Get the Spreadsheet
Download the spreadsheet file at:
https://d3n8a8pro7vhmx.cloudfront.net/gpnys/pages/1367/attachments/original/1503435078/NYHA_Assessment_Work_Sheet_GPNY.xlsx?1503435078
Open the file in Microsoft Office, LibreOffice, or Apache OpenOffice
Collect Your Data 

A. Salaries. 
1. Type seethroughny.net/payrolls into your browser. 

2. Confirm that the "Year" is selected to be 2016. 

3. Click "Branch/Major Category". Choose and click one, "county", "city", "town", "village", or "schools". 

4. Click "Agency". Type in the name of your entity. Click the box of your entity. 

5. Click "Total Pay". Write down this number. You will compare it to the total you generate to confirm you have not lost anyone. 

6. Scroll to the end of the list. If you are prompted to, "Load more results", click on the prompt and go again to the bottom of the list. Repeat if so prompted. If no prompt appears, you should have everyone. Note that the payments at the bottom of the list are small. 

7. Mark the whole table, dragging curser top left to bottom right. Confirm that all salaries are marked. (Don't worry about copying name or other data we won't use. We'll clean it next). Type Ctrl C. 

8. Open a new MSWord file. Type Ctrl V. 

9. Open your Excel "NYHA Work Sheet" template. Use "Save As" to place your file in your Desktop folder . Click cell C1, and change the name of the file to "Your Entity NYHA Work Sheet". Click "Save." 

10.  In the MSWord file: Mark the salary column by placing the curser on the top salary in the column and dragging it to the last salary. Type Ctrl C. 

11. Go to Excel worksheet you have opened (titled "Your Entity NYHA Work Sheet"). Click cell, "M1" Type Ctrl V (to paste). Save salary list typing Ctrl S 

12. Mark the salaries in the highest bracket, (over $200k or if none, $100k - $200k) dragging your cursor from the highest to the lowest salary in that bracket. (Refer to the brackets listed above). Type Ctrl C. 

13. Click cell N1, type Ctrl V. 

14. Return to Column M, placing your curser on the highest salary in the next bracket. Drag the curser to the lowest salary in that bracket. Type Ctrl C. 

15. Place the curser in cell O1. Type Ctrl V. Repeat process until all salaries have been transferred to separate columns. 

16. When all salaries have all been transferred, Click the last salary in Column N. Note the highlighted row number at the Left of the spread sheet. This is the number of salaries in first group. Write it down. Click first cell below the first column. In the "Cells" Tool Bar, click the Greek letter "Sigma" (∑ AutoSum); then press "Enter". This is the total pay in that group. Write it down. Repeat with each column (click last cell, record the number of salaries, click below column, "Sigma", "enter", record the total group pay). After all group salaries have been counted and then added, type Ctrl S, to save your work. 

17. Click the last salary in Column M. Note the highlighted row number at Left side of the spread sheet. That will be the number of employees at your entity. Write it down for later comparison to the spread sheet total. 

18. Enter the "number of salaries" for each bracket (group) to the working part of the spread sheet (B4-B9). Enter the "total pay" numbers for each bracket (group) to the working part of the spread sheet (C4-C9). Confirm that total number of employees and total salaries agree with your recorded numbers. It is easy to make a mistake in transcribing the numbers. Type Ctrl S. 

Hints: if you have windows 10 the excel will work.  If  you have an older version and your data is not calculating you might need to reformat the worksheet from text to general.  For an easy solution go to: http://www.excelfunctions.net/FunctionWontCalculate.html#CellDisplaysFunction

B. Total Budget 

The Total 2016 Budget for towns, cities, and counties (for school districts, 2016-2017) can usually be obtained from on-line documents published by the entity, often as a public presentation. It takes some searching to make sure the total is complete. The entity may divide the budget into "Funds" of various kinds. Occasionally a call to the bookkeeper or financial officer may be required. Enter that large number to cell D14 

C. Health Care Expenditure 

This figure will be listed in the budget as an Employee Benefit. In school districts and town budgets, look for an account numbered: "9060.8" or "6960". It may be described as "health insurance" or "dental" "medical and hospitalization" It may also be divided among various "Funds". Sometimes a health insurance number will be included in a public presentation, which can then be found on-line. On occasion a call to the bookkeeper or financial officer may be required. Enter health care expenditure number in cell D15. 

Edit the spread sheet to make it specific for your entity. (Cell C1 for entity name in title, cell A20 for entity name in conclusions, cell C21 for current cost and 

