*_;,ds

Select Data File: _ Ig c: j

S [
| 5 Program Files
- & xwalk98_FY0;

Highlight the name of the file you wish to load from the listing of filesin
the “Select Data File” window. Click OK. The following table appears:
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Figure 7A

R L il L TT T

i Xwalk 98 - Expenditures
File Edit Search Reports Translate Help

Mwalk 98

Enter ‘worksheet Mame;

Cancel

The program defaults to Sheetl. Refer to the Excel Spreadsheet
(Figure 7B) example below. This will show you why the default is Sheetl
(focus on the tabs at the bottom the spreadsheet.) You will need to
change the worksheet name in the XWalk98 box (Figure 7A) if the data
you wish to load is not on Sheetl.

Figure 7B

2 Microsoft Excel

” File Edit Miew Insert Format Tools Daka  Window He

DEEHERY BRI - o
‘Fl.rial * 10 v|BIg|§
AL B =

A B c
i
[ |

Lo

22
44|k Sheetl eet? £ Sheetd JF
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Figure 8 (below) illustrates what Access database files reside in our
c:\Program Files\xwalk98 FYO02 directory because “*.mdb” shows in the

“Enter File Criteria” window.

Microsoft Database Example

Figure 8

" Xwallk 98 - Revenues
File Edit Search Reports Translate Help

XWalk 98

Enter File Criteria: I".mdb
Select Data File: IQ c d
ST_xwalk98.mdb

3cA

| =5 Program Files
- xwalkdd_Fy'9;

Highlight the name of the file you wish to load from the listing of
files in the “Select Data File” window. Click OK. Figure 9 shows an
example of loading a table from an Access database file. Click on the
down arrow in the window (Fig. 9). A drop-down menu displays all
tables in the database file. Choose the table with your state data to

load and click OK.
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Figure 9

~ Xwalk 98 - Expenditures

File Edit Search Reports Translate Help

Select Table

10. After loading your expenditure data and your revenue data, a dialog
box confirms each load by displaying “Revenue Load Complete” or
“Expenditure Load Complete” (Figure 10).

Figure 10

i Xwalk 98 - Revenues

File Edit Search Reports Translate Help

¥walk 98 [ ¢}

Revenue Load Complete
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Note: You have the option to load data more than once. This is a very
convenient option if your data are located in more than one directory and/or
file. As long as the data are in the expected format (fund, function, object,
amount) you can continue to load state data files until all files from all
sources are loaded. Example: You have your state revenue data files
located into more than one file. You can append the files by selecting Load
Data from File in the main menu bar (toggle between Rev/Exp from the drop
down menu within File). If you are loading revenue data, load that data. A
dialog box appears stating, “Revenue Load Complete” (see Figure 10 above).
Again, choose Load Data. A dialog box will appear stating, “State Revenue
Data Already Loaded - Do you want to load additional items?” Choose Yes.
The data will be appended to the data already loaded.

Figure 11

ixwallk 98 - Revenues

File Edit Search Reports Translate Help

¥Walk 98

State Bewvenue Data Already Loaded - Do pou want to load additional items’?

11. Figure 1la (below) illustrates the “Single Record Load” feature.

This option is ideal for those single records that you wish to load without
having to append the records to an existing data file. For example, you
may want to use this feature for Title I and V data entries. Enter the
data in the proper format of fund, function, object and dollar amount by
tabbing through the entries. Note that comma’s are automatically
entered in the dollar field once you press the enter key. Click the “Save”
button when you are finished.
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IMPORTANT

Please be cognizant of the type of data items you are loading (see figure 11b
below). It isimportant to note that it is possible to load an expenditure
record within a revenue table and vice-versa if you are not paying close
attention to the top line of the software indicating Revenues or
Expenditures.

Figure 1la

Xwalk 98 - Expenditures
File Edit Search Reports Translate Help

Single Record Load - Expenditures

State Fund Code

State Function Code :

State Object Code

Amount [$]

After the “Save” button is pressed a dialog box appears that states which
data type has been loaded successfully. It will say either, “Revenue Record
Load Complete” or “Expenditure Record Load Complete.”
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Figure 11b

' Xwalk 98 - Expenditures
File Edit Search ramslate Help

Single Record Load - Expenditures

State Fund Code

State Function Code :

State Object Code

Amount [$] 3 25,888,709

xwalk98_FY02 X

record Load Complete

[8]4

The load feature closes after you click “OK” acknowledging the
“Expenditure/Revenue Record Load Complete.” You will not be prompted to
load another single record. You must go through the process of selecting
File, Load Data, and Single Entry Record Load after each record is
loaded.
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Translate

This is the 5% item on the main menu bar. “Translate” refers to a procedure
which converts state codes (fund, function, and object) into codes that
correspond to cells on the National Public Education Financial Survey
(NPEFS) form and adhere to the 1990 Handbook, Revised (H2R2) standards.
“Translate” is the only option in this menu. The amount of time it takes to
translate the state data to H2R2 codes varies according to how many
records there are to be translated. If allocations are required it will take
longer. During the translation process, there will be a flashing indicator
(varying in color) showing which part of the process is taking place:
TRANSLATING REVENUES, TRANSLATING EXPENDITURES, or
ALLOCATING EXPENDITURES. The process first translates revenues,
then expenditures, and finally allocates revenues and/or expenditures if
allocations are needed.

Figure 12 Figure 13

 Xwalk 98 - Expenditures

File Edit Search FReports Translate Help

* Xwalk 98 - Expenditures
File Edit Search Reports Translate Help

Translating Expenditures

Figure 14

- Xwalk 98 - Expenditures

File Edit Search Reports Translate Help

Allocating Expenditures
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Note: If you need to rerun the translation, just select “Translate” again.
Each translation will override the previous translation.

Allocations

An allocation is distributing one single state data item among multiple H2R2
functions and objects.

Allocations are often necessary because many states have categories that
are combined. A good example of combined data would be money for
employee benefits. Often states are not able to report this data by
category (instruction, support services, food, etc.) because they only have
one lump sum amount. An allocation could be set up to distribute these
monies.

Learn more about the Allocation process in the section called, Understanding
the Allocation Process.

IT your state has no allocations, the only flashing indicators will be
“Translating Revenues” and “Translating Expenditures.”

To “Translate” your data, follow these procedures:

1. Select “Translate” from the main menu bar and also from the drop-down
menu.

Figure 16

- Xwalk 98 - Expenditures

File Edit Search Reports | Translate Help
Translate Data
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2. Click yes to the dialog box that appears, asking, “Are you sure you want
to translate state data?”

Figure 17

. Xwalk 98 - Expenditures
File- Edit Search Reports Translate Help

XWalk 98 ] x|

Are you sure you want to Translate State data?

fes e [ |

3. Enter your ADA (Average Daily Attendance) as defined by State law or
NCES, whichever one pertains to your state.

Figure 18

“ Xwalk 98 - Expenditures
File Edit Search Reports Translate Help

Enter Average Daily Attendace

Fil=

I Enter Average Daily Attendance

|.-“-‘-.D.i‘-. az defined by State Law

|le£-‘« &z defined by NCES




XWalk98 User Manual 28

4. “Translation” begins. When complete, one of the following dialog boxes
appears.

Figure 19 Figure 20

~ Xwalk 98 - Expenditures ~ Xwalk 98 - Expenditures

File Edit Search Reports Translate Help File Edit Search Reports Translate Help

Xwalk 98 [ <] Xwalk 98

Translation Complete - Ma Unmatched data Records Translation Complete - 68 Records were Unmatched

Data troubleshooting may be required if you have unmatched records. To
view the errors, choose Reports from the main menu bar, and select Errors.
The errors could be just revenues, just expenditures, or a combination of
both. You may have to toggle between revenues and expenditures to locate
the errors. For more detail refer to the “Reports” section of the manual,
Figure 26.

Edit State Data

Editing your state data will delete the entire revenue or expenditure data
set or delete individual data records (see Figure 20 below).

1. Choose File from the main menu bar.

2. From the drop-down menu, choose Toggle Rev/Exp (Figure 1 or
2).

3. From the main menu bar choose Edit (Figure 20 below).
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Figure 20

~ Xwalk 98 - Expenditures
File | Edit Search Reports Translate Help

Delete State Data
Delete Single Recard

Delete State Data

You may want to delete your state data from the software. Maybe you are
testing your input file and you have loaded your state data into the software
program, and for whatever reason, you now want to remove it. The software
removes the data as quickly as you loaded it. Be aware, however, you can
only delete the entire data set for the data set type indicated along the
very top of the Crosswalk software. If it says “Revenues” (Figure 22 below)
then all of the revenue records will be deleted.

From the main menu bar choose Edit (along the main menu bar, second from
the left). From the drop-down menu in “Edit,” there are two choices:
Delete State Data and Delete Single Record (see Fig. 20 above). Choose
Delete State Data. The following warning screen appears (Fig. 22):
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Figure 22

“iXwalk 98 - Revenues

File Edit Search Repartz Translate Help

XWalk 98 5]

Are you sure pou want to delete all Revenue data?

Click YES and your “State Revenue Data” will be deleted from the software.
Click No to retain the data as you loaded it. Note: The same procedure
applies for the expenditure data. 1T you want to delete the “State
Expenditure Data,” the warning would say, “Are you sure you want to delete
all Expenditure Data?” Just respond accordingly...yes or no.

IT you have already deleted the revenue data, and you tried to delete it
again, the following screen appears:

Figure 22a

“ixwalk 98 - Revenues

File Edit Search Reports Translate Help

¥Walk 98 [ <]

Mo Revenues D ata to Delete!
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Note: A corresponding statement would appear if you were deleting
expenditures.

Delete Single Record

IT at anytime you wish to delete a single record, select Edit from the main
menu bar and select Delete Single Record from the dropdown menu. The
example below prompts you for the fund, function, and object of the record
you wish to delete. Enter the appropriate information and click the Delete
button at the bottom of the Single Record Delete box. If you wish to exit
this selection, choose File, Exit from the upper left corner of the Single
Record Delete box.

Figure 23b

" Xwalk 98 - Expenditures
File Edit Search PReports Translate Help

Single Record Delete - Expenditures

State Fund
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Single Record Delete Error

IT any part of the record information entered is incorrect (including one or
more blank fields) and you press the “Delete” button you will receive a
warning box (see Figure 23c) stating, “Nothing To Delete!'!! No record found
matching the Fund, Function, and Object you specified.” Select OK and you
will be taken back to the Delete Single Record option box to re-enter the
appropriate information.

Figure 23c
Single Record Delete Error X|
& MNothing To Delete!!!

Mo record found matching the Fund, Function, and Object you specified!

Ok

Single Record Delete Confirmation

IT all the record information is entered correctly and you press the Delete
button you are presented with a Single Record Delete Confirmation box
stating, “Are you sure you want to delete the following Revenue/
Expenditure record?” Below the warning are the specifics of that data
report (Fund, Function, Object, and Amount). Choose “Yes” or “No”
accordingly.

Figure 23d
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Are you sure you want to delete the following Expenditure record?

Single Record Delete Confirmal

Fund: 10 Function: 1111 Object: 110 Amount: 116946395.68

Yes Mo
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IT you choose “Yes” the record is deleted and you are given confirmation
that the record was deleted. Depending on the data type (revenue or
expenditure) you will receive a corresponding confirmation statement.

Figure23e

Single Record Delete x|

& Expenditure Record Has Been Delseted

[0]4

IT you choose “No0” you are taken back to the “Single Record Delete” box.
You can then either enter data information for a new record or exit by
choosing File, Exit from the upper left corner of the box.

Search

The search feature is located on the main menu bar. The complete search
feature is available to filter through funds, functions, and objects to help
you identify individual or group records and their corresponding dollar values
(see Figure 23b below). You can view and print the entire loaded data set
by selecting State Data from the Reports menu.

Figure 23a

“¥walk 98 - Revenues

File Edit | Search FReports Translate Help
State Data
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Here in Figure 23b we have the Search mechanism that displays the
entire Revenue data set. Notice that the data type shown in the top line
above the main menu bar is “Revenues”. This is also shown in the top line
of the “Search” box itself. Likewise if the data type were Expenditures”
these same areas would indicate that data type.

The default setting for each fund, function, and object is “Every Record.”
Each of the dropdown menus provides the opportunity to view all of the
records within that selection. For this example, we have only 2 revenue
records as referenced at the bottom left corner of the Search box.
Move through each page or the beginning and end of the entire data set
using of the data control arrows located in the bottom center of the
“Search” box. You can exit the Search feature by pressing the “Exit”
button at the bottom right corner of the Search box or by pressing the
X in the upper right hand corner of the “Search” box.

Figure 23b

' Xwalk 98 - Revenues
File: Edit Search FReports Translale Help

' State Data Search - Revenues =10 x|

Fund | Function IEver_l,l Recaord vI Object IEver_l,l Recaord vI

FURCTION OBJECT | AMOLMT
1254 255 $1.258.021

3216 055 $12.583,563

Records Found: 2
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REPORTS

The Crosswalk software contains 11 reports to help you review your data.
They are:

State Data

Load Duplicates
Errors

Translation Table
Prior Yr./Current Yr.
Data Exclusions

State to H2R2 Link
Certification

. NPEFS Revenues

10. NPEFS Expenditures I
11. NPEFS Expenditures 11

© N OALONFE

Viewing of the reports before and after translating your state data.
You can view the “State Data” report before translating the data because
this is a report of your loaded state data. Your translation table is always
available. You can also view your prior year data before translating by
opening the Prior Yr/Current Yr. report. 1T you open reports 9, 10 or 11
before translating your data, they will show all zeros in the amount column.

Generally revenue reports are displayed separately from expenditure
reports. Look at the title bar before choosing a report to view. If it reads
“XWalk98 - Revenues” the software is set to read the revenue reports. If
you want to view expenditure reports, click on File in the main menu bar and
then click on Toggle Rev/Exp to toggle to expenditures. “Prior Yr/Current
Yr" and the "Data Exclusions” reports do not change by data type. They are
presented as one complete report. Both of these reports list revenues first,
then expenditures. You can go directly to these reports without having to
toggle between revenues and expenditures. To exit any of the reports,
click on the X in the upper right corner of the report window or click on the
paw icon in the upper left corner of the report window and then click on
Close.
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You can export any of these reports: State Data, Errors, Data Exclusions,
Translation File, Prior Yr/Current Yr, State to H2R2 Link. You can also
print all NPEFS reports. The NPEFS Certification, NPEFS Revenues, NPEFS
Expenditures 1, and NPEFS Expenditures Il reports can only be printed one
page at a time. A print button icon is on each page of the report. Simply
click the icon.

Figure 24

2 Xwalk 98 - Expenditures

File Edit Search | Beports Translate  Help
State Data
Load Duplicates

Errors

D ata Excluzions

Tranzlation T able

Prior 'r/Current '

State to H2RZ Link

MFEFS Certification
HFEFS Revenues
HPEFS Expenditures |
HFEFS Espenditures Il

1. State Data

The “State Data” report displays your state data by state account codes
(Figure 25).
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Figure 25

gg‘l Zoom [100% -]

State Data

ExpRew: State Fund: State Funct: State Ohj: Amount:

Pages: HI{ |1 ﬂﬂl /|

2. Load Duplicates

The “Load Duplicates” report displays a log of duplicate load records.
Refer to figure 25a below to view a sample display of duplicate records.
We have provided the normal information to identify the duplicate
record, such as: data type (revenue or expenditure), fund, function,
object and dollar amount. Additionally displayed is the date and time of
the load attempt along with the file name and whether it's a table or
spreadsheet. This more complete information will help you identify
multiply duplicate data entries of the same file name. You will be able to
track the duplicate entries by viewing the date and time.
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Figure 25a

g;l Zoom  (Jl

Log of Duplicate Load Records

RewExp State Fund  State Function  State Object Amount Load Attempt File Hame Table/Sheet
E 1 1010 4 $1,111.00 1122089 12:00 &AM nyloadtestl.mdb STOATALOADE:
3. Errors

The “Errors” report displays one of two messages after the translation and
allocation processes: a list of Unmatched Data Records (Figure 26) or a
dialog box stating “No Error Data to View” (Figure 27). Unmatched Data
Records are records in the state data table for which there is no matching
translation records.

The translation table is the heart of the Crosswalk process. Keeping the
translation table up-to-date is very important. Annual maintenance of this
table will keep the translation process clean of errors. The maintenance can
be preformed either by the State coordinator or by NPEFS staff working
with the State coordinator. Census does require that all state
coordinators keep them abreast of all changes to the translation “xlate”
table by entering a date in the date field of the “xlate” table.



XWalk98 User Manual 39

For assistance from the Census Bureau in resolving any errors, choose HELP
from the main menu bar, then Contacts from the drop-down menu.

Figure 26

.2 Unmatched Data Records

Zoam |1DEI°/= 'I

Unmatched Data Records

Exp/Rew: State Funct: State Fund: State Obj:

R 1611 100 0

Pages: Mih—)lﬂl | |

Figure 27
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4 . Data Exclusions

The “Data Exclusions” report will identify exclusions of state data that are
not part of the reported data file (Figure 27A below). This report should be
looked at carefully to double check that the exclusions from data are
appropriate. This will help you to appropriately redirect (by changing the
translation record) the state data item(s) in question. This report could also
serve, as a troubleshooting tool if a category aggregated total doesn’'t
reflect the aggregated total you were expecting.

The report is presented as one report (including both revenues and
expenditures) and can be located in the dropdown menu under Reports. You
do not have to toggle between revenues and expenditures for this report.
Its presentation is ordered with revenues first and then expenditures with
fund, function, object, dollar, and allocation percentage order.

You will be made aware of any Data Exclusions after the translation process
through the Unmatched Data Records warning. A warning box (Figure 27B
below) will appear stating, “# Data Exclusions Present. Please verify for
Correctness.” Note: # = the number of Data Exclusions.

Figure 27A

“ Exclusions From Data

g@" Zoom [100% |

2M 52002
Exclusions From Data

RevExp State Fund State Function State Object Amount Allocation %

R 12, o100 0 FSEBE, 333 776.00 100.00

R IE 08400 0 43,509 264 00 100,00

E 114, 14505 i} $4,065 915,00 100.00
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Figure 27B

. Xwalk 98 - Expenditures
File Edit Reports Translate Help

Xwalk 98 ] x|

Data Exclusions Present - Please Yerify for Correcthess

(8]4

5. Translation File

The “Translation File” report shows the path your data took when re-coded
into H2R2 codes. The data are displayed by state codes (beginning and
ending fund, function, object codes) and the corresponding H2R2 codes
(fund, object and description). (Figure 28).

Figure 28

% Translation File

Translation File

Exp/Rerv:  Baeg Fund: End Fuind: Bag Punét : End Funet: Bag Obj: End Ohj: H2R2Punct: HZR20h): Btate Desc:

Pages: HI{ l'l Hﬂl
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5. Prior Yr/Current Yr

The “Prior Yr/Current Yr” report displays of your prior year data, your
current year data, and the difference between the two in dollars and as a
percentage (Figure 29). This report can be very beneficial in trouble-
shooting data discrepancies in the early stages of data preparation.

You do not have to toggle between revenues and expenditures for this
report. The data is presented in revenues then expenditures order.

Figure 29

| Prior Year /Current Year H2Form Comparison

Zoam |1DEIZ - I

21582002

Prior Year/Current Year H2Form Comparison

Descriptions Prior ¥r Current ¥r Amount Change % Change

Property tax 100.00

Mon-property Tax 100.00
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6. State to H2R2 Link

The “State to H2R2 Link” report (Figure 30 below) displays the amount of
money in each state record (fund, function, and object) on your state data
file and relates it to each item on the NPEFS form (Item Code/ltem Code
Description).

The table is presented in 1tem Code order so that you can quickly view all
like I'tem Code dollar amounts together. This detail is what makes-up an
aggregated category amount.

This report is viewed separately between revenues and expenditures. You

must toggle between them to view the entire report.

Figure 30

~ blate to HZK N

Zoom |1EIIJZ hd |

State to H2R2 Link

Rev | tem tem Code State State State
Exp Code  Descriptions Fund Function Object Amount

E 11 Instruction, salaries 118, 089 0
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7. Certification Page

This certification, signed by the designated authorizing official, must
follow the NPEFS submission within 5 working days. Without the
certification, the submission will not be treated as official. For more
information, please refer to the NPEFS Instruction Manual.

Figure 31
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Digital Confirmation
(The certification constitutes the true and full report of revenues, expenditures and
student attendance as stated by the Elementary and Secondary Act of 1965.)

Digital certification is a new process for FY02 that allows the NPEFS
designated authorizing official to sign off on the submission transmitted
electronically to the Census Bureau via Internet. This new feature will be
useful for all NPEFS authorizers because it is easy to use and has the added
dividend of providing a concurrent electronic return receipt to the
authorizer and notification to the NPEFS staff. It is not a requirement,
however. You may still certify the NPEFS data by letter or paper
certificate. Please see this year's Instruction Booklet for instructions for
paper certification in the section entitled, “Instructions for Submitting
Fiscal Data (Paper and Electronic).”

The actual digital certificate is a set of 15 characters that is provided to
the official who certifies the data submission. This set of characters is
provided to the authorizer only and should not be given to anyone else so as
not compromise the integrity of the electronic certification process. The
authorizer also receives an eight-character password used for entry into the
web application. The person preparing the report for the web form also uses
this password.

The procedure for electronic certification is outlined below:

Send in the Crosswalk database (preferred FTP method OR email) .
The database is the ST_xwalk98.mdb database (ST = your states two
letter abbreviation) located in the directory called, “c:\Program
Files\Xwalk98 FYO02. “

A Crosswalk staff member will upload this database into the web
application by close of business the next business day. The official
certifying the data can perform the certification anytime after the
data is uploaded.
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The official enters the 8-character entry password and clicks to go
to the “Signature” page. The official has the option of viewing the
completed data, viewing the data plan, and certifying the submission.
Follow the link Signature. Enter the 15-characters appropriately, and
click Submit. You will receive confirmation of the signature and be
taken back to the password page. Note: You will not be able to re-
sign again until you contact the Census Bureau so that the form
can be reset to accept the signature. Contact us through Email
at npefs.govs@census.gov or 800-437-4196.

8. NPEFS Revenues

The “NPEFS Revenues” report displays the amount of money in each revenue
cell on the NPEFS form (Figure 32).

Figure 32
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9. NPEFS Expenditures 1
The “NPEFS Expenditures 1” displays the amount of money in each

expenditure cell on Part 1 (Instruction) and Part 11 (Support Services) of
the NPEFS form.

10. NPEFS Expenditures |1

The “NPEFS Expenditures I1” report displays the amount of money on Parts
111 through XV of the NPEFS report as follows:

Part 111 Operation of Non-Instructional Services

Part 1V Direct Program Support

Part V Current Expenditure

Part VI Facilities Acquisition and Construction Services

Part VII Other Uses-Debt Services
Part VIII  Community Services
Part 1X Direct Cost Program

Part X Property

Part XI Total Expenditure

Part XI1 Exclusions from Current Expenditure for Purposes of P.L.
100-297

Part X111 Net Current Expenditure
Part X1V  Average Daily Attendance (ADA)
Part XV State Per Pupil Expenditure

On each of these NPEFS reports, the pane on the far right displays the
state two-digit abbreviation and the current fiscal year. It also contains an
EXIT button and a forward (right facing) arrow. The forward arrow allows
you to move forward one page at a time. On the second and third pages,
there is also a back (left facing) arrow to allow you to go back one page.
Click on EXIT to leave the report.
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Print a Report

Follow these steps to print the following reports:
State Data
Load Duplicates
Errors
Data Exclusions
Translation File
Prior Yr/Current Yr
State to H2R2 Link

1. Click on File on the main menu bar. Click on Toggle Rev/Exp to choose
revenues or expenditures. You do not have to Toggle between revenues
and expenditures for the “Data Exclusions” or “Prior Yr/Current Yr”
reports.

2. Select a report by clicking on Reports on the main menu bar. Highlight
your selection and click on it to open the report.

3. Click on the printer icon in the upper left corner of the window that
contains the report you selected. A dialog box opens. You can choose to
print one; several, or all pages of the report, single or multiple copies, and
also select a printer to print the report.

4. Choose the print option you desire and then click on OK.

Follow these steps to print the following reports:

Certification

NPEFS Revenue

NPEFS Expenditures |
NPEFS Expenditures 11

1. Click on Reports on the main menu bar.

2. Highlight your selection from the drop down menu and click to open.
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3. Click on the printer icon located on the right side of the report just
below the fiscal year (refer to figure 31 above).

4. Continue printing each page. Use the arrow icon to move from page-to-
page. Select Reports from the main menu bar to move from report-to-
report.

Export a Report

1. Select a report by clicking on File on the main menu bar. Click on Toggle
Rev/Exp to choose revenues or expenditures.

2. Click on the export icon (the icon to the right of the printer icon on the
left corner of the page). A dialog box opens. From there you can choose
where to save (export) the report and in what type of format (Figure 23).

Figure 33

% rptStateData
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View a Report in Larger or Smaller Fonts

1. Select a report by clicking on File on the main menu bar. Click on Toggle
Rev/Exp to choose revenues or expenditures.

2. To the right of the export icon, there is a Zoom window. Click on the
down arrow in the window to the right of the word “Zoom.” Choose the
percentage size you desire from the Fit option to 200%.

3. You can view each report page-by-page by using the arrows at the bottom
of the window. The outer left and right arrows will move you to the first
and last record, respectively. The inner arrows will move you one record
forward (right) or backward (left). The scroll bar to the right of the
report window will move you from the top to the bottom of the page.
Click and hold left mouse button to drag scroll bar up or down. To scroll
up or down one line at a time, click on the up or down arrows above or
below the scroll bar on the right side of the screen.

Help

The items found under “Help” are Contacts and About. Contacts lists the
Census Bureau contact name, phone number, fax number and Email address
Figure 34). About displays the latest version of the software, its developer
and license information (Figure 35).
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Figure 34

. Xwalk 98 - Expenditures

File Edit Search Reports Translate Help

' About The Crosswalk System
The Crosswalk System
Yerzion 4.4

Licenzed To:
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Figure 35
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Understanding the Allocation Process

Brief
Allocations are an integral part of the NPEFS report. All states whether a
crosswalk state or not have data items that must be distributed among more
than one function and object. We refer to this as “problem data.” Some
common or standard problems are:
Amounts reported as lump sum and not in their appropriate functions.
Expenditures accounted for by function but not by object with
function.
Tuition payments to other school districts that cannot be separated
between in-state and out-of-state.
Expenditures that should be accounted for in more than one function.

The methodology of how to make these distributions may differ between
states and to who is making the determination as to what goes where, but
the fact still remains that all states have these types of accounting
elements to resolve. The Crosswalk was designed to make these
distributions in a systematic method and its design does not differ
amount those state using the software. It is important to note that the
methods used to crosswalk “problem” data are in some cases, a
satisfactory solution to the problem, and, in others, an interim solution at
best. Where the problem represents a small amount of money, prorations
are a more-than-adequate mechanism to distribute data. Where it
represents a larger share of funds, and where it impacts particularly
important functions such as instruction and administration, modifications
in state accounting systems may well be needed to address the problem.

Methodology

There are several tables in two different databases that work together to
process allocations. The main database (Figure 36a below) houses the
majority of the allocation tables and is presented as ST_xwalk98.mdb
(where ST refers to your two letter state abbreviation) and referred to as
your State Data. The other database houses the remainder of the allocation
tables and is presented as xwalk98.mdb and referred to as the Generic
Database. The order in which the databases are listed does not reflect the
order of the allocation process nor is the order of the various tables. See
the visual display of all tables involved in figure 36 below.
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Figure 36
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The actual programming portion of the allocation process is written with
hundreds of lines of code and the process goes back-and-forth from table
to table and between databases (state and generic) with what appears to be
no order of operation or a flow in process that is recognizable by a non-
programmer. It is far too technical for general understanding and too
cumbersome to list its intricate processes. The intent here is to provide the
general process of an allocation and to provide the detailed description and
function of each applicable table.

General Process:

When you translate your data there is an interaction between the
state data (input file) records you loaded in the software and the
XLATE table that list all of your state data records to a matching
H2R2 function and object. One component of the interaction is to
locate records that are to be allocated. A checked box in the
allocation column of those records determines allocations to be
performed.

The allo-look-up table is built from the Xlate table to show just
allocation records. Each allocation record is given a name or allotype.
The ACCATALO table lists the H2R2 function, object, and
ToH2R2object to be distributed and the percentage amount to be
applied. Zero is given as a percentage if not known. The software will
determine the percentage through a build-calculation process (later
discussed).

The ALOCATE table lists the allocation order.

The HISTALO table lists the distributed records by allotype and
dollar amount applied based on the directive provided in the
ACCATALO table. Notice all of the allotype records in the HISTALO
table added together equal 100%. Notice the dollar amounts for all
like allotype records equal the record(s) from the STATE DATA table
that required an allocation. Be cognizant that more than one STATE
DATA record can be part of an allocation. Often, several like records
are directed (from the XLATE table) and named the same allotype to
make the same distribution percentage. (A good example of this
would be Employee Benefits).

The common thread among each of the allocation tables above is the allotype
(name).
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Detailed Makeup of Allocation Tables

There are 5 tables in the database below that are used in the allocation
process. They are: ACCTALO, allo-look-up, ALOCATE, H2ACCT and
HISTALO. Shown below in Figure 36a is a screen shot of all tables within
the state database (ST_xwalk98.mdb).

Figure 36a
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ACCATALO

The ACCATALO table lists the following significant column headings:
ST (State)
EXPREV (Expenditure/Revenue)
FY (Fiscal Year)
ALLOTYPE (Allocation Type)
H2R2 FUNCT (H2R2 Function)
H2R2 OBJ (H2R2 Object)
ToH2R20BJ (H2R2 Object)
ALLPCT (Allocation Percent)

The key function of the ACCATALO table is to house all records and
their prospective percentages that require distribution to more than one
function and/or object. The column headed ALLOTYPE is a key
component in that it provides a label to the record that makes it unique.

IT a record is to be distributed but a percentage amount is not known a
zero will be entered. (The software is designed to determine a
calculated percentage by building a calculation-based denominator and
deriving a percentage by dividing all cumulated like records into that
denominator. This is discussed in more detail under the table, “Build-
Calculations.” below.)

ALLO-LOOK-UP

The allo-look-up table lists the following significant column headings:

ST (State)

EXPREV (Expenditure/Revenue)
FY (Fiscal Year)

STATEFUND (State Fund)
STATEFUNCT (State Function)
STATEOBJ (State Object)
ALLOTYPE (Allocation Type)



XWalk98 User Manual S7

The key function of the allo-look-up table is to list all records that were
checked in the Xlate table that require an allocation. The record is named in
this table by way of the column ALLOTYPE. The allotype field is a text field
assigned up to 5 characters. We often use appreciations of words to remind
us of the kind of distribution it represents. A good example would be a name
called EB, if the distribution were for employee benefits. We also use
numbers (1,2,3..001, 002, 003) or letters (A, B, C etc.). There really is no
set way to name a record as long as its name does not exceed 5 characters.

ALOCATE

The ALOCATE table lists the following significant column headings:

ST (State)

EXPREV (Expenditure/Revenue)

FY (Fiscal Year)

ALLOORDER (Allocation Order)
ALLOTYPE (Allocation Type)
ALLODESC (Allocation Description)

The key function of the Alocate table is to indicate an order in which to
process allocations. The order is simply a number assigned to each record in
ascending order. You don't have to start with the number 1, but whatever
number you start with; the next number must be in ascending order. An
allocation description field is included if the allotype is not descriptive
enough for identification purposes. This table is dependent on type of
record (revenue or expenditure) and by allotype (name of record) during the
processing of the allocation.

NOTE: Changing the order in which to process allocations can change the
result. Depending on the weight (dollar value) of a record it may have an
effect (perhaps extreme in some cases) on the outcome (derived
percentage) if the same record is used as a basis to derive a percentage for
another allocation.
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H2ACCT

The H2Acct table lists the following significant column headings:

EXPREV (Expenditure/Revenue)
FY (Fiscal Year)

H2R2FUNCT (H2R2 Function)
H2R20BJ (H2R2 Object)
DOLLARS

The key function of the H2Acct table is to list each and every record
(whether involved in an allocation or not) in the H2R2 format. The table
produces dollar aggregates of those records and is referenced during the
allocation process. Additional new records are added, as well as dollar values
increased to existing records as the component build-calculation portion
emerges into the allocation process. (The build-calculation process is an
integral part of the allocation process and is further discussed later in this
section).

Note: An H2R2 function and/or object are made-up of multiple state
records.

The build-calculation portion produces and applies percentage amounts to
the records that are already aggregated (before allocations) and listed
within the H2Acct table. The dollar values in the H2Acct table are not
easily traced back to the state dollar amounts because the build-calculation
process only holds and displays the last completed allocation. Each previous
allocation result is cleared making way for the next allocation percentages to
be derived.

HISTALO

The H2Acct table lists the following significant column headings:

EXPREV (Expenditure/Revenue)
FY (Fiscal Year)
STATEFUNCT (State Function)
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STATEOBJ (State Object)
ALLOTYPE (Allocation Type)
H2R2FUNCT (H2R2 Function)
H2R20BJ (H2R2 Object)
TOH2R20BJ (To H2R2 Object)
DOLALLOED (Dollars Allocated)
DENOMINAT (Denominator)
PCTBASE (Percentage Base)

The function of the Histalo table is to list the final results of all allocated
dollars. The results are easily read and understood by viewing the results by
grouped allotypes. The dollar amounts for each of the records added
together within like allotypes equal the aggregated total for the range of
records in your state data that were earmarked for allocation in the
translation (xlate) table. Notice that all percentages added together within
like allotypes equal 100%. Also notice the ALOCATIONS table located in
the generic database (xwalk98.mdb) list the aggregate of the allocated
dollars found in the HISTALO table within the same allotype. (The generic
database is further discussed below.)

Generic Database

Shown below in Figure 36b is a screen shot of all tables within the generic
database (xwalk98.mdb). There are 3 tables in the database below that are
used in the allocation process and are discussed below. They are:
ALOCATIONS, Build Calculations, and H2RULE.
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Figure 36b
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The ALOCATIONS table lists the following significant column headings:

EXPREV (Expenditure/Revenue)
STATEFUND (State Fund)
STATEFUNCT (State Function)
STATEOBJ (State Object)
ALLOTYPE (Allocation Type)
ALLOORDER (Allocation Order)
DOLLARS

The function of the ALOCATIONS table is to list each state record to be
allocated along with the corresponding dollar value. Notice the allotype and
the alloOrder have also been assigned. 1T more than one of the same
allotype is present, add all like allotype’s together for a total allocation
amount. This table works in conjunction with the ACCTALO, ALOCATE, and
HISTALO tables in the state database.
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Build_Calculations

The Build_Calculations table lists the following column headings:

H2R2FUNCT (H2R2 Function)
H2R20BJ (H2R2 Object)
TOH2R20BJ (To H2R2 Object)
ITEM_CODE (Item Code)
DOLLARS

The function of the Build_Calculations table is to aggregate all dollar values
for the allocation based on item code. The table determines the percentage
amounts that will be applied for allocations by adding together all the item
code amounts and forming a dominator. The dominator then divides each
individual item code amount and a percentage is determined. The percentage
is applied to the respective H2R2Funct and ToH2R20bj record listed in the
ACCATALDO table in the state database. The results of the calculation can
be view in the HISTALO table grouped by like allotype.

Note:

The table is only used when percentages to distribute data are not
known.

The table only displays the last group of allocations to be performed
based on the ACCTALO table (located in the state database).
Allocations are performed in order revenues first, then expenditures.
Item Codes are assigned by using the H2Rule table (discussed further
below).

H2RULE

The H2Rule table lists the following significant column headings:

EXPREV (Expenditure/Revenue)
FY (Fiscal Year)

Item_Code (Item Code)

DESC (Description)
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BH2R2FUNCT (Beginning H2R2 Function)
EH2R2FUNCT (Ending H2R2 Function)
BH2R20BJ (Beginning H2R2 Object)
EH2R20BJ (Ending H2R2 Object)

H2Rule is a static table and is strictly used as a look-up for assigning item
codes for allocations by matching the H2R2Funct and ToH2R20bj.

Allocation Prep Program

The Allocation Prep Program was developed to safeguard against errors in
setting up allocation tables. Allocation tables are always initially set-up by
the Crosswalk staff through partnership with the respondent. However,
some respondents perform an annual maintenance of their allocation tables
by changing applicable percentages, including additional functions and/or
objects to be distributed, or performing general housekeeping by deleting
non-applicable records. Because multiple persons are delving into these
tables, it was decided to incorporate an allocation checking method into the
Crosswalk software.

The program runs without notice by the user until a problem with the
allocation set-up is detected or when you complete translation. There are
four possible warning boxes--two warning boxes for Allotype Mismatch and
two for State Data Allocation Error. The warnings will isolate where the
error resides.

The three main allocation tables are located within the state database (see
figure 36a above) and are called, ACCATALO, allo-look-up, and ALOCATE. .
All three tables have an allotype to indicate the name of the record and it is
the common link.
The ACCATALO table lists each record and its percentage to be
distributed along with the appropriate H2R2 function and object
directives.
The allo-look-up table lists all records from the Xlate table that are
earmarked for allocation by a checked box to the left of the H2R2
function. There could be one record or there could multiple records
depending on how many allocations are to be performed.
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The ALOCATE table lists the order by ascending order (or alloOrder)
in which to perform the allocations.

The error message in figure 37 below is providing the narrative of an
allotype mismatch error. A conflict exists between allotype within the
allocation tables. The allotype assigned to a record is not the same for both
the allo-look-up and ACCATALO tables. The error message provides the
name of the allotype for easy error resolution.

FIGURE 37

“. Xwalk 98 - Expenditures

File. Edit Search Reports Translate Help

Allotype Mismatch Founé

allotype: B was not found.
Please make note of the allotype.

Ok

The following error message (figure 38 below) will be presented after the
Allotype Mismatch error as a reminder that the translation is not complete
and shows the number of mismatches to be reviewed.

Figure 38

. Xwalk 98 - Expenditures
File- Edit Search Feports Tranzlate Help

Allocation Prep Error X|

& Translation NOT Complete - 2 Allotype Mismatchies) were found.

84
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The error message in figure 39 below provides the narrative for one of the
state data allocation errors. Notice the green words “Translating
Expenditures” shows the error surfaced during an expenditure allocation.
This error will surface when there is a conflict with assigning an alloOrder.
The ALOCATE table is where the alloOder is assigned. If there is a
conflict or inconsistency with the allotype in this table against the allo-
look-up table then an alloOrder cannot be assigned and the allocation cannot
be completed. This problem can be easily and quickly resolved because the
actual record in conflict is provided.

NOTE: The error warning in figure 38 differs from the error warning in
figure 37 because error message 38 surfaces during state data translation
whereas error message 37 surfaced before translation begun. State Data
records have been translated up to the point of reaching the error message in
figure 38.

Figure 39

. Xwalk 98 - Expenditures

File: Edit Search FReports Translate Help
State Data Allocation Error x|

& Allacations NOT Complete.

Unable to assign an alloorder for a state data record that was to be allocated.
Please make note of the state data record details.

StateFund: ALL StateFunction: 5910 StateCbiject: 200 Allotype: B
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The error message in figure 40 below provides the narrative for the second
type of state data allocation error. Notice the green words “Translating
Expenditures” shows the error surfaced during an expenditure allocation.

Figure 40

* Xwalk 98 - Expenditures

Fil= Edit Search Reports Translate Help
State Data Allocation Error x|

& Allocations NOT Complets,

Mo Allotype Found for state data record that was to be allocated.
Flease make note of the state data record details.

StateFund: ALl StateFunction: 5910 StateCbject: 200

This error will surface when there is a conflict with an allotype in the
allo-look-up table. The probable cause is that some portion of the record in
the allo-look-up table has been incorrectly entered. This problem can be
easily and quickly resolved because the actual record in conflict is provided.

Allocation Status

Figure 41 below is the allocation status box that is provided at the end of
the translation process when no allocation errors have occurred. This box is
in last position of the group of status boxes provided.



XWalk98 User Manual

Figure 41

 Xwalk 98 - Expenditures

File Edit Search Reports Translate He

Allocation Status x|

& Allocations are Complete,

0]4

Figure 42 below is the allocation status box that is provided at the end
of the translation process when allocation errors have occurred. This
box is in last position of the group of status boxes provided.

Figure 42

" Xwallk 98 - Expenditures

File Edit Search FReports Translate Help

Allocation Status X|

& allocations are NOT Complete,

Ok
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Appendix A
Frequently Asked Questions
General
1) How should I determine if my state is a candidate for the crosswalk

2)

3)

program?
Answer:

This could be a tuff question to answer. First, you must ask yourself
if there is really a need to change the way you produce your NPEFS
report. If the method you now use is systematic, convenient, and is
relatively a painless procedure that produces the report accurately
and timely, there is no need to adapt another method. 1f you were a
state that is continually changing your reporting instrument or your
states chart-of-accounts you would not be a good candidate for this
program. 1T you would like to discuss the pros and cons with an
NPEFS staff member we will gladly provide assistance to help you
decide.

How do I become a crosswalk state?
Answer:

Simply contact the NPEFS staff and tell them you want to become a
crosswalk state.

E-mail: govs.npefs@census.gov
Toll Free: 800-437-4196

When I become a crosswalk state, do I use the crosswalk program
the same fiscal year?

Answer:

Generally no. We cannot guarantee that quick of a turn around. We
must develop a translation table that directs each of your records
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within your states chart-of-accounts to a matching NPEFS category
on the survey form. That generally takes months to complete.

4) What maintenance is involved, if any, to keep current and ready for
the next fiscal years processing?

Answer:

The translation table must be updated to include or exclude any
changes in records in your states chart-of-accounts. Either the
respondent or a crosswalk staff member can complete this task.

5) What are the advantages to becoming a Crosswalk State?

Answer:

a) The Crosswalk program promotes timeliness, accuracy,
consistency, and comparability of data across functions
and among states.

b) Specific contact person to resolve any data placement
uncertainties.

c) Editing tools and reports are built in the software to
capture data anomalies.

d) Expert technical assistance.

Troubleshooting

1) The software is translating my data, it gets through the revenues (I
know this because the revenues stop blinking and expenditures started
blinking) and during the expenditure translation portion I receive an
error and translation stopped. The error read, “Error 94, invalid use of
Null.” I clicked OK and the software just shuts down. What is Error 947
How do 1 fix it and get started again?

Answer:

Invalid use of null simply means that there is a blank cell located in either
or both of the following file/table: The expenditure input file or the
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expenditure portion of the translation table. Notice that the error
didn't occur during the revenue portion of the translation. That alone
tells you no problems exist in the revenue input file or translation table.

Fix this problem by finding which area the null or blank cell(s) is located.
Open the report “State Data” insuring that you are opening the “State
Data” report in expenditures. Carefully check each field as you review
the entire file until you find a blank. It is very likely that a blank is here
and not in the translation table. When you find the blank, take notice of
your position. If you find a blank field in record 56 on the second page,
remember that all “State Data” was loaded into the software before the
null or blank error occurred. The best solution:

Go back to your original input file and fill in the blank cell(s) with

data or a zero

Delete the data that has already been loaded

Reload the data

Re-translate

I you find the null cell(s) to be in the translation table, please contact
the Crosswalk staff and we will assist you.

2) When I load my data file, 1 get a message box stating, “State
Revenue/Expenditure Data is Already Loaded. Do you want to load
additional items?” What does this mean?

Answer:

The Crosswalk software was developed to accommodate the loading of
multiple files from multiple sources. If you have a single file to load and
you have loaded it and you try to load the same file again, this is simply a
reminder that you have already loaded data. Select “No”. 1T you have
multiple files to load and you know you haven't loaded them all, select
“Yes” because you do want to load additional items.

1) Does it matter if I load revenues first or last?

Answer:
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No. You can load any combination of files you wish. Please be cognizant
of where you are in the screen when loading your data. It is possible to
load revenue files into an expenditure screen and vice versa if you're not
careful. Always look at the upper left hand corner of the Crosswalk
software to determine what screen you are in, either Revenues or
Expenditures.

3) Can anyone install the Crosswalk software in my office?
Answer:

Yes and No. IT any of the following operating systems are being used you
must have “Administrative Rights” to do software installations. Since
many, if not all of us, are using these latest operating systems you will
probably need a LAN staff person to install the software.

Windows2000, WindowsNT, WindowsXP

4) I'm loading my data file into the software using an Excel spreadsheet.
I use the “browse” box to locate and select my file. Then, I get a box
that is defaulted to “Sheetl.” What does “Sheetl” mean? If I click
“OK” all seems to load just fine.

Answer:

Excel spreadsheets have multiple spreadsheets within a spreadsheet you
must tell the software which sheet you are loading and its name. Excel
defaults to Sheetl, however, if you have named your spreadsheet
something other than Sheetl you must change to the correct name during
the loading process or your spreadsheet will not load.

5) I read in the Crosswalk Manual that the Crosswalk software uses
Microsoft Access, as its underlying database in the software package.
We don't use Access in our office. Can I still use the Crosswalk
software?

Answer:
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Yes. It doesn't matter that you don't have Access loaded on your PC
because during the software installation process, Microsoft data Access
components are installed on your PC allowing you full access.

7. As my data was translating I received an error that stated, “Overflow
Error on record field ?” All 1 could do was click “OK” within
the error box. The software immediately shut down. What is this
error and how can 1 fix it?

Answer:

This error is letting you know that the Excel spreadsheet has detected a
formatting error at the record and field that was provided on the error
message. This likely happened because you appended additional data
records to an existing spreadsheet. Whenever you append data items to
an existing spreadsheet this happens. Even though the formatting
appears just fine and there are no visual problems. Generally the only
way to fix the problem is to make a new spreadsheet of these records.
Importing the spreadsheet into Access can usually iron out any
formatting problems too. Please note that all data records loaded
properly up to the error record number stated on the error message.
Keep this in mind! We have safeguards in the software to prevent you
from loading duplicate records. However, if you feel unsure of what
loaded and what didn't, it is best to delete all state data within that data
type and reload accordingly.

8. I know I added/adjusted the unmatched record in the translation
tables, however, I still get the same unmatched data record error
message. What else can | do?

Answer:

There is a good chance that the record is being picked up in another
aggregated total. Notice that we have ranges in the translation table for
fund, function, and object. Look closely at the record you are adding or
adjusting to be sure the record isn't being represented within a range of

another record. More likely than not, this is your solution.
End
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Appendix B

72

Crosswalk Item Codes and Descriptions

ITEMCODE]| Descriptions ITEMCODE| Descriptions
REVENUE 227 Other Supp Svcs, employee benefits

TOTAL SUPP SVCS EMPLOYEE
R11 Property tax 22Y BENEFITS
R12 Non-property Tax 231 Student Supp Svcs, purch svcs
R13 Other Local Government Units-Property Tax 232 Instr Staff Supp Svcs, purch svcs
R14 Other Local Govern Units-Non-property Tax 233 Gen Admin Supp Svcs, purch svcs
R15 Tuition from Individuals 234 Sch Admin Supp Svcs, purch svcs
R16 Tuition from Other LEAs within the State 235 Oper & Maint Supp Svcs, purch svcs
R17 Transportation Fees from Individuals 236 Stu Transp Supp Svcs, purch svcs
R18 Transport Fees from Other LEAs within the State [§§ 237 Other Supp Svcs, purch svcs
R19 Earnings on Investment 23Y TOTAL SUPP SVCS PURCH SVCS
R1A Food Service (excluding Federal reimbursement) [ 241 Student Supp Svcs, supplies
R1B Student Activities 242 Instr Staff Supp Svcs, supplies
R1C Other Revenue from Local Sources 243 Gen Admin Supp Svcs, supplies
R1D Textbook Revenues 244 Sch Admin Supp Svcs, supplies
R1E Summer School Revenues 245 Oper & Maint Supp Svcs, supplies
R1Y LOCAL SOURCES OF REVENUE SUBTOTAL 246 Stu Transp Supp Svcs, supplies
R2 Revenue from Intermediate Sources 247 Other Supp Svcs, supplies
R3 Revenue from State Sources 24Y TOTAL SUPP SVCS SUPPLIES
R41 Grants-in-Aid Direct from the Fed Govt 251 Student Supp Svcs, property
R42 Grants-in-Aid from the Fed Govt thru the State 252 Instr Staff Supp Svcs, property
R43 Grants-in-Aid fr Fed Govt thru Other Inter Agency [ 253 Gen Admin Supp Svcs, property
R44 Other Revenue from Fed Sources 254 Sch Admin Supp Svcs, property

FEDERAL SOURCES OF REVENUE
R4Y SUBTOTAL 255 Oper & Maint Supp Svcs, property
R5 Other Sources of Revenue 256 Stu Transp Supp Svcs, property
R6Y TOTAL REVENUE FROM ALL SOURCES 257 Other Supp Svcs, property
77777777 * Excluded from Survey 25Y TOTAL SUPP SVCS PROPERTY
EXPENDITURE 261 Student Supp Svcs, other

11 Instruction, salaries 362 Enterprise Operations, other
12 Instruction, employee benefits 3yl TOTAL FOOD SERVICE

TOTAL ENTERPRISE
13 Instruction, purchased services 3Y2 OPERATIONS

Dir Supp - Textbooks for Pub Sch
14 Instruction tuition 411 Children
15 Instruction tuition - other LEAs 412 Dir Supp - Textbooks, Property

Dir Supp - Transport for Pub Sch
16 Instruction, supplies 421 Children
17 Instruction, property 422 Dir Supp - Transport, Property
18 Instruction, other 431 Dir Supp - Employee Benefits

Dir Supp - Employee Benefits,
1Y TOTAL INSTRUCTION EXPENDITURES 432 Property
211 Student Supp Svcs, salaries 44 Dir Supp - Private School Students
212 Instr Staff Supp Svcs, salaries 451 Dir Supp - Other - Pub Sch Students
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Dir Supp - Other - Pub Sch Students,
213 Gen Admin Supp Svcs, salaries 452 Property
TOTAL DIRECT PROGRAM

214 Sch Admin Supp Svcs, salaries 4Y1 SUPPORT
215 Oper & Maint Supp Svcs, salaries 5Y CURRENT EXPENDITURES
216 Stu Transp Supp Svcs, salaries
217 Other Supp Svcs, salaries
21Y TOTAL SUPP SVCS SALARIES
221 Student Supp Svcs, employee benefits
222 Instr Staff Supp Svcs, employee benefits
223 Gen Admin Supp Svcs, employee benefits
224 Sch Admin Supp Svcs, employee benefits
225 Oper & Maint Supp Svcs, employee benefits
226 Stu Transp Supp Svcs, employee benefits
61 FACS Non-Property Expenditures
62 FACS Property Expenditures
63 FACS Equipment
711 Debt Service, Interest
712 Debt Service, Redemption of Principal
7Y TOTAL OTHER USES
81 Community Services - Non-property
82 Community Services - property
911 Direct Cost - Non-Pub Sch Programs
912 Direct Cost - Adult Education
913 Direct Cost - Community Colleges
914 Direct Cost - Other
91Y DIRECT COST PROGRAMS SUBTOTAL
922y DIRECT COST PROGRAMS - PROPERTY
AY PROPERTY TOTAL
BY TOTAL EXPENDITURES FOR EDUCATION
Cl Tuition paid by individuals
Cc2 Transportation fees paid by individuals
C3 Title | expenditures
C4 Title | carryover expenditures
C5 Title VI expenditures
C6 Title VI carryover expenditures
Cc7 Food service revenues
Cc8 Student activities revenues
C9 Textbook revenue exclusions
CA Summer school revenue exclusions
CcY TOTAL EXCLUSIONS
DY NET CURRENT EXPENDITURE (PL-100-297)
El ADA - STATE DEFINITION
E2 ADA - NCES DEFINITION

STATE PER PUPIL EXPENDITURE - USING
F1 STATE DEF

STATE PER PUPIL EXPENDITURE - USING
F2 NCES DEF
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Appendix C

74

SPECIAL CROSSWALK H2R2 FUNCTION CODES

V.

IX.

X1,

Revenue from Local Sources

n. Summer School Revenue

Direct Program Support

a) Textbooks for Public School Children

b) Transportation for Public School Children

c) Employee Benefits for Public School Employees

d) Direct Program Support for Public School Students

e) Other Direct Program Supp for Public School Students

Direct Cost Programs

a) Non-Public School Programs
b) Adult Education

c) Community College

d) Other (Specify)

1350

7100
7200
7300
7400
7500

3600
3400
3700
3800

Exclusions from Current Expenditures for Purposes of P.L. 100-

297

Title 1

Title 1 Carryover
Title VI

Title VI Carryover

8100
8200
8300
8400



