Working Budget Web Submission

The web-based application is the same application used to submit SEEK trend data. Once the Working Budget Files have been prepared, follow the instructions below for submission:

1. Go to the SEEK District Data Submission login screen located at http://odss.education.ky.gov/webforms.
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2. Enter your user name and password and click the Submit button [image: image2.png]


.
Successfully entering your user name and password will open the SEEK District Data Submission Home page.
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3. Click the Forms link [image: image4.png]Forms



 on the left side of the screen. 
The list will expand to reveal the available forms options.
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4. Click the Working Budget link under the list of Forms options to go to the Working Budget Submission screen.
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5. Click the Browse button [image: image7.png]


 at the end of the Working Budget (WKD) row.
It will allow you to choose which file to upload by opening the Choose file screen.
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6. Click the file you wish to upload, such as 11_89789_WKD0010001.txt.txt.
The name will appear in the File name: box.
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7. Click the Open button [image: image10.png]


.
The Choose file screen will close returning to the SEEK Data Submission screen.
The file location and name now appears in the Working (WKD) Budget text box. Do not be concerned that the entire file location can’t be seen.
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8. Click the Browse button [image: image12.png]


 at the end of the Working Budget Summary (WSB) row to upload the Working Budget Summary.
The Choose file screen opens.
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9. Click the summary file to select it, such as 23_56789_WSB0010001.txt.txt.
The name of the file will appear in the File name: box.

[image: image14.png]Choose file

0 Adair

’2 11_89785_WKDOOI000L bt

My Recent
Documents

5

Deskiop

My Docurents

)

My Computer

Q

HyNatwok  Fierame: 23_56789_WSBOD1 0001 ta. .

Files of type: [AlFies )





10. Click the Open button [image: image15.png]


.
The Choose file screen will close returning to the SEEK Data Submission screen.
The file location and name appears in the Working Budget Summary text box.
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11. Click the Submit button [image: image17.png]


 to submit the files.
Once the files have been successfully submitted, a confirmation screen will appear.
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12. The submission process is now complete. To exit the screen, click the close button [image: image19.png]


 and the screen will close.

Please see the next two pages for possible errors that may occur during submission.

Possible errors that may occur during submission:
Missed their submission window.

This form is only open during the following dates: 05/15/2009 – 05/15/2009.

We have closed the form submission process.

This form has been closed. No data may be submitted at this time.

Internal error with application.

There was an error in loading the page.  Please try again later.

File has already been uploaded.

File has been uploaded.

Did not choose file.

Please select the WKD Budget file.

OR

Please select the WSB Budget file.

Chose wrong file.

Please upload a valid WKD Budget file.

OR

Please upload a valid WSB Budget file.

Test to make sure the layout of the detail file is correct.

The Finance Record Import file layout is incorrect.

Invalid district number in detail file.

The following errors were found in files uploaded:

The Finance Record Import file contains an invalid district number.
Invalid budget type in detail file.

The Finance Record Import file contains an invalid budget type.
Invalid fiscal year in detail file.

The following errors were found in files uploaded:

The Finance Record Import file contains an invalid fiscal year.
Not one expenditure record for fund.  This applies to funds 1, 2, 310, 320 and 51.

The following errors were found in files uploaded:

The Finance Record Import file does not contain an object code between 0100 and 0998 for fund code 1.
Not one revenue record for fund.  This applies to funds 1, 2, 310, 320 and 51.

The following errors were found in files uploaded:

The Finance Record Import file does not contain an object code between 0998 and 5640 for fund code 1.
Invalid fund codes in submission.

The following errors were found in files uploaded:

The Finance Record Import file contains invalid fund code(s).
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