2015-16 SAMS Claim Year ST-3 Data for Fiscal Year Ending (FYE) June 30, 2015
 For https://stateaid.nysed.gov/st3/st3data.htm
Below are instructions for using MS-Excel tables and data files to produce reports based on ST-3 data submitted by school districts.

1) SED has generated a single “xlsx” version of the ST-3 FYE 6/30/2015 data set (see file named “1415ST3.xlsx”).  The ST-3 data used to create this file was frozen as of May 3rd, 2016.

2) Materials/Resources:
a. The Excel file named “1415ST3.xlsx” contains the ST-3 data for all districts in New York State (sorted in ascending order by district code number).

b. The Excel file named “District_List1415.xlsx” is a crosswalk of the district codes to the district names.

c. The HTML document named “Draft1415.htm” is a blank copy of the ST-3.

d. The Excel file named “SFList14.xlsx” includes a list of legacy codes, line numbers from the ST-3 forms, ST-3 accounts numbers and names, and the name of the ST-3 Form the accounts appears on.

3) How to locate ST-3 Data: 

The EXCEL file “1415ST3.xlsx” contains three worksheet tabs as listed below:

· “1415ST3”:  The data is arranged with the districts by row and the data from the ST-3 by column.  The first row in the table, beginning with Column C, has the legacy codes.  The second row has the Reference Key.  The third row has the line number for the form the account appears on.  The twelfth row has the account description.  The thirteenth row has the account number, where applicable.
· “1415KEY”:  List of all the accounts on the ST-3 and includes the legacy code, account number, account description, and ST-3 form name.

· “Sample Extract”: The “Sample Extract” tab has ten columns to extract specific data for up to ten legacy codes (i.e., accounts).  To extract specific legacy codes, the legacy code(s) should be entered in the cells highlighted in yellow as needed (spreadsheet row 9, columns C through L).  Currently, the legacy code (#48:1) is already entered for “Real Property Taxes” (account #A1001) in cell C9 (you may change this legacy code if desired).  The legacy code entered must be exactly the same one used in the other worksheets, i.e., begins with the “#” signs, then form #, then the “:”, and then the number that refers to the field where data is entered or that contain formulas.  There should be no spaces in between.  There is a dropdown list for each of the cells as well where you can select the legacy code from the list.
It is strongly suggested that you copy and “paste values” into another worksheet to complete your analysis.

Legacy Codes - The first two numbers of the legacy code refer to the ST-3 Form.  For example, 49 is the “Schedule A4a - General Fund Expenditures by Function and Object of Expense”.  On most forms, the form number is preceded by the words “DP Code” in the heading row.  The number after the colon refers to number of the field where data is entered or contains a formula.

4) How to locate the Legacy Code:

Open the file “Draft1415.htm”.  At the top of this document you will note that “45” is displayed under the “DP Code” column label.  The DP Code displayed is part of the legacy code and refers to the form.  As an example, if you look at the first account in the file, “Cash” (Account Number A200), the box to right has the following information: “< #1 45:1.0 >”.  The “#1” refers to the line number on the ST-3.  This is not what you want for the Excel file.  The following numbers inside the brackets, “45:1.0”, identifies the location of the “Cash, A200” item.  The number inside the brackets always identifies the location of the data in the Excel files.  This will not change year to year.  The decimal “.0” indicates that it is a whole number (no decimal portion).  Using “Cash” as an example, the legacy code in the Excel file would be “#45:1”.  Do not include information related to the line number or the decimal.  The legacy code must begin with the “#”.
5) SAMS Printing Instructions:
There are two different methods for printing the legacy codes in SAMS.  Users can print the legacy codes directly from within the forms or users can make print selections from the "Print Multiple Forms" menu and choose specific forms.  The "Print Legacy" must be selected in the "Select Data Area:" drop down box.  Note: In a few instances the legacy code between these two printouts may not match because individual items may appear on more than one data entry form in the ST-3 on SAMS.

For example, in the form “Statement A3 - General Fund Analysis of Fund Balance”, Line 8 (“Add: Revenues, Interfund Transfers, and Proceeds of Long Term Debt (From Schedule A3)”, account AT5999) comes from Line 114 (account AT5999) on form “Schedule A3 - General Fund Revenues”.  As a result there are two legacy codes associated with the account AT5999, one for Schedule A3 (#48:100) and one for Statement A3 (#47:3).

The “Draft1415.htm” file, which was generated using "Print Multiple Forms", may have a different legacy code than the “1415 Final” worksheet in the “1415ST3.xlsx” Excel file and the “1415SFList Final” worksheet in the “SFLIST14.xlsx” Excel file.  In the “Print Multiple Forms Legacy #” worksheet in the “SFList14.xlsx” Excel file there is a crosswalk for those instances where the legacy codes do not agree.

For further assistance using the ST-3 data files, contact John Cushin (John.Cushin@nysed.gov) or James Hayden (James.Hayden@nysed.gov) in the State Aid Office via email or by phone (518) 474-2977.

