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Step 1:  Log into the SEEK Application located at https://opsupport.education.ky.gov/webforms/Login.aspx, and submit the district’s fiscal year 2016 audited AFR/Balance Sheet through the application as instructed in the Audited AFR Submission Guide and Fiscal YE Processing BGL2 located at http://education.ky.gov/districts/Pages/MUNIS-Guides.aspx , similar to the prior fiscal years’ instructions.
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Step 2:  Once the audited AFR and Balance Sheet successfully pass the audited AFR submission business rules, then the “Validate” button will become available at the bottom of the screen.  Click on the “Validate” button in order to enter the audit report data and comments.
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Step 3:  The Annual Finance Record Validation – Audited screen will appear.  Click on “Import All” button in order to import the KDE predetermined selective audited AFR and Balance Sheet data into the “Audit Amount (A)” column within both the “AFR Calculations” and “Balance Sheet Calculations” tabs.  
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Step 4: Under the “AFR Calculation” tab you will enter the corresponding fiscal year’s Audit Report amounts or values into the “Audit Report (B)“column and any comments in the “Comments”column.  Click the “Save Changes” button at the bottom of the screen in order to save the entered data for that specific “Fund” section prior to selecting another Fund.  Click on the dropdown arrow by “Section” to choose the next Fund under the AFR Calculation tab.
[image: ]
Step 5: Next click on the tab titled “Balance Sheet Calculation” in order to enter the Fund information for the Balance Sheet. Repeat the process in “Step 4” for all the Fund sections within the “Balance Sheet Calculations”.  Do not forget to click on the “Save Changes” button.

Step 6: Once you have entered the Fund information for both the audited AFR and Balnace Sheet, then click on the “Submit” button at the bottom of the screen in order to submit the data to KDE.
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Step 7: System will show confirmation page after successful submission to KDE.
[image: ]
Step 8: After receiving confirmation, the system will not allow the district to submit the data again.  The “Submit” button will no longer be available to click.
[image: ]
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