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Table of Contents

Technical Assistance…………………………………………………………………………………..3

Software………………………………………………………………………………………………..3

Full Day versus Half Day Kindergarten……………………………………………………………….3

Charter Schools………………………………………………………………………………………...3
Executing the Software………………………………………………………………………………...3

Software Enhancements………………………………………………………………………………..3

2012-2013 Membership Projections Report Selection Screens......………………………………….4-6
Viewing and Editing School Table………………..………………………………………………...7-10
Entering Membership Projections………………………………………………………………….11-12
Editing Projections……………….………………………………………………………………...13-14
Entering Bilingual Projections ………………………………………………………………………..15
Entering A/B Membership and Ancillary FTE………………………………………………………..15

Printing Reports……………………………………………………………………………………….16
Creating Files for the Public Education Department……………………………………………….....17
Providing Reports to the Public Education Department……………………………………………....18
Starting Over…………………………………………………………………………………………..19
In accordance with Section 22-8-12-1 NMSA 1978, the Membership Projection files and reports are due on or before October 15, 2011.
Technical Assistance

Please contact your assigned Budget Analyst if you have any difficulty with this software.

Software
The Membership Projections software was developed using Microsoft Access 2007 and will run with Microsoft Access 2007 or a newer version.
Full Day vs. Half Day Kindergarten 

Students in approved Full-day Kindergarten programs are to be reported under grade KF.  Half-day Kindergarten students are to be reported under grade KN.  For the Membership Projections program, every student is to be counted as “1”.  
Charter Schools

As with last year’s version of the program, charter school membership projections are to be reported by each approved charter school and not by the district office.

Executing the Software

After following the download instructions contained in the Membership Projections Data Collection Download Documentation, find and double click the Membership Projections Proj1213V01.accdr icon on your desktop. 

Software Enhancements

The following software enhancements are included in the 2012-2013 version:

· Ability to change a school’s grade range.

· 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

2012-2013 Membership Projections Report Selection Screens
Control Panel (default screen)
Once the Membership Projections software has been installed double click on the corresponding icon Proj1213V01.accdr on your desktop.
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At the “District Name” dropdown box select your District or State Charter that is to be reported. 

After the entry/selection of your District is made click on “Membership Projections”.
2012-2013 Membership Projections Report Selection Screens

Membership Projections – Select School Type
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If you are a “Charter School” click on this button. 

If you are a “District” click on this button. 

Membership Projections – Main Menu (District level)
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2012-2013 Membership Projections Report Selection Screens
Membership Projections – Select Charter School
On the screen “Select School Type” from the previous page, if you are a Charter, the following screen will be presented.
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At the “Charter School” dropdown box select your School that is to be reported. 

After the entry/selection of your School is made use the “Tab” key to proceed to the next screen.

Membership Projections – Main Menu (Charter School level)
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Viewing and Editing the School Table

Before entering data, click on “Edit/View School Code Table” from the Membership Projection Main Menu.  The “School Codes” screen shown below will appear.  Be sure Elementary schools with full day kindergarten have an F in the FD KN column. All schools in your district must be in this list and the beginning and ending grades must be correct.  Charter schools will only see their particular school.  School districts will see all the schools, except the charter schools.
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New Mexico
Public Education Department ﬂ

SCHOOL CODES ~ Diswieu[71 [saNtare

> New School

For Beginning and Ending Grades, 0 = KN or PK

To add a new school click this button =

Double click on gray box to left of the school
code to change the Grade values

Code School Name Type [Beginning_Ending | _FOKN [~
| 3 NMSVH PRESCHOOL OffSite [ [

5 CESAR CHAVEZ ELEM Public i 5F

6 SER PROGRAM oftSite El 11

7 LA MADERA SCHOOL oftSite 1 12 3

8 ACEQUIA MADRE ELEM Public i 6F

9 SFE COUNTY JDC oftSite i 12F

10 NM GIRLS RANCH oftSite i 12F

11 AGUA FRIA ELEMENTARY Public i 6F

12 CAREER ACADEMY Public 7 12

13 SF SCH FOR THE ARTS oftSite i 6F

16 ALVORD ELEMENTARY Public i 6F

17 REGIONAL TREATMENT C oftSite 7 12

18 SFE HDST-MANDERFIELD oftSite i i

20 CAPITAL HIGH Public 9 12 a

Record (14) ¢ [ 1 VBT of





To change the “Grade Range” for a particular school, double click on the gray box located left of the specific school code to be changed.

To add a “New School” click on the corresponding button.
***   PLEASE REPORT ANY NEW SCHOOLS AND ANY SCHOOL

                GRADE CHANGES TO YOUR BUDGET ANALYST.   ***
Viewing and Editing the School Table

Change a School’s Grade Range
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The above screen will only allow the “Beginning Grade”, “Ending Grade” and the “FDKN” fields to be changed. Enter the corresponding corrections and then click the Close button.

The changed grades will automatically be changed at the school level, for Membership Projections and for Bilingual Projections. 
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New Mexico
Public Education Department ﬂ

SCHOOL CODES ~ Diswieu[71 [saNtare

> New School

For Beginning and Ending Grades, 0 = KN or PK

To add a new school click this button =

Double click on gray box to left of the school
code to change the Grade values

Code School Name Type [Beginning_Ending | _FOKN [~
| 3 NMSVH PRESCHOOL OffSite [ [

5 CESAR CHAVEZ ELEM Public i 5F

6 SER PROGRAM oftSite El 11

7 LA MADERA SCHOOL oftSite 1 12 3

8 ACEQUIA MADRE ELEM Public i 6F

9 SFE COUNTY JDC oftSite i 12F

10 NM GIRLS RANCH oftSite i 12F

11 AGUA FRIA ELEMENTARY Public i 5F

12 CAREER ACADEMY Public 7 12

13 SF SCH FOR THE ARTS oftSite i 6F

16 ALVORD ELEMENTARY Public i 6F

17 REGIONAL TREATMENT C oftSite 7 12

18 SFE HDST-MANDERFIELD oftSite i i

20 CAPITAL HIGH Public 9 12 a

Record (14) ¢ [ 1 VBT of





The above screen reflects the change made to school code 11 (Agua Fria Elementary).

Viewing and Editing the School Table

Creating a New School

This screen will allow you to add a new school. (The new school must be have been approved through a reorganization request)
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Enter the corresponding school data.  Make sure to fill in data for all data fields. If the school you are adding has an approved full-day Kindergarten program enter an “F” in this data field, otherwise leave the field blank.
To save the data entered click the “Close” button.  You will be returned back to the “School Codes” screen.  
The new schools will automatically be added at the school level, for Membership Projections and for Bilingual Projections. 

Viewing and Editing the School Table
School Codes (Updated). 
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New Mexico
Public Education Department ﬂ

SCHOOL CODES ~ Diswieu[71 [saNtare

> New Sichool]

For Beginning and Ending Grades, 0 = KN or PK

To add a new school click this button =

Double click on gray box to left of the school
code to change the Grade values

Code School Name Type_ |Beginning _ Ending FOKN_ [~
> 2 A New SF Mid School Public 7 8

3 NMSVH PRESCHOOL. Off-Site 1) 1)

5 CESAR CHAVEZ ELEM Public 1) 5F L

6 SER PROGRAM Off-Site 9 "

7 LA MADERA SCHOOL Off-Site 1 12

8 ACEQUIA MADRE ELEM Public 1) BF

9 SFE COUNTY JDC Off-Site 1) 12F

10 NM GIRLS RANCH Off-Site 1) 12F

11 AGUA FRIA ELEMENTARY Public 1) 5F

12 CAREER ACADEMY Public 7 12

13 SF SCH FOR THE ARTS Off-Site 1) BF

16 ALVORD ELEMENTARY Public 1) BF

17 REGIONAL TREATMENT C Off-Site 7 12

18 SFE HDST-MANDERFIELD Off-Site 1) 1) @
Records (1] < [ 1 (2 JI]) £ of 47 B





The above screen reflects the new school added (school code 2 – A New SF Mid School).

Click on the “Close” button to return back to the Membership Projections Main Menu.
Entering Membership Projections
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The “Enter Membership Projections” button on the main menu is used to enter regular membership projections. Click this button and the “School List” screen is displayed.  

Entering Membership Projections
School List – Membership Projections
[image: image13.png]f e it

Type 2 question for help

8

New Mexico
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School List - Membership Projections
PLEASE VERIFY SCHOOL NAMES AND GRADES BEFORE ENTERING DATA

Double click on gray box to left of the school
code of the school to edit the school

I™ Show Zero Totals only.

Code Name: Total Type._[Begining] Ending: [FOKN-[J
|3 NMSVH PRESCHOOL 0 OffSite 0 0
5| CESAR CHAVEZ ELEM 0 Public 0 5F
6| SER PROGRAM 0 OffSite 9 1
7| DAY REPORTING 0 OffSite 1 12
& ACEQUIA MADRE ELEM 0 Public 0 6F
9 SFE COUNTY JDC 0 OffSite 0 12F
10 NM GIRLS RANCH 0 OffSite 0 12F
11 AGUA FRIA ELEMENTARY 0 Public 0 6F
12 CAREER ACADEMY 0 Public 8 12
13 SF SCH FOR THE ARTS 0 OffSite 0 6F
16 ALVORD ELEMENTARY 0 Public 0 6F
17 REGIONAL TREATMENT C 0 OffSite 7 12
18 FLORES DEL SOL HDSTR 0 OffSite 0 0
20 CAPITAL HIGH 0 Public 9 12
21 YOUTH SHELTERS & FAM 0 OffSite G 12 v

Record: (14) [ TOI00 o




The “School List” screen lists all schools.  To enter a school’s projection, double click on the gray box located left of the specific school code to be changed. 

Clicking on the “Show Zero Totals Only” button will redisplay the screen with only the schools with no projections.  This is a convenient way for finding those schools left that need to be updated. 

Editing Projections
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Enter the applicable projections for each grade.  Only the corresponding fields associated with a school’s grade range are enabled for entry/modification.  To enter values in the corresponding Full Day KN fields, a value of “F” must be assigned in the “FDKN” field of the school code table. 

After all data is entered for this school, click on “Close”.  You will be returned back to the School List screen.
Editing Projections
School List – Membership Projections (updated)
The total for the school’s projection is now shown in the Total column for the row in which the school just edited is located.    
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6 | ACEQUIA MADRE ELEM 0/ Public i 6F
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Repeat this process (double click on specific school and enter projections) for each school.
Fill in the fields and click “Close” to return to the “Membership Projection Main Menu”.
Entering Bilingual Projections

The “Enter Bilingual Projections” button on the “Membership Projections Main Menu” is used to enter bilingual projections.  The process of entering bilingual membership is the same as that used in entering regular membership with two differences.  One, the screens look the same, but have different title.  And the second is that the system has populated the list of schools with three records for every school.  The difference between the three records is the Program Length which has the values of 1, 2 or 3 representing hours.  Only those schools with program lengths used within your district or charter school need to be updated.  You can ignore the schools that do not serve bilingual. 
Entering A-B Membership Ancillary FTE
This “Enter SE A-B Membership Ancillary FTE” button is used to enter district or charter school wide Special Education A/B and Ancillary FTE projections.   There is only one Entry for this option.  
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Fill in the fields and click “Close” to return to the Membership Projection Main Menu.
Printing Reports

Once all data for projections have been entered, print the reports.  To print reports click on one of the following:  Membership Detail Report; Bilingual Report; SE A/B - Ancillary FTE Report, or All of the above.  You also have the option to print the School Code Table.  

Next, select a “Print Option” to Preview Report or Print Hard Copy.
Please note: If you are in the print preview screen and have 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 - “Create Export Files for PED”.
Creating Export Files for PED 
(Icon located on the “Main Menu” Screen)
Once all data is entered, the data must be sent to the Public Education Department.
Please note that the file location and the file name are displayed on the screen.
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The projection and bilingual projection data will be exported to the
files shown below. Please note the names of these files.

Click on the Export button below to create the files. After clicking on
the export button you will receive a prompt saying the export has
been completed.

Please email the exported files to marie.rivera-sanchez@state.nm.us.

‘SEmemFTE Projections will be exported to:

[G\Pocuments and Settings\AllUsers\Desktop\SV12_SANTA_Ft_District_071_000_SE.bd

_eeert |

‘Windows XP computer
the folder listed below
will put the reports on

your desktop.

Ifyouareona
Windows Vista or
Windows 7 computer
Yyou MUST use the
browse button to
select the destination
folder. DO NOT select
"Desktop". If you need
to, you can create a
new folder on your
desktop and place the
output PDF files into.
the new folder.

If you do not know
what kind of computer
you are using, use the
Browse button to
selectanew folder.





This is accomplished by clicking on the “Export” button and 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 Membership Projection files (Proj.txt and SE.txt) are exported to your Desktop they can be sent electronically to PED.  
Please remember to send your 2012-2013 Membership Projection files electronically to Marie Rivera-Sanchez at marie.rivera-sanchez@state.nm.us at the Public Education Department on or before October 15, 2011, in accordance with Section 22-8-12.1 NMSA 1978.
Also, please send a hard copy of your reports by scanning and email, or by regular mail or by fax.  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 Membership Projections – School Year 2012-2013 files and reports.

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

If for any reason you need to start over as a result of the incorrect District or Charter School being selected or the incorrect School Type was selected, you can correct the membership projections from the Control Panel. 
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The button “Delete – District/Charter and Membership Data” will delete all data that was entered into the application so you can start over.  There is not need to re-install the application.
MEMBERSHIP PROJECTIONS


2012-2013


Program Instructions





PUBLIC EDUCATION DEPARTMENT


School Budget & Finance Analysis Bureau


300 Don Gaspar Street


Santa Fe, NM  87501












Page 16

