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SECTION ONE:  Access 

 
A. Logging Into LOGERX for the First Time 
 
1) Go  http://logerx.myfloridacfo.gov/ and click User Login. 

2) Select “Forgot your password?” on the screen you are directed to, input your email 
address, and then select the “Send verification code” button. This will send an email 
with a 6 digit verification code. 

3) Select the “Continue” button and input the verification code from the email.  

4) Create your password and log into the system 

 
NOTE:  Passwords must be at least eight characters and are case sensitive. 
 

If you receive the error “A user with the specified credential could not be found,” reach out 
to your entity’s Primary Editor, who is responsible for account set up. If there is no 
Primary Editor, reach out to the DFS Local Government team.   

 
 

B. Logging Into LOGERX  
 

1) Go  http://logerx.myfloridacfo.gov/ and click User Login. 

2) For the username, input your email address that is registered in the system.  

3) Input your password and log into the system 

 
If you receive the error “A user with the specified credential could not be found,” reach out 
to your entity’s Primary Editor, who is responsible for account set up. If there is no 
Primary Editor, reach out to the DFS Local Government team.   

 
 

C. Forgot/Reset Password 
 

1) Go  http://logerx.myfloridacfo.gov/ and click User Login. 

2) Select “Forgot your password?” on the screen you are directed to, input your email 
address, and then select the “Send verification code” button. This will send an email 
with a 6 digit verification code. 

3) Select the “Continue” button and input the verification code from the email.  

4) Update your password and log into the system 

 
NOTE:  Passwords must be at least eight characters and are case sensitive. 

http://logerx.myfloridacfo.gov/
http://logerx.myfloridacfo.gov/
http://logerx.myfloridacfo.gov/
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If you receive the error “A user with the specified credential could not be found,” reach out 
to your entity’s Primary Editor, who is responsible for account set up. If there is no 
Primary Editor, reach out to the DFS Local Government team.   

 
 

What if the LOGERX site does not load? 
 
You may need to clear your browser history. To do so, click CTRL + H. On the History Tab 

that appears, click the trash can to clear browsing data. 

 

A new tab will open up. For Time range, select “All time.” Then click “Clear now.” After 
that, refresh the LOGERX site and the Login page should load. 
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D. Main Menu Screen 
 
On the Main Menu screen, users assigned to multiple entities must select the 
appropriate Entity from the left-hand panel Entity Selector. After selecting your Entity, 
you can select AFR Management, Entity Management, Reports, or Manuals.  AFR 
Management allows you to view, submit, or modify the Annual Financial Report (AFR). 
Entity Management allows you to update your contact information and verify your local 
government staff and access. Reports allows you to view public reports submitted to the 
Department and generate your own. Manuals holds different resources and information 
that may assist with AFR submission. 
 

 
 

NOTE:  The Entity Management tile will only be available to Editors.  
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SECTION TWO: Entity Management 
 
On the Main Menu screen, users assigned to multiple entities must select the 
appropriate Entity from the left-hand panel Entity Selector. Keeping entity contact 
information up to date is extremely important. Department staff may need to reach out 
regarding discrepancies or clarifications. Under Entity Management, you can ensure that 
information is accurate.  
 
NOTE: If you are logged in as a Third-Party user, you will NOT have access to Entity 
Management. 
 

1. From the Main Menu Screen, click on Entity Management. 

 

Create Users 
 

1. Click Create User. Enter in the user’s email address in the Email section and wait 
several seconds; the system will check if the email is already regsitered. The 
following screen will appear if the user is not registered in LOGERX. 
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a. Input the new user’s information. The email address input here will be the 
user’s login name. 

NOTE: If the email is already registered in the system, the 
information will be completed automatically. If it is not, you will be 
able to fill it in. Attempting to enter information before the 
system can complete its check will result in the information 
being cleared once the check is done. 

b. Complete the User Assignment Information. 
1) Report Access: Select the box next to AFR. 
2) Assign Access Role and User Role: Access Role defines the 

permissions a user has. The User Role defines who they are. 
Choose from the following: 
i. Editor: Editors can access and edit the local government’s 

AFR information regardless of their user role. If the editor is 
given the User Role of “Primary,” then that person can edit 
and remove users on this page. The onus of who has access 
to the AFR and what kind of access they have is on the local 
government’s Primary Editor. Editors with the User Role of 
“Secondary” can only access, edit, and submit the AFR. 

ii. Third Party: Third Parties are also able to access and edit the 
local government’s AFR. However, third-party users will not be 
able to access the Entity Management section or the 
Certification section.  

iii. Notification: This is a courtesy Access Role. This user has no 
access to LOGERX but receives communication from the 
Department of Financial Service’s Local Government team. 

c. After all necessary information has been completed, the Create User button 
will turn green. Clicking this will register the new user. 

 
As users are added, their information will be visible under the blue header.  
 

 
 

After the local government establishes their users and their user access roles, the 
usernames to access LOGERX will no longer be the Entity ID, but the users’ email 
addresses.  
 
Registered users will be able to set their password via the “Forgot your password?” link 
on the login page and the request will be sent to the email address input on LOGERX.  
 
People who are not registered will be unable to request a password reset; they must 
reach out to their local government’s Primary Editor or the DFS Local Government 
team to become an established user in the system. 
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Deauthorize Users 
To remove a user, click on the user name in the list. The first screen will appear with the 
user’s information, along with three new buttons. Click the “Deauthorize” button to remove 
the user. The “End” column in the list will be filled in with the date the user was 
deauthorized. 
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SECTION THREE:  Annual Financial Report (AFR) 
Management 
 

1. From the Main Menu Screen, click on AFR Management. 

 

2. If you have access to multiple entites, choose the appropriate entity by searching the 
entity’s name, or searching the Entity ID under Entity Selector. Otherwise, your entity 
will automatically be selected. 
 
 

 

 

 

 

3.  Click the radio button of the appropriate fiscal year under Choose AFR. 
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Submission Process Tracker and Current Information 
 

After the appropriate year is selected, the following information will be displayed on every 
page in LOGERX. 
 
Submission Process Tracker displays each section of the AFR on the left-hand side of 
the site. Using this, each section required for AFR submission can be accessed. Some 
pages may be not appear due to the reporting requirements of the Entity Type. 

• Summary 

• Import AFR Data 

• Reports  

• Errors 

• Balance Sheet 

• Revenues 

• Expenditures 

• Long-Term Debt 

• Supplemental Information  

• Affiliated Entities (Counties and Cities Only) 

• Audit 

• Certification 
 

Whenever changes are made to the AFR, the option to save or undo the changes will be 
in the Submission Process Tracker. To Submit your AFR, you MUST save your 
progress. Closing your web browser without saving will erase all unsaved progress.  
 
To navigate to a different fiscal year after editing your AFR, either save or undo any 
changes made to the AFR you are currently on. Otherwise, the buttons will be greyed out. 

If you save while completing the AFR, any errors ( ) or warnings ( ) will appear in 
the Tracker to give you information. More information is available in the Errors Section or 

the AFR Assistance Window ( ) To submit your AFR, each section must be completed 

properly, which is indicated by . Additionally, completed sections will move from the 
Not Completed part of the Submission Process Tracker to Completed. Once your AFR is 

submitted, sections will be locked ( ). 
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Current Entity displays general entity information on the right-hand side of the site. 

 
Current AFR displays information relevant to the AFR currently selected on the right-
hand side of the site. This information will update as the AFR is being completed. 
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AFR Statuses – Expained 
 
The default status of the AFR is Not Reported. Once you save your information, the AFR 
Status is upgraded to In Progress. When you certify and submit your AFR, the status 
becomes Certified by Entity. After Department staff reconciles the AFR to the provided 
audited financial statements or Data Element Worksheet, the status will become Verified 
by DFS. If the AFR does not reconcile to the audited financial statements or Data Element 
Worksheet, the AFR will be placed in Returned by DFS status until the data can be 
corrected. The user will then log into LOGERX to correct the incorrect data, resubmit the 
AFR on the Certification page, and the AFR will be in Re-certified by Entity status. 
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AFR Summary Page 
 

The History Tab on the AFR Summary page lists comments made by Department staff, 
bypass requests, and a history of who changed the status of the AFR and when. 
 

 
 
The Documents Tab on the AFR Summary page houses the most recent version of the 
AFR for a fiscal year and the audited financial statements (if applicable) uploaded into 
LOGERX. It will also show any additional documents submitted, such as community 
redevelopment agency audits, special district budget variance reports, impact fee 
affidavits, and impact fee exceptions or waivers. 
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The Bypass Requests Tab on the AFR Summary page will allow you to submit an 
Account Bypass Request. Submitting a Accont Bypass Request will allow the entity to use 
account codes it would not have access to otherwise. 
 

 
 

a. Choose Account – Select the type of account, either Balance Sheet, Revenues, 
or Expenditures, and then the desired Account Code. Once the desired Account 
Code is selected, a description of the code and its applications will appear in a 
green box on the right-hand side of the site. Clicking Read More > > will show all 
text related to the specific code.  

b. Request Bypass – Once the appropriate Account Code has been selected, click 
Request bypass to submit it to the Department.  

c. All Account Bypass Requests – Any requests made will appear here. It will show 
the Account Code, the Object Code if applicable, the Request Date, the 
Department staff’s Response Date, and the Status. 

d. Pending Bypass Requests – This table shows all requests that are awaiting the 
Department staff’s response. If necessary, a Bypass Request may be withdrawn 
by clicking the Withdraw button. 

e. Accepted Bypass Requests – This table shows all requests the Department staff 
have accepted for the entity. 

f. Rejected Bypass Requests – This table shows all requests the Department staff 
rejected. Further details and instructions will be sent via email to the entity contact. 

g. Withdrawn Bypass Requests – This table shows all requests the entity has 
withdrawn.  
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The Auditor Requests Tab on the AFR Summary Page will allow you to submit new 
auditor information if it is unavailable on the Audit Page. This is to put a CPA Company 
into the LOGERX system for the Auditor selector on the Audit Page. To allow an 
individual auditor access to your AFR, it must be done through the Entity 
Management tile on the Main Menu. 
 

1) All submitted requests will be shown on the right, as well as their status. Click 
Request New Auditor to begin the process.  

 
 
 

2) The tab will change to the following:  

 
 
Input the CPA’s name, email, and contact information. Click Create Auditor Request to 
submit it to Department Staff for review. Click Cancel Auditor Request to return to the 
previous tab. 



  

DEPARTMENT OF FINANCIAL SERVICES                                      
Division of Accounting & Auditing – Bureau of Financial Reporting 

  

  

 

 
Local Government Electronic Reporting in XBRL (LOGERX) 
Revised 01/2024  Page 16 of 57 

Beginning the AFR Submission Process 
 

Import AFR Data 
 
NOTE: The following section provides detailed instructions on how to import your AFR 
data into LOGERX using an Excel Spreadsheet Template. To manually input information, 
please skip this section and continue at Entering Financial Information. 
 

1) Click on Import AFR Data on the Submission Process Tracker. 
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2) The following screen will appear. 

 
Excel 
 
Step 1: Download a Custom AFR Data template – This will download a customized, 
entity-specific Excel Sheet to your computer. Do not make any adjustments to the 
formatting of the template. 
 

 
 

• There are two options to choose from:  A Blank Template will download a 
template with no information in it. This allows input of all relevant information. A 
Prior Year’s AFR Completed Template will download a template with information 
from the prior fiscal year already in it; the information will need to be updated to 
reflect the current year. 

o After clicking download, an Excel Workbook will be sent to your downloads 
folder. 



  

DEPARTMENT OF FINANCIAL SERVICES                                      
Division of Accounting & Auditing – Bureau of Financial Reporting 

  

  

 

 
Local Government Electronic Reporting in XBRL (LOGERX) 
Revised 01/2024  Page 18 of 57 

• When the workbook is opened, there will be different sheets available to submit 
Balance Sheet Items, Revenue, Impact Fees, Expenditures, Audit information, and 
Affiliates. You must click Enable Editing and Enable Content to input data on the 
sheet. 

o When submitting financial information, use whole numbers only. Do not use 
decimal points.  

o Cells marked with a  at the end will give more information regarding that 
specific cell if you hover your mouse over the cell. 

 
Enabling Macros 

• If, upon opening the Excel Spreadsheet, the following banner is at the top, then the 
spreadsheet will not work and your information will not upload into LOGERX.  

 
• To enable Macros, close out of the Excel Spreadsheet and open the folder where 

the spreadsheet is held. Right-click the spreadsheet and click Properties. 
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• On the General Tab, click the box next to Unblock at the bottom of the tab in the 
security section. Click OK, then click Apply. When you open your Excel 
Spreadsheet again, the macros should be enabled, allowing you to continue. 

 
 
If you are still unable to enable the macros, there may be a firewall blocking them. 
Reach out to your IT team for assistance.  
 

Step 1a: Inputting Balance Sheet and Revenues  on the Balance Sheet Tab and 
Revenue Tab of the Excel AFR Data Template 
 

• Inputting Balance Sheet and Revenue Items require no additional steps. After 
selecting the appropriate tab, the information can be input directly into the tables in 
the appropriate cells. 
 

Step 1b: Inputting Impact Fees on the Impact Fee Tab of the Excel AFR Data 
Template 
 

• When submitting Impact Fees, you must specify a Dwelling and Fee for each code. 

To do this, click the  next to the desired Impat Fee Code. This will add another 
row with two (2) additional cells under the Impact Fee Code. Click this button 
multiple times to add multiple rows. 

• Click on the added cell to highlight it and display the drop-down arrow

. You will be able to select the Dwelling Type in the left 
cell and the Fee Type in the right cell.  
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• Ensure that, when inputting financial information, it is entered in the correct cell. It 
must be entered in a green row. You will not be able to enter information on a 
white or blue row.  

 
Step 1c: Inputting Expenditures on the Expenditure Tab of the Excel AFR Data 
Template 
 

• When submitting Expenditures, you must specify an Object Code. To do this, click 

the  next to the desired Expenditure Code.This will add one (1) additional cell 
under the Expenditure Code. Click this button multiple times to add multiple rows. 

• Clicking on the cell will highlight it and display the drop-down arrow 

. You will be able to select the Object Code. 

• Ensure that, when inputting financial information, it is entered in the correct cell. It 
must be entered in a green row. You will not be able to enter information on a 
white or blue row.  

 

!!! If the Dwelling/Fee Types or Object Codes are not entered into the Excel 

Spreadsheet, or the wrong combination of Dwelling/Fee Types or Object Codes are 

entered, your Impact Fees/Expenditures will not upload into LOGERX. !!!  

 

!!!If a green row was inserted and does not have any financial information, your Impact 

Fees/Expenditures will not upload into LOGERX !!! 

 
Entering financial information in the incorrect row will generate the following pop up: 

 
 

 
 
 
 
Step 1d: Inputting Audit on the Audit Tab of the Excel AFR Data Template 
 

• The Audit information and Data Element Worksheet (DEW) information must be 
completed in LOGERX after the Excel Spreadsheet has been uploaded. The 
instructions for inputting the Audit or DEW information can be found in the Audit 
section of this manual. 

 
Step1e: Inputting Supplemental Information on the Supplemental Tab of the Excel 
AFR Data Template 
 

• Input the Population of your local government entity 
o NOTE: If this is not applicable to your reporting, you must input 0.  
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NOTE: The following are only requirements for Special Districts: 
 

• Under the Compensation Table, input the number of employees and contractors 
as well as their compensation. If this is not applicable to your reporting, you must 
input 0. 

• Under the Projects Table, input the name of the construction project, the amount 
spent on the project for the current fiscal year, and the total approved budget. Only 
projects with a total approved budget of $65,000 or greater are required to be 
reported. If there are no applicable projects to report, you must select the No 
Projects checkbox. 

o The Approved Budget refers to the total cost of the project for its lifetime.  
o The Expenditure refers to the cost of the project for the current fiscal year.  

 
NOTE: The following are only requirements for Independent Special Districts: 
 

• Under the Millage Rate Table, input the Category. Then either input the Rate OR 
the Minimum and Maximum. DO NOT complete both. Ensure that the correct 
information is being entered under the correct Rate Type (either Percent or Flat). 

• The Special Assessment Table is completed the same way as the Millage Rates 
Table. 

 

• Under the Bonds Table, input the Series Name, the Earliest Maturity Date, the 
Latest Maturity and the full Amount due in the proper cells. Ensure they are being 
entered under the correct type (either Ad Valorem or Non-Ad Valorem). 
 

NOTE: The Earliest Maturity and Latest Maturity Dates can be the same 
date if the bond does not have Earliest and Latest Maturity Dates. 

 
Step 1f: Inputting Long-Term Debt on the Long-Term Debt Tab Excel AFR Data 
Template 
 

• Debt is used to record a formal long-term debt balance. This could include but is 
not limited to notes, bonds, claims, and judgments. For AFR purposes, please 
exclude the following: compensated leave absences, other postemployment 
benefits (OPEB) liability, unscheduled landfill closure liability, pensions, 
prepayments made after the close of the fiscal year being reported, and current 
portion of the long-term debt (amount due within 1 year). 

 
NOTE:  A value must be entered into this field that is equal to zero (0) or 
greater.  No negative numbers may be entered.  
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Step 1g: Inputting Affiliates on the Affiliates Tab of the Excel AFR Data Template 
 
NOTE: If there are no Affiliates reported for your entity, this page will be unavailable.  
 

• For all Affiliates, select the reporting type using the drop-down arrow . 

• If the affiliated entity is not a component unit (NONCOMPO) or an independent 
component unit (INDEPEND), you will not need to input any additional information.  

• If the affiliated entity is a component unit (ZEROREPT, BLENDED, DISCRETE), 
input the Assets, Deferred Outflow, Total Liabilities, Deferred Inflow, Fund 
Balances, Total Revenue, Total Expenditures, and Total Debt. A value must be 
entered into these fields, even if that value is 0.  
 

Step 1h: Inputting Affiliates Supplemental Information on the Affiliates 
Supplemental Tab of the Excel AFR Data Template 
 
NOTE: If there are no Affiliates reported for your entity, this page will be unavailable.  
 

• Under the Compensation Table, input the number of employees and contractors 
as well as their compensation for each Affiliated Entity. 

• Under the Projects Table, input the name of the construction project, the amount 
spent on the project for the current fiscal year, and the total approved budget for 
each Affiliated Entity. Only projects with a total approved budget of $65,000 or 
greater are required to be reported. If there are no applicable projects to report, 
you must select the No Projects checkbox. 

o The Approved Budget refers to the total cost of the project for its lifetime.  
o The Expenditure refers to the cost of the project for the current fiscal year.  

 
Step 2: Upload AFR Data to create an AFR version  
 
Once the custom AFR Data Template is complete, select the information to upload into 
LOGERX.  
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You may upload all the information as a package, or as individual pages. The green 
upload button will be available once the upload page or package is selected via the check 
box(es). Select the upload button and, when the pop-up appears, select the Excel sheet 
that was downloaded, completed, and saved to your computer from Step 1.  
 
Optional: Download a Partially Completed AFR for additional editing, or a complete 
one for your records 

 
At any point during the AFR completion process, the information that has been uploaded 
into LOGERX can be downloaded, whether the information is manually input direct into 
the site or uploaded via Excel sheet or XBRL instance.  
 
HELP!!! The Excel Data Template isn’t working! What do I do? 
There are several reasons why the excel sheet may not be working. Here are a few of the 
common issues: 

• Have the macros been enabled? 
o The file may have opened in Protected View. There will be a yellow bar at 

the top of the excel sheet. First, click Enable Editing. Then click Enable 
Macros. 

 
• Is it a security risk? 

o Some computers have firewall settings that will not allow the macros to 
properly run. Contact your IT department to see if they can assist. 

 
 
!!! Uploading the Excel Data Template is NOT the same as submitting your AFR. 
Once the Excel Data Template is uploaded, any outstanding items MUST be 
completed, and the AFR Certified on the Certification page. !!! 
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Entering Financial Information 
 

All entities must report information regarding Balance Sheet Items, Revenues, and 
Expenditures. If information is not entered via the AFR Data Template, it can be manually 
input into LOGERX using the following instructions. 
 

1) Select the appropriate section to complete. 

 
 

2) Each page has multiple tabs. The Instructions Tab in each section gives an 
overview of applicable statutes and guidelines on completing each section.  

 
 
 
 
 
 
 
 
 

Depending on the selected section, clicking on either Balance Sheet Page (which include 
the Assets, Deferred Outflows, Liabilities, Deferred Inflows, and Fund Balances tabs), 
Revenues Page (which include the Revenues and Impact Fees Tabs), or Expenditures 
Page will change the view of the tab to the applicable table. This is where the monetary 
information will be submitted. 
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3) When the appropriate tab is selected, the following table will appear. 
 

 
 

a. Account Code – Click the  button next to Account Code.  This will generate a pop-
up to search for Accounts by the code or the name. 

 
i. Balance Sheet Items and Revenues will only need to be reported by Account 

Codes.  
 
 
 
 
 
 
 
 
 

 
ii. Impact Fees require Account Codes, Impact Fee Dwelling Types, and Impact 

Fee Schedules. 
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iii. Expenditures require Account Codes and Object Codes.  
 

 
Select the Account Code you require from the drop-down menus. Click Add to 
submit it or Cancel to close out of the pop-up. 

 

b. Expand/Collapse – Click the  button to show or hide the Object Codes and Impact 
Fee Dwelling Types/Impact Fee Schedules associated with a specific Account Code. 
This button is not available for Revenues or Balance Sheet Items. 
 

c. Add Object Code – Click the  button to add additional Object Codes and Impact 
Fee Dwelling Types/Impact Fee Schedules associated to the same Account Code. 
This button is not available for Revenues or Balance Sheet Items. 

 

d. Remove Account Code – Click the  button to remove an Account Code. Clicking 
this button next to an Object Code or an Impact Fee Dwelling Types/Fee Schedules 
will remove that specific sub-code without removing the Account Code itself. 

 
e. Input Financial Information – Once an Account Code has been added to the table, 

click the space under the appropriate category. The section selected will change to a 
green box. 

• Financial Information must be entered as whole numbers. Decimal points will 
not be accepted. 

• To enter in a negative, add the minus sign (-) first, then enter numbers. 
 

f. No Finances – The name of this button will change based on the section being 
edited. It could read No Balance Sheet Items, No Revenues, or No Expenditures. This 
must be checked if the entity has no finances in the section for the reporting period. 

• You will be unable to select No Revenues if there are either Revenues OR 
Impact Fees to report.  

 
g. Done – This checkbox must be checked for each section before the system will allow 

you to enter information in the Audit screen (you can’t certify the AFR until this box is 
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checked). Once all the Account Codes have been entered for the fiscal year, select 
Done. 

 
NOTE: The system will not allow you to edit lines if the Done box is checked. You must 
uncheck the box in order to make changes. 
 
NOTE: If you do not have access to a code required for submission, you can submit a 
Bypass request. This will send an email to Department staff. Please see Bypass request 
section.  
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Long-Term Debt 
 

Debt is used to record a formal long-term debt balance. Long-term debt does not include 
the amount due within the current fiscal year.   
 

1) To get started, click on Long-Term Debt in the Submission Process Tracker. 

 

2) The next screen will appear: 
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Include the following Items in your 
Long-Term Debt Calculation 

 Do NOT include the following Items in your 
Long-Term Debt Calculation 

- Revenue Bonds 
- Loans Payable 
- General Obligation Bonds 
- Arbitrage Rebate 
- Capital Leases 

 - Compensated Absences 
- OPEB Liability 
- Closure Liability 
- Unschedules Claims 

 
After adding the applicable items, subtract the Amount Due in One Year. A value must be 
entered into this field that is equal to zero (0) or greater.  No negative numbers may be 
entered.  
 

Supplemental Information 
 
1) Click on Supplemental Information in the Submission Process Tracker. 

 

2) The Population Tab requires the estimated population for your entity.  
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3) The Upload Exceptions Tab and the Upload Waivers Tab are used to fulfill 
163.31801(13)(e), F.S., which requires local governments to report “each exception or 
waiver provided for construction or development of housing that is affordable.” You will 
only be allowed to upload PDF documents. These documents will be housed in the 
Documents tab on the AFR Summary page. If the wrong document was uploaded, it 
can be deleted there. 
 

 

 
To upload your Impact Fee Exceptions/Waivers, click the green box on the appropriate 
tab and upload the PDF. A pop-up will state if the file upload was successful. If there are 
no Impact Fee Exceptions/Waivers, click the box “I have no Impact Fee 
Exceptions/Waivers” on the appropriate tab. 
 
4) The Upload Affidavit Tab is used to upload your Impact Fees Affidavit. This tab will 

only appear after Impact Fees have been input in the Revenue section. 

 
To upload your Impact Fee Affidavit, click the green box and upload the PDF. A pop-up 
will state if the file upload was successful. If Impact Fees are reported, the Impact Fee 
Affidavit is required. 
 

Supplemental Information for Special Districts 
 
All Independently Reported Special Districts have additional tabs on the Supplemental 
Information page to meet the reporting requirements in 218.32(1)(e)2-5, F.S. 
 
1) The Upload Variance Tab allows Special Districts to submit a budget variance report 

if the Special District amends a final adopted budget under 189.016(6), F.S. The PDF 
of the budget variance report must be uploaded prior to being able to submit the AFR. 
These documents will be housed in the Documents tab on the AFR Summary page. If 
the wrong document was uploaded, it can be deleted there. 

http://www.leg.state.fl.us/statutes/index.cfm?App_mode=Display_Statute&URL=0100-0199/0163/Sections/0163.31801.html
http://www.leg.state.fl.us/statutes/index.cfm?App_mode=Display_Statute&URL=0200-0299/0218/Sections/0218.32.html
http://www.leg.state.fl.us/Statutes/index.cfm?App_mode=Display_Statute&URL=0100-0199/0189/Sections/0189.016.html
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To upload your Budget Variance Report, click the green box and select the appropriate 
PDF from your files. A pop-up will state if the file upload was successful. If there is no 
Budget Variance Report, click the box next to “No applicable budget variance report.” 
 
2) The Other Tab has additional Sub-Sections for Special Districts to complete. 

NOTE: Dependent Special Districts who report their AFR independently (and 
audit, if applicable), will not have the sub-sections Millage Rates, Special 
Assessments, and Bonds. Only Independent Special Districts, as defined in 
189.012(3), F.S., are required to report those data elements. 

 
3) The Compensation Sub-Section allows a Special District to input the total number of 

employees, contractors, and their compensation into the table.  
NOTE: The employee pay period is for employees only. Per 218.32(1)(e)2.a., 
F.S., a dependent special district or an independent special district shall specify 
the total number of district employees compensated in the last pay period of the 
district’s fiscal year being reported. This box is used to define what, exactly, that 
last period is. 

 

 
 

NOTE: A value must be input – even if that value is zero (0). 
 

http://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=189.012&URL=0100-0199/0189/Sections/0189.012.html
http://www.leg.state.fl.us/statutes/index.cfm?App_mode=Display_Statute&URL=0200-0299/0218/Sections/0218.32.html
http://www.leg.state.fl.us/statutes/index.cfm?App_mode=Display_Statute&URL=0200-0299/0218/Sections/0218.32.html
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4) The Construction Projects Sub-Section allows a Special District to report each 
construction project over $65,000 the Special District approved for the fiscal year. 
Upon right-clicking the dark blue header and clicking the “Add new row” button, the 
following fields will populate: 
 

  
 
By right-clicking the dark blue header and clicking the “Add new row” button again, 

multiple projects can be added. Clicking the  icon will delete the row. If there are no 
construction projects that meet the requirements for reporting, you must select the “No 
Construction Projects” checkbox in order to submit your AFR. 

NOTE: While the Special District may not spend over $65,000 on a project in the 
given fiscal year, it must still be reported if the total approved budget of the project is 
over $65,000. 

• For example, a project to repair roads is approved with a total budget of 
$70,000. In the 2022 fiscal year, the Special District spends $15,000 on the 
project. On the AFR, the Special District must state the project name and 
report the $15,000 in the Expenditures column and $70,000 in the Approved 
Budget column. 

 

Once a row is properly completed, the  icon will change to the  icon, and the red 
outlines will disappear. 
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5) The Millage Rates Sub-Section allows Independent Special Districts who impose ad 
valorem taxes (Revenue Account Code 311.000) to report the millage rate or rates 
imposed by the district. Upon right-clicking the dark blue header, click either “Add Flat 
Row” or “Add Percent Row,” and the following fields will populate: 

 
By right-clicking the dark blue header, click either “Add Flat Row” or “Add Percent Row,” 

and multiple millage rates can be added. Clicking the  icon will delete the row.  

The Rate Category data field is used as an identifier between different rates (for example, 
a Category could be a Property Tax or a Sales Tax).  

Next, the Special District will then input either a flat rate in the Rate data field or a range 
in the Minimum and Maximum data fields. 

NOTE: If calculating by Percent, the columns will change the input number to the 
appropriate percentage. For example, entering 4 into the box will equate to 400%. 
Entering .2 into the box will equate to 20%. 

 

Once a row is properly completed, the  icon will change to the  icon, and the red 
outlines will disappear. 
 

6) The Special Assessments Sub-Section allows Independent Special Districts who 
impose special assessments (Revenue Account Code 325.xxx) to include the rate 
or rates imposed by the district. Upon right-clicking the dark blue header, click 
either “Add Flat Row” or “Add Percent Row,” and the following fields will populate: 

 
 

By right-clicking the dark blue header, click either “Add Flat Row” or “Add Percent Row,” 

and multiple special assessments can be added . Clicking the  icon will delete the row.  
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The Rate Category data field is used as an identifier between different rates (for example, 
a Category could be Sewer or Water lines).  

The Special District will then input either a flat rate in the Rate data field or a range in the 
Minimum and Maximum data fields. 

NOTE: If calculating by Percent, the columns will change the input number to the 
appropriate percentage. For example, entering 4 into the box will equate to 400%. 
Entering .2 into the box will equate to 20%. 

 

Once a row is properly completed, the  icon will change to the  icon, and the red 
outlines will disappear. 
 
 

7) The Bonds Sub-Section allows Independent Special Districts who have 
outstanding bonds to report the terms and total amount of those bonds. Upon right-
clicking the dark blue header and clicking the “Add new row” button, the following 
fields will populate: 

 

 
 
By right-clicking the dark blue header and clicking the “Add new row” button again, 

multiple projects can be added. Clicking the  icon will delete the row.  

The Special District must input the Bond Type (Ad Valorem or Non Ad Valorem), the 
Bond Series, the Earliest Maturity date, the Latest Maturity date, and the total outstanding 
Amount of the bond. The Earliest Maturity date and the Latest Maturity date can be the 
same date.  

If there are no bonds that meet the requirements for reporting, select the “No bonds” 
checkbox in order to submit your AFR. 
 

Once a row is properly completed, the  icon will change to the  icon, and the red 
outlines will disappear. 
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Affiliated Entities 
 
If an affiliated entity is determined to be a component unit as defined by Generally 
Accepted Accounting Principles, you will then be asked to enter their reporting type and 
total revenue, expenditure, and long-term debt balances if applicable. 
 

NOTE: If an affiliated entity is not a component unit, it is understood that the entity 
who is not a component unit will be independently reported for the fiscal year. 

 
1) Click on Affiliated Entities in the Submission Process Tracker. 

 

 

2) The Instructions Tab on the Affiliated Entities Page provides information 
regarding submission.  
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3) The Affiliated Entities Tab allows submission of the Affiliated Entity’s information. 
All affiliated entities will be listed in the table.  

 
 

 
 
Under Reporting Type, choose from either Not a Component Unit, Blended in Primary 
Report, Independently Reported, Discretely Reported, or Zero Revenues and 
Expenditures. 

If the affiliated entity is Not a Component Unit or is an Independently Reported 
Component Unit, you will not need to input any additional information.  

If the affiliated entity is a component unit, input the Assets, Deferred Inflow, Liabilities, 
Deferred Outflow, Fund Balances, Total Revenues, Total Expenditures, and Total Debt. A 
value must be entered into this field that is equal to zero (0) or greater.  

The primary government may need to input additional information, like Compensation, 
Construction Projects, or Budget Variance, for an affiliated entity that is a component unit. 
If this additional information is required, a Supplemental button will populate under the 
Affiliated Entities table once the Reporting Type has been selected. For instructions on 
submitting this information, please see Supplemental Information for Special Districts. 
 
NOTE: If the Special District is a Community Redevelopment Agency (CRA), the 
Reporting Type should reflect the Reporting Type listed in the Notes section of the 
primary government’s audit; this should not reflect if the CRA has an independent audit as 
required per 163.387(8)(a), F.S. See the next section for more information on CRAs. 

  

http://www.leg.state.fl.us/statutes/index.cfm?App_mode=Display_Statute&Search_String=&URL=0100-0199/0163/Sections/0163.387.html
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Community Redevelopment Agencies 
 

Community Redevelopment Agencies are separately identified at the bottom of the 
Affiliated Entities page due to the changes in 163.387(8), F.S. and 218.32 (3)(b), F.S. 
These updates state that each community redevelopment agency with revenues or a total 
of expenditures and expenses in excess of $100,000, as reported on the trust fund 
financial statements, shall provide a financial audit each fiscal year by an independent 
certified public accountant or firm by their primary government to the Department. 

 
 

1) If an audit was required due to the revenue and expenditure balances reported 
(pursuant to 163.387(8), F.S. and 218.32 (3)(b), F.S.) you will need to click Yes. If an 
audit was not required, click No.  
 

NOTE: You will not be allowed to select “No” to the question “Was an audit 
performed?” if an audit was required.  

 
2)  If Yes was selected, the following information will populate. 

  

http://www.leg.state.fl.us/statutes/index.cfm?App_mode=Display_Statute&Search_String=&URL=0100-0199/0163/Sections/0163.387.html
http://www.leg.state.fl.us/statutes/index.cfm?App_mode=Display_Statute&URL=0200-0299/0218/Sections/0218.32.html
http://www.leg.state.fl.us/statutes/index.cfm?App_mode=Display_Statute&Search_String=&URL=0100-0199/0163/Sections/0163.387.html
http://www.leg.state.fl.us/statutes/index.cfm?App_mode=Display_Statute&URL=0200-0299/0218/Sections/0218.32.html
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a) Audit Completion Date – Input the audit completion date. The correct audit 
completion date is the date under the signature of the auditor/audit firm. 

b) Choose Auditor – Search for the CPA Firm by typing in the auditor’s name 
or zip code. When the correct auditor is selected, the auditor’s contact 
information will automatically populate. 

NOTE: If the auditor is not listed, an Auditor Request can be 
submitted. Please see the Auditor Request section for more 
information. 

c) Submit Audit – Click the green button to upload a PDF copy of the CRA’s 
audit. Once uploaded, it will be available for view on the Documents tab on 
your AFR Summary page. If the wrong document was uploaded, it can be 
deleted there. 

NOTE: If the audit will be sent via email to 
localgov@myfloridacfo.com, click the “I will send you my Audit PDF” 
box. 

 
 
Once the audit is uploaded, the primary government must input the required supplemental 
information for the Community Redevelopment Agency. See Supplemental Information for 
Special Districts for instructions on how to submit the information. 

  

mailto:localgov@myfloridacfo.com
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Audit 
 
The Audit section of the AFR will need to be completed before the AFR can be submitted. 
The Done box in both the Revenues and Expenditures sections must be checked in order 
to complete the Audit section. The revenue and expenditures amounts entered will 
determine if an audited financial statement is required for the reported year.  
 

1) Click on Audit in the Submission Process Tracker. 

 
 
LOGERX will automatically determine if an audit is required. If an audit is not required and 
was not performed, continue to the Data Element Worksheet section for instructions. 
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1) The next screen will appear if all information has been properly submitted: 
 

 
a) Audit Completion Date – Input the audit completion. The correct audit 

completion date is the date under the signature of the auditor/audit firm. 
b) Choose Auditor – Search for the CPA Firm by typing in the auditor’s name 

or zip code. When the correct auditor is selected, the auditor’s contact 
information will automatically populate. 

NOTE: If the auditor is not listed, an Auditor Request can be 
submitted. Please see the Auditor Request section for more 
information. 

c) Submit Audit – Click the green button to upload a PDF copy of your audit. 
Once uploaded, it will be available for view on the Documents tab on your 
AFR Summary page. If the wrong document was uploaded, it can be 
deleted there. 

NOTE: If the audit will be sent via email, click the “I will send you my 
Audit PDF” box. 
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Data Element Worksheet (DEW) 
 
If an audit was not performed and DEW was selected to the question “Was an audit 
performed?” the next screen will appear. 
 
1) Below is the Auditor General’s Data Element Worksheet.  Its completion is required 

pursuant to statute if the independently audited financial statements were not required. 
The AFR cannot be submitted without the completion of the independent auditor 
information (above) or the Auditor General’s Data Element Worksheet. 
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2) Click the fields in the Amount column to the right of the data elements to input 
amounts. An amount must be entered in each section, even if it is zero (0). 
 

  
 

3) The definition of each data element and how to calculate each data element will 
appear on the far right in a green box. Click Read More > > to see the full text. 
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Certification 
 

Before electronically submitting the AFR, the local government entity must electronically 
certify the submission.  
 
1) To begin the certification process, click Certification in the Submission Process 

Tracker. 
a. If your access role is Third-Party, you will not have access to the 

Certification page. 
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2) The next screen will appear: 
 

 
 
Any two of the local government’s employees must electronically certify the submission.   
Each can attest to the final questions concerning financial emergency. This information 
can be found in the Financial Condition and Management section of the audit. 

 
Supporting documentation will automatically be completed based on the information 
provided in the Audit Section. 

 
The two employees must complete the Certifier One and Certified Two sections.  Each 
must click the I Agree to the Terms and Conditions box.  

 
You must click Submit AFR to submit your AFR. 
 
3) If there are any sections left incomplete, the Save and Submit AFR button will be 

unavailable.  
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Clicking on There are still outstanding items to complete prior to submitting the AFR 
will open the AFR Assistance window, which will show what information needs to be 
completed. More information is available in the Errors section. 

 
4) Once the AFR is successfully submitted, a pop-up will appear and indicate that the 

upload is complete. The Submission Process Tracker will lock the pages of the AFR 
from additional editing. The AFR will move from the Not Submitted section to the 
Submitted section and its status will change to Certified by Entity. 
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Reports 
 

1) Click on Reports in the Submission Process Tracker. 

 
 

2) The following page will populate. 

  
 

Reports can be accessed from the Annual Financial Report buttons. These reports outline 
the information that was submitted in the AFR that can be printed or saved for your 
records. 
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Errors 
1) Click on Errors in the Submission Process Tracker. 

 
 

As the AFR is being completed, the Errors section can be accessed at any time. If the 
Save button in the Submission Process Tracker is clicked while submission is in progress, 
it will visually indicate which sections require corrections. 
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Yellow ( ) indicates an error. Red ( ) indicates a warning. Each of these will need to 
be addressed before the AFR can be submitted. There are two places to get more 
information on these issues: The Errors Section or the AFR Assistance window. 
 

1) The Errors Section will give details on which sections have errors and why. 
 
 
 
 
 

2) Click the  button to expand the table and view the error details. 

 
Clicking the buttons under the Account column will generate additional information on the 
right-hand side of the site in a green box. As sections are corrected and the AFR saved, 
the errors will be removed from the Errors Section. 
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3) The AFR Assistance window can be accessed by clicking the  button on the 
upper right-hand corner of the site. A window will populate with details regarding 
the errors. 

 
The blue title panels indicate which section has the warning or 
stop. 
 
By clicking the blue title panels, they will expand to show 
details regarding what must be done to clear the error. 
 
By clicking the white error messages, the user will be taken to 
the error itself. 
 
As sections are corrected and the AFR saved, the errors will 
be removed from the AFR Assistance window. 
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SECTION FOUR:  Reports 

The reporting module is available to local governments, legislative and executive branch 
staff, and the public. 
 
First, from any screen in LOGERX, click the menu button and click Public Reports. You 
do not have to be logged in to access the Reports. 
 

 
 
The following page will appear. The different reports to select from are  Submitted AFR 
Reports, System Generated Reports, Create Your Own Report, and Visualization. 
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Submitted AFR Documents 
 

The following screen will populate when Submitted AFR Documents is selected. 
 

 
 
To view AFRs, and the documents submitted therein, submitted by entity, search for the 
entity by name or entity ID from the drop-down menu. Then select the appropriate fiscal 
year.  
 

 
 

The Public reports will then be generated. Click the green button to download the report. 
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System Generated Reports 
The following screen will populate when System Generated Reports is selected. 
 

To select a report: 

 
1. Choose the year. 
2. Choose the report. 
3. Choose the report format type. 
4. Click Get Report. Give the system a minute or two to generate the information. 
 
The data in the reports is live. Only one fiscal year can be chosen for each report at a 
time due to the size of the reports generated. 

 

You have the option of generating the selected report for the chosen fiscal year in PDF, 
Excel, XHTML, or IXBRL format. 
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The following are examples of reports that you can generate:   
 

REVENUE DETAILS REPORT 
 

The Revenue Details Report and Expenditure Details Report displays the detail 
information from the submitted AFR. The Revenue Details Report and Expenditure 
Details Report only include information that has been verified by the Department. 
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TOTAL REVENUES, EXPENDITURES AND DEBT 

 
 
The Total Revenues, Expenditures and Debt report is the CFO’s reporting requirement 
cited in Section 218.32(2), F.S. and only includes information verified by the 
Department.  
 

  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

http://www.leg.state.fl.us/statutes/index.cfm?App_mode=Display_Statute&URL=0200-0299/0218/Sections/0218.32.html
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Create Your Own Report 
 
The following screen will populate when Create Your Own Report is selected. 

 
 
To generate the report,  

a. Select one or more fiscal years. 
b. Select any number of entities.  
c. Select any number of accounts.  
d. Select any number of dimensions to further define your search parameters. 
e. Select the format you want the report to be downloaded as. 
f. Once all the information is selected, click the green button to open the report 

as a tab on your internet browser.  
 
Things to note: 

• By clicking the + button in the drop-down menus, categories can be expanded to 
narrow your search parameters. 

• If you would like to remove a selected search parameter, click the X button next 
to the parameter in the search bar.  
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Visualization 
 
The Visualization Reports are coming soon. 
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