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Senate Bill 454 passed during the 2009 Legislative Session authorizing the Public Education Department to use the better of the State or Local Charter Schools October 2009 T&E or their District’s 2008-2009 final funded T&E for funding in 2010-2011.  The Senate Bill 454 provision has expired, therefore, existing Local and State Charter Schools must use their own October 2011 T&E Indices for funding in 2012-2013.  New Charter Schools opening in the fall of 2012 will use their home district’s October 2011 T&E Index.
Technical Assistance 

For technical assistance installing or using the software, please call your assigned Budget Analyst.

Software

The Training and Experience Application is available in Microsoft Access 2007.  The Microsoft Access 2007 version should work with all newer versions of Microsoft Access.  This program has been designed to assist you in compiling and calculating your district or charter school training and experience index more efficiently.

Prior to Entering Data 

Using the October 2011 payroll, compile FTE data according to the instructions in the Manual of Procedures for the Calculation of the Training & Experience Index, September 2008 (revised).  Once this has been accomplished you will be ready to enter the data on the Training and Experience program.

Executing the Software
After following the download instructions contained in the Training and Experience Data Collection Download Documentation, find and double click the TandEOct2011V01.accdr icon on your desktop. 
Software Enhancements
The following software enhancements are included in the October 2011 version:
· Ability for Charter schools to create and submit their data to PED.

· Modified file naming convention to distinguish between District and Charter data.  The naming convention follows:
· Current School Year
· District Name
· Either the word District or Charter
· Three digit District Number

· Three digit School Number (000 is used at the District level) 
· A brief description of the file content

· Additional data elements were included at the end of each file submitted to PED

October 2011 Training and Experience Report Selection Screens

Control Panel (default screen)
Once the Training and Experience software has been installed double click on the corresponding icon (TandEOct2011V01.accdr) on your desktop.
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Control Panel
Under District Name find your District or State Charter in the dropdown box and select.
For Charter Schools, you must enter your Home District in the dropdown box.
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Next, for Both Districts and Charter Schools select “Training and Experience”.

October 2011 Training and Experience Report Selection Screens
Once you select the Training and Experience box, this screen will appear.
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If you are a District select this link.
If you are a Charter School select this link.
At the Charter School dropdown box either type or select the School you are reporting. 

After the entry/selection of your School is made use the “Tab” key to proceed to the next screen
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The next screen will appear for both Districts and Charter Schools.  

October 2011 Training and Experience Report Selection Screens
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Select “Training and Experience Report” to begin entering your FTE from the October 2011 payroll.
FYI:  You can either use the tab key to navigate between fields or move your curser to the desired point and then click on the field you wish to enter.

October 2011 Training and Experience Report – FTE entry (page 1)

On the Training and Experience Report you must enter the FTEs in the corresponding cells within the matrix for qualifying personnel from the October 2011 payroll.  Ensure that the FTEs you enter are in accordance with the Manual of Procedures for the Calculation of the Training & Experience Index, September 2008 (revised). 
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Note:  The report has two separate pages for entering FTE.  Proceed to the second page by clicking on “Go to Page 2”.  
October 2011 Training and Experience Report – FTE Entry (page 2)
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Page two consists of experience from 9 to 20+ years and the grand total.  Totals are updated as each cell is updated.  To print the Training and Experience Report click on “Print Report”.  The printed report must be submitted to the PED.  The Training and Experience Index will appear in the box on the top right-hand side of your screen.  This Index will be used for funding in fiscal year 2012-2013. For State and Local Charter Schools their October 2011 Training and Experience Index will also be used for final funding in 2012-2013 (with the 40th day adjustments).  For Districts only, if the result of the calculation of the training and experience index is less than 1.0 the district’s Training and Experience Index shall be no less than 1.0. 
(Per State Statute, 22-8-24 (D), NMSA 1978).
FTEs entered on the Training and Experience report must be in accordance with the Training and Experience requirements in regards to the years of experience recognized and paid for on the district’s and charter school’s adopted salary schedule. For example, do not enter an FTE under 16 years experience if your salary schedule only goes up to 10 years experience.  You would have to plot that FTE under 10 years experience.  This holds true for training.  If your salary schedule has a column for BA + 24, then you will have to enter that FTE under the BA+15 column. 

Total years of experience attained by the individual may not be applicable if the school district’s or charter school’s salary schedule recognizes only a portion of the experience for salary purposes. Training reported must be in accordance with local or governing board policy and verified by official transcripts from an accredited university, college, or post-secondary institution.  Further instructions on training and experience qualifications can be found within the Manual of Procedures for the Calculation of the Training & Experience Index, September 2008 (revised). 
It is critical that the FTE is entered in the correct cell.  If you have any questions regarding the plotting of your FTE, contact your assigned Budget Analyst.  

Click “Return” to go back to Main Menu.

Entering FTE from the October Payroll
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Click on the “FTE on October Payroll” button to proceed to the following screen.
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Enter the FTEs by Job Class for all personnel entered on the Training and Experience matrix. The total FTE must tie back to the total FTE reported on the matrix. Click “Return” to go back to the Main Menu.

FTE Comparison
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Click on the “FTE Comparison” button to proceed.
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FTE Comparison (Cont’d)
This screen is used to determine variances between the district’s 2011-2012 Operating Budget and the FTE reported from the October payroll. 

Enter the FTE from your 2011-2012 Operating Budget under the “Operating Budget FTE” column for each Job Class listed.   The “FTE on the Training and Experience Report” will automatically populate data from the “FTE on October Payroll” report. When you have completed this report, proceed to “Print Report” and then “Return”.
Any variances will need to be explained (A comment box is provided on the lower right side of the screen for these comments). These comments will be included on the “FTE Comparison Report.  (Comment Box is illustrated on page 10)
Printing Reports

Once all data for T&E has been entered, print the reports.  To print reports click on one of the following:  FTE; FTE Compare; T&E; or All Reports.  

Next, select the “Print Option” to either Preview Report, or Print Hard Copy.
Please Note: If you are in the print preview screen and want to return to the print report screen, click on the “Esc” button.
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VERY IMPORTANT:  Please verify the accuracy and completeness of the reports and make any necessary changes before proceeding to the next step - “Creating files for PED”.
Creating files for the Public Education Department

Once all data is entered, the data must be sent to the Public Education Department.
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Click on the “Copy Files for PED” button to proceed.

Creating files for the Public Education Department (Cont’d)

Please note that the file location and the file name are displayed on the screen. 
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This is accomplished by clicking on the “Export” button.  After a successful export the following message box is displayed.  IMPORTANT - Please read these instructions before exporting files.
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Click OK to close the window. 
On the Main Menu either click on the “Return to Control Panel” or the “Exit Application”.
Providing Reports to the Public Education Department

Once the two T&E files (FTE.txt and TandE.txt) are exported to your Desktop they must be sent electronically to PED.  
Please remember to send your October 2011 TandE files electronically to Marie Rivera-Sanchez at marie.rivera-sanchez@state.nm.us at the Public Education Department, no later than November 4, 2011.  

YOU MUST ALSO SUBMIT A SIGNED COPY OF YOUR SIGNATURE PAGE OF THE TRAINING AND EXPERIENCE REPORT, EITHER BY SCANNING AND EMAIL, OR BY REGULAR MAIL OR BY FAX TO MARIE.
One (1) copy of your reports to PED is sufficient!
Mailing address:

NM Public Education Department

School Budget & Finance Analysis Bureau

Attn: Marie Rivera-Sanchez

300 Don Gaspar Street

Santa Fe, New Mexico, 87501 
Fax: (505) 827-9931
Please keep a backup copy of the October 2011 Training and Experience files and reports.

We have attempted to make this program as user friendly as possible.  However, if you have any questions regarding the Training and Experience program contact your assigned Budget Analyst. 
Starting Over

If for any reason you need to start over because the incorrect District or Charter School was selected you can correct the situation from the Control Panel by deleting and starting over.




The button “Delete – District/Charter and TandE Data” will delete all data entered into the application so that you can start over.  There is no need to re-install the application.
Click Yes to delete and start over.
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