Ruisiana Instructions for LaPAS View Function

Resiermancs, Acsoualiiiy siem.

1. Select the View option on the LaPAS Mainpage.

/3 PI ¥iew - Microsoft Internet Explorer _io

2004

Fiscal Year | Department [ Agency TngramI Objective I Pl IInI‘nrmatiun]

01 Executrve Department (2004) -
044 Department of State (2004)

04B Department of Justice (2004)

04C Department of Elections and Registration (2004)

040 Lieutenant Gowernor (2004)

D4E Department of Treasuny (2004)

D4F Department of Fublic Service (2004)

04G Department of Agriculture and Forestry (2004)

04H Department of Insurance (2004)

05 Deparment of Economic Development (2004)

06 Deparment of Culture, Recreation. and Tourism (2004)
07 Deparment of Transporation and Dewelopment (2004)
084 DFSC- Correction Services (2004)

086 DPSC-Public Safety Services (2004)

09 Deparment of Health and Hospitals (2004) d|
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2. The LaPAS View Function page will open. This page allows you to go directly to the View function or select links to
reporting guidelines or instructions for using the LaPAS View function.

/23 P ¥iew - Microsoft Internet Explorer o] x|

2004

Fiscal Year | Department [ Ageney IPrngrarnI Objective I Pl IInfonnation}

01 Executive Department (2004) -
044 Department of State (2004)

04B Department of Justice (2004)

04C Department of Elections and Registration (2004)

04D Lieutenant Gowvernar (2004)

04E Department of Treasury (2004)

04F Deparment of Public Service (2004)

04G Department of Agriculture and Forestry (2004)

04H Departrment of Insurance (2004)

05 Depadment of Ecanomic Develapment (2004)

06 Department of Culture, Recreation, and Tourism (2004)
07 Depadment af Transporation and Dewvelopment (2004)
08A DPSC- Correction Services (2004)

08B DFSC- Fublic Satety Services (2004)

09 Depantment of Health and Hospitals (2004) =]
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3. When you select CLICK HERE TO GO DIRECTLY TO THE LaPAS VIEW FUNCTION, a page containing a list of fiscal
years for which performance information is available will appear. LaPAS defaults to the most recent fiscal year. If you
wish to view some other fiscal year, select that fiscal year. The default or selected fiscal year appears at the top of the
screen.

/3 PI View - Microsoft Internet Explorer _io x|

2004

D4H Department of Insurance (2004)

Fiscal Year [ Department I Agency Ingram I Objective I Pl I Information 1
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4. Click on the Department tab in order to display a list of all the state department numbers and their schedule numbers.

/3 PI ¥iew - Microsoft Internet Explorer o x|

2004

Fiscal Year I Department [ Agency TPrngramT Objective I Pl Tlnfonnationw

01 Executrye Department (2004) -
044 Department of State (2004)

4B Department of Justice (2004)

04C Department of Elections and Registration (2004)

04D Lieutenant Gowernar (2004)

04E Department of Treasury (2004)

04F Deparment of Fublic Service (2004)

04G Deparrent of Agriculture and Forestry (2004)

04H Deparment of Insurance (2004)

05 Deparment of Economic Dewvelopment (2004)

06 Deparment of Culture, Recreation, and Taourism (2004)
07 Deparment of Transpontation and Development (2004)
084 DFSC- Carrection Services (2004)

08B DFSC-Fublic Safety Services (2004)

09 Deparment of Health and Hospitals (2004) d!
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5. Select the department for which you want to view performance. The schedule number and name of the selected
department will appear at the top of the screen.

/23 P View - Microsoft Internet Explorer i x|

2004

12 Departmert of Revenue (2004)

Fiscal Year | Department [ Agency IPrugramI Objective I Pl ‘[Infon'nation}

08B DFSC-Public Safety Services (2004) |
09 Deparment of Health and Hospitals (2004)

10 Deparment of Social Services (2004)

11 Deparment of Natural Besources (2004

2 Deparment of Resvenue (2004)
13 Deparment aof Environmental Cuality (2004)
14 Depanment of Labor (2004)
16 Deparment of Wildlife and Fisheries (2004)
17 Depanment of Civil Service (2004)
194 Higher Education (2004)
19B Special Schools and Commissions (2004)
190 Department of Education (2004)
19E L5 Health Sciences Center (2004)
20 Other Requirements (2004)
21 Ancillary Appropriations (2004) -

Then click on the Agency tab to display a list of the agencies (budget units) in the department you selected.
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6. When you click on the Agency tab, a list of the agencies (budget units) that are part of the department that you have
selected will be displayed.

/23 P Yiew - Microsoft Internet Explorer _|ol x|

2004

12 Department of Revenue (2004)

Fiscal ‘rearI Deparlmeni] Agency .[Prugram‘[ Objective I Pl I Inl‘nrrnatiunw

440 Office of Revenus (20047
441 Louisiana Tax Commission (20047
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7. Select the agency (budget unit) for which you want to view performance. The number and name of the selected agency
will appear at the top of the screen. Click the View button to retrieve and view all performance information for this agency.
Or, you may narrow the number of performance indicators displayed by drilling down further—to program, objective, or
individual performance indicator.

/23 P View - Microsoft Internet Explorer i x|

2004
12 Departmert of Revenue (2004)

440 Office of Revenue (2004)

Fiscal YearIDepartmem] Agency '[Prugram‘[ Objective I Pl ‘[Infon'nation}

To viewy Quarterly data for selected Agency click View |

440 Oifice of Revenue (20041
441 Louisiana Tax Commission (20047

If you wish to drill down further, click on the Program tab.
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8. If you click on the Program tab, LaPAS will display a list of programs in the selected agency.

/23 P View - Microsoft Internet Explorer i x|

2004

12 Departmert of Revenue (2004)
440 Office of Revenue (2004)

Fiscal ‘rearI Department I Agenny] Program [ Objective I P I Inl‘nrmatiuﬂ

& Tax Collection (20044
B Alcohol and Tobacco Control (20047
C Office of Charitable Gaming (2004
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9. Select the program for which you want to view performance. The alpha identifier and name of the selected program
will appear at the top of the page. To retrieve all performance information for that program, click on the View button.
Or, you may drill down further before retrieving information.

/23 P Yiew - Microsoft Internet Explorer

A Tax Collection (2004

Fiscal ‘rearI Department I Agenny] Program [ Objective I Pl I Inl‘nrrnatiunw

To wieww Quarterly data for selected Program click e |

A Tax Collection (2004
B Alcohol and Tobacco Control (20047
C Office of Charitable Gaming (2004

If you wish to drill down further, click on the Objective tab.
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10. If you click on the Objective tab,.LaPAS will display a list of objectives in the selected program.

/23 PI ¥iew - Microsoft Internet Explorer _(olx]

2004

12 Department of Revenue (2004
440 Office of Revenue (2004)

M Tax Collection (2004)

Fiscal ‘f’earI Department I Agency Ingram ] Objective [ Pl I Information ]

1 Increase the percentade of tax returns filed electronically by 29%. (20047

2 Maintzin the averade return processing time to 175 business days through 2004, (20047

3 Maintain the percentage of problem-free individual income tax returns by 95% throuwdgh 2004 . (20047

4 Maintzin the percentage of problem-free sales tax return to 899, (20047

3 Maintain the percentage of taxpayer correspondence answered within 50 days of receidt to S0.5%. (2004

B Increase the percentage of department operational ohjectives achieved to 100%. (20047

7 To abtain no maore than 8 repartakle audit findings, (20047

g Maintain the percertage of total revenue collected for business taxes that iz deposited electronically by 66%. (20047
9 Increase the percentage of total revenue collected for individual taxes that is deposited electronically to 2.0%. (20047
10 Increasze the percentage of total revenue collected that is deposited in 24 hours to 63%. (2004

11 Increasze the percentage of all business accounts audited to SE5%. (2004)
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11. Select the objective for which you want to view performance. The number and text of the selected objective will
appear at the top of the screen. Click on the View button to retrieve performance information for the selected
objective. Or, you may drill down to the individual Performance Indicator (PI) level.

/3 PI Yiew - Microsoft Internet Explorer _io x|

2004
2 Departmert of Revenue (2004)
440 Office of Revenue (2004

£ Tax Collection (2004)

1 Increase the percentage of tax returns filed electronically by 2%. (2004)

Fiscal YearI Department T Agency IPrugram ] Objective [ Pl T Information w

Folder Tab ImageMap

To wieww Quarterly data for selected Objective click e |

1 Increase the percentade of tax returns filed electranically by 2% . (20047

2 Maintain the averadge return processing time ta 17 .5 business days through 2004 (2004

3 Maintain the percertage of problem-free individual income tax returns by 93% through 2004 (20047

4 Mairtain the percertage of problem-free sales tax return to §3%. (20043

3 Maintain the percertage of taxpayer correspondence answered within 30 days of receipt to S0.5%. (2004

G Increase the percertade of department operational objectives achieved to 100%9%. (20047

7 To abtain no maore than & reportable audit findings. (20047

& Maintain the percertage of total revenue collected for business taxes that iz deposited electronically by 6% (2004
9 Increase the percertaae of total reverue collected for individual taxes that iz deposited electronically to 2.0% . (2004
10Increase the percentage of total revenus collected that is deposted in 24 hours to 65%. (2004

11 Increase the percentadge of all business accounts audited 0 365%. (20047

If you wish to view information for an individual performance indicator under an objective, click on the PI tab.
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12. |If you click on the PI tab, LaPAS will display a list of performance indicators under the selected objective.

/3 PI Yiew - Microsoft Internet Explorer _io x|

2004

12 Department of Revenue (2004)
440 Office of Revenue (2004

£ Tax Collection (2004)

1 Increase the percentage of tax returns filed electronically by 2%. (2004)

Fiscal YearI Department T Agency IPrugram T Objective ] Pl | Information

1 Percentace of tax returns filed electronically (20047
2 Total nuinber of returns filed electronically (2004
3 Total nuinber of returns filed C2004)
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13. Select the performance indicator for which you want to view performance information. The number and name of the
selected performance indicator will appear at the top of the screen. Click on the View button to retrieve performance
information for the selected performance indicator. There are no lower or more specific levels after the PI level.

/3 PI Yiew - Microsoft Internet Explorer _io x|

2004
12 Department of Revenue (2004)

440 Office of Revenue (2004
£ Tax Collection (2004)

1 Increase the percentage of tax returns filed electronically by 2%. (2004)
1 Percentace of tax returns filed electronically

Fiscal Year | Department | Agency | Program | Objective Pl | Information

Ta viewe Quarterly data for selected Pl click " 19W |

1 Percentace of tax returns filed electronically (20047
2 Total nuinber of returns filed electronically (2004
3 Total number of returns filed (2004
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14. The View button allows you to retrieve and display quarterly report information for the performance indicators. When
you click on the View button, you will see all of the quarterly performance information for the performance indicator(s)
at the level you have selected (that is, Agency, Program, Objective, or Performance Indicator). The drill-down track
appears at the top of the screen; so you will know where the retrieved indicator(s) is/are located.

/2 Quarter Information - Microsoft Internet Explorer _io| x|

File Edit ‘ew Favorites Tools  Help |
= Back ~ mp - @ ﬁ | @Search @Favorites @Media ®| %v g ]

Fiscal Year 2004

|Deparl:ment|l2 - Department of Revenue
|Agenl:y |440 - Office of Bevenue
|Prog;ram |A - Tax Collection

|Dbje|:tive |l - Increase the percentage of tax returns filed electromcally by 2%.

[PI Num it

|PI Name |Per|:entage of tax returns filed electronically

[PI Level [PI Format Prior Year Actual [Perf Standard [PS Revised [Final Variance (%) [Var Ind [PI Code
i % | |18 | | P 114048

|Quarter |Ta.rget |A|:tual |Variam:e (%) |Agency Head Approval |Periud Code

1 | | | | |
| | | | |
3 | | | | |
| | | | |

|Q1 Notes |
|Q2 Notes |
|Q3 Notes |
|
|

|Q4 Notes
|Yearend Notes

Hstert| | ) & 0 © 7| B B @ | B | S B B S B B | £ BB [BODREE ss7em




Ty

Rerformance Accountability System Instructions for LaPAS View Function — Page 15

The information displayed for each performance indicator, or PI, includes the following:

e Pl Number — This number reflects the order in which the performance indicator appeared under its objective.

e Pl Name

e Pl Level — The indicator will be key (K), supporting (S), or general performance information (G) level. Key Pls are reported each
guarter; supporting and general indicators at mid-year (Second Quarter) and yearend (Fourth Quarter).

e Pl Format — All Pl values in LaPAS are numeric. This field indicates whether the values represent numbers, dollars, or
percentages.

e Prior Year Actual — This is the prior fiscal year yearend value for the PI.

o Performance Standard — This is the expected level of performance at the budgeted level for the current fiscal year.

e Performance Standard Revised — If the performance standard at initial enactment of the appropriation instrument has been
modified during the fiscal year, then a “Y” will appear in this cell.

e Final Variance (%) — At yearend, LaPAS compares the annual performance standard and the cumulative yearend (Fourth Quarter)
actual performance. LaPAS calculates and displays a variance. Variance is the percentage difference between performance
standard and yearend actual performance for the current fiscal year.

e Variance Indicator — A “P” in this cell indicates that a positive variance from standard is a good thing; an “N,” that a negative
variance is a good thing. LaPAS defaults to “P” but agencies have the ability to designate “N” if desired.

e Pl Code- This is the permanent tracking code assigned by LaPAS to an individual performance indicator. Pl Code allows the
indicator to be tracked and viewed across fiscal years.

e Quarter — This column identifies the four quarterly reporting periods for the current fiscal year.

e Target — This column contains quarterly interim targets for the current fiscal year. Agencies may manage their own targets in a
forward manner. Targets for all key and supporting indicators are first entered during the First Quarter. After that, agencies may
modify quarter targets in those quarters that occur after the one in which the agency is reporting. For example, in the second
guarter, an agency may revise targets for Third Quarter and Fourth Quarter. Targets should be cumulative.

e Actual — This column contains figures for quarterly actual performance in the current fiscal year. Actuals should be cumulative.

e Variance (%) — This column displays the variance (percentage difference) between quarterly interim targets and actual quarterly
performance figures.

e Agency Head Approval — This column displays a “Y” if the information reported by the agency each quarter was approved by a
designated agency approval authority.

e Period Code — This column indicates the reporting period during which performance information was submitted by the agency. If
a cell in this column is blank, then the indicator was not reported for that quarter. Period codes are:

o0 Regular Period (RP) — Report was submitted during the regular reporting period—that is, by the statutory deadline.

0 Late Period (LP) — Report was submitted during the late reporting period—that is, after the statutory deadline but before
the end of the 10-day grace period allowed by law. Any report not submitted by 10 days after the statutory deadline is
considered delinquent.

0 Closed Period (CP) — Report was submitted during a period in which LaPAS was closed for regular and late reporting.
Since special access is required for reporting during closed period, this generally signifies that the agency’s report was
delinquent.
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Q1 Notes — Explanatory notes or comments related to Quarter 1.

Q2 Notes — Explanatory notes or comments related to Quarter 2.

Q3 Notes — Explanatory notes or comments related to Quarter 3.

Q4 Notes — Explanatory notes or comments related to Quarter 4.

Yearend Notes — Explanatory notes or comments related to yearend performance and the variance between annual performance
standard and yearend actual performance.

By statute, agencies are required to explain any quarterly or yearend variance that exceeds 5%. Agencies also may use the notes
fields to explain why quarterly targets have been modified or provide explanatory information about the way in which actual data were
gathered, analyzed, or reported. The notes fields are generous; up to 8,000 characters may be entered.

15. Click on the Information tab of any View screen to see information about that screen.

16.Using your browser print function, you may print performance indicator quarterly information. Once you retrieve a
guarterly report screen, simply click on your browser print icon or select File/Print. Because explanatory note fields
may vary in size (depending upon how lengthy agency notes are), no automatic page breaks have been programmed
in the LaPAS quarterly information screens. If you opt to print the quarterly Pl information at a high level (agency or
program), then printout volume may be large. It is suggested that you drill down to the level that you wish to view
and/or print.



