HOW TO DOWNLOAD AND UPLOAD THE END OF YEAR PUPIL AND
FINANCIAL REPORT

All superintendents and any other district staff who have been assigned access
to the finance files on the security portal have the ability to download and upload
the End of Year Pupil and Financial Report from the security portal.

Follow these steps:

Step 1. Login to the security portal at www4.doe.mass.edu.

Step 2: Select Drop Box Central from the list of applications.

Applications
. Directory Profiles

. Drop Box Central

. ELAR Welcome Page

. EQY Amendment Forrm 2004-0

naw) ECY amendment Form 2005-06

naw) SIMES Reports

Step 3: Select EOY Pupil and Financial Report.

21st CCLC File Exchange
Charter Schoal Claim Form
EOQY Pupil and Financial Report
School Choice Claim Form
SIMS October Data

SPED File Exchange

Step 4: Select your district from the organizations list.



EOY Pupil and Financial Report

In order to upload or download your End of Year Report, please select wour
discrict from the organization list and click "NEEXT". You will then be
brought to your district's DOE outbhox/inbox.

Znan\

1. Select Organization Type  [pynlic School District (5) x|

2. Select Organization Abington il
Acton-Boxborough
Acton
Acushnet
Adams [Non-0p)
Adams-Cheshire
Agawam
Alford (Non-Op)
Ameshury
Amherst-Pelham j

3. Click "Next" button

Step 5: Download the file by right clicking on the filename in the outbox and
selecting “save target as”.
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Open in Mew Window
To upload a file : E 2
1. click the "Browse" button

Print Target
2. Select the file to upload (DOE DutBox) ¥Yal

3. Click the "Upload File™ button E Copy Shortcut

Add to Favorites. ..

k2 EXFAND ALL
- (| Google Search
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Page Info

Bl cLosE ALL

B EOY_PUPIL \ Abington Y\DOE OutBox )
Properties

B 06eoy001.xls 2128.5KB 10/1/;Ub UZ:57 PM

B EOY_PUPIL \ Abington \DOE InBox

B 06eoy001.xls 2344.5KB 09/25/06 11:12 AM

Step 6: Upload the file by following steps 1, 2, and 3.



Please follow steps 1, 2, and 3 to upload your file.

Joon after the workbhook is submitted, DOE will populate Schedule 11 and place the LI
()

here

[ ][ Browe.

Upload File

Other Items:

e Soon after the workbook is submitted, DOE will populate Schedule 11 and
place the updated file in the outbox area. Districts should download that
file so that they have the updated information.

If you have any questions, contact Hadley Cabral at (781) 338-6586 or
hcabral@doe.mass.edu.
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