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Introduction

The Location Code Generation and Management System (LCGMS) is where to go for information regarding locations: schools, other learning communities, administrative offices. New locations are initiated and approved in the system. LCGMS also holds the solution to linking between systems with different coding structures.

How to Use this Document

This document addresses the basics of searching, adding, editing and approving location and building information. There are several Try it out areas for you to use LCGMS to follow along with the text.  Several underlined, blue hyperlinks to other sections in the document and LCGMS are included. For this reason, it is most beneficial to use this document on-line instead of printing so the hyperlinks may be used. The example school that is used is X450: ADLAI E. STEVENSON. 
If you have any questions, please email LCGMSCoordinator@nycboe.net. 
How Can I Get to It?

LCGMS is located in the DOE intranet www.nycboe.net under Administrative Tools and DOE Location Information.  You can also get there directly using the URL: http://www.nycboe.net/applications/lcgms/.  Bookmark the home page for quick access next time. If your computer is not located in the CENTRAL or DISTRICT domain, you will have to sign in using your email domain\userid and password. See Figure 1: Login Pop-up. 

Figure 1: Login Pop-up
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What Is It Used for?

LCGMS stores location information. Usually people are interested in school information: School Name, Address, Phone, etc. Others are interested in administrative offices while still others are interested in the buildings. LCGMS lets you search for any location by different criteria in Search and Advanced Search. LCGMS is also the starting point for locations – all new locations are initiated here. These sections are described in more detail in this document.

What Applications Use LCGMS Data?

Most DOE applications are already or are planning to use LCGMS as their source for location information.  For example, the DOE website takes its school information from the Location Supertable. The Supertable was created to disseminate the information in different formats so all applications could access it. The Supertable is in DB2, VSAM and SQL Server and is created nightly.

Searching

Search and Advanced Search are the two screens used to find locations.

Search

Search is also the home page of LCGMS: http://www.nycboe.net/applications/lcgms/.  It allows for basic searches of locations and buildings. See Figure 2: Top of Home Page/ Basic Search. For definitions of these fields, please see the data dictionary appendix at the end of this document; also viewing the drop-down information is helpful. 

To search for a location, make sure the Organization radio button is selected (the default). The fastest way is to type in the Borough-Number (e.g., X450) in the Location Code box and click the Submit button at the bottom-right. The result will be the location’s information on the Location Display page (See Figure 3: Location Display). You can also just put in the number (e.g., 450), and LCGMS will give you all the possible locations with this number on the Search Results Page (See Figure 4: Search Results). If the building radio button is selected, it will return buildings, viewed in the Building Display page (See Figure 6: Building Display). Some other examples of possible searches are:

· Selecting Organization Type = School and Regional Operations Center = ROC 333 7th Avenue will give you a list of all schools handled by this ROC.

· Selecting Location Category = High School and Superintendency Name = Region 1 will give you a list of high schools administered by Region 1. 

· Selecting Borough = Bronx and Region = 9 will give you a list of Region 9 locations in the Bronx.

Try it out:
1. Go to the LCGMS home page.

2. Type X450 in the Location Code box.

3. Click the Submit button in the middle right hand corner of the screen.

4. Compare the screen to Figure 3: Location Display.
Note: Only DOE schools and other learning communities will have a Regional Operations Center, Superintendency and Network listed. Offices may be part of Region 1, for example, but aren't administered by Region 1. To find the location code for Region 1, type Region 1 in the Location Name field in the Advanced Search.

Figure 2: Top of Home Page/ Basic Search
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Advanced Search

If the Basic Search does not have enough qualifiers, you can use the Advanced Search (see Figure 5: Advanced Search) by clicking on the Advanced Search hyperlink at the top of the Figure 2: Top of Home Page/ Basic Search. 

This search screen allows the user to look up by Location Name, Address, Network, Status, etc. Some examples of searches using this screen are the following: 

· Washington typed in the Location Name field brings back 10 locations with Washington in the name. If status code = N is added, only the new schools with Washington in the name are brought back (this will only work until 7/1/2004 since then George Washington Carver High School will be set to Open).

· Typing 1010 in the Address1 field while the radio button is on Organization brings a list of the six locations that are at addresses with 1010 in them (1010 Rev. J Polite Ave. and 1010 Lafayette Ave.). Changing the radio button to buildings and submitting 101 in the Address1 again returns just the two buildings.

Try it out:
5. Go to the LCGMS Advanced Search Page.

6. In Location Name, type "Steve" and click Submit at the bottom of the page..

7. Click the code X450 on the resulting Search Results page.

8. Compare the Location Display screen to Figure 3: Location Display.
Crosswalk Lookup

In the Advanced Search page at the bottom, there is a section titled Crosswalk Lookup. This area is where you can select a system ID (e.g., ATS) and type in the corresponding system code to find the location to which the code refers. If you are looking for an OPM (BOS) code, select OPM in the System drop down, then type the OPM code and Submit. LCGMS will show the Location Display page for that code. 

Try it out:
9. Go to the LCGMS Advanced Search Page.

10. At the bottom of the screen page, In Crosswalk Lookup, select ATS.

11. In System's Code field, type "72X450" and click Submit. 

12. Compare the screen to Figure 3: Location Display.
Figure 3: Location Display
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Figure 4: Search Results

If you don’t know the code you are seeking, you can enter other information to narrow it down. 
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Figure 5: Advanced Search

Features of Location Information

After you have searched and found the location in which you are interested, you arrive at the Location Display page (see Figure 3: Location Display). Here you find basic information about the location such as its districts, grades, type, category (level), sites, child locations, etc. 

Child Locations

See the demo Figure 3: Location Display for ADLAI E. STEVENSON.  Right away, you see that it is in the Bronx, Superintendency/Region 2 and Administrative District 8. After this basic information there are two other locations listed under the heading Child Locations. Child locations listed here indicate other learning communities that report to Adlai E. Stevenson High School. Locations can have other locations reporting to it; for example, Roots and Shoots is a program under the New Venture School. On a parent location, the child locations appear directly after the Payroll District in chart format. Clicking on the child location hyperlinks will bring up that location’s Location Display page. On a child location, the hyperlinked parent information is displayed there. It is also possible to be a child and a parent. For example, District Office 12’s parent is Region 2, but it also has CSE’s, etc. reporting as child locations. 

Try it out:
13. Go to the Adlai E. Stevenson Location Display Page in LCGMS. There are two child locations listed.

14. Click on X507, Stevenson YABC. You will now see the Location Display page for the YABC. You now see that instead of a Child Location listed, you see that X450 Adlai E. Stevenson is a Parent Location.

15. Click on the Parent Location Code X450 to get back to the Adlai E. Stevenson display page.

Note: All offices have a parent location except the Chancellor's Office. In other words, all offices eventually report to the Chancellor's Office, location code M00F.

Try it out:
16. In the LCGMS Advanced Search page, search for your office using the Location Name field or use K0DN, Office of Purchasing Management.

17. Click on the Parent Location Code until you reach the Chancellor's Office, M00F. Play around, clicking on parents and child locations to get a feel for the hierarchy of the organization.

Sites

A location may exist in more than one physical location, or site. In all cases, there is a primary, or administrative site, designated. A secondary site can be an annex next door to the main property, or it can be a site of a district 75 school. The sites are indicated by the building code. Clicking on the building code hyperlink under the Sites heading will bring you to the Building Display page (see Figure 6: Building Display). 

[image: image17.png]LCGMS
Building Address Selection

Search for Buiding
Please enter all known information and clck on the Search button to proceed.

Building Code, M188 Building Name: P.S. 188 - MANHATTAN
Address! 442 EAST HOUSTON STREET City: NEW YORK

Address2 State. NY

Address3 Zip Code, 10002

Clear Data

4 records were found in your search.
Click on any column heading to sort:

Select  M097 P.S. 97 - MANHATTAN 525 EAST HOLSTON STREET NEW YORK 10002
Selected  M183 P.S. 185 - MANHATTAN 442 EAST HOUSTON STREET AR R ANLGIG
Select  M641  CITY-AS-SCHOOL(OLD 95) - MANHATTAN 250 WEST HOUSTON STREET NEWYORK  NY 10014
Select  ROSL LS. 51 - STATEN 1SLAND 20 HOUSTON STREET STATEN ISLAND NY 10302

Please select the Building cade which is the Primary Site . If you have any additional sites please select those, tao.
Except the first one, sll other sites will be added as "Additional” sites

List of all selected Sites:

X123 LS. 123 - BRONX 1025 MORRISON AVENUE BRONX WY 10472 Primary
188 P.S. 185 - MANHATTAN 442 EAST HOUSTON STREET  NEWYORK NY 10002 : Secondary  Delste |

Please click on the Final Submit button o add or Cancel to return to the Lacation Initiatian main Sereen -> Final Subrmit




Figure 6: Building Display
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Try it out:
18. Starting from the X450 Adlai E. Stevenson Location Display Page, click on the primary site listed (building code X450).

19. Compare the Building Display to Figure 6: Building Display.

20. Under the List of Locations in Building section, click on Location Code X450 to get back to the Location Display page.

Note: Often for schools, the building code and the location code is the same. In most cases, the first new location to occupy a building is given the location code of the building.

System Codes Section

The next section after Sites lists the codes used in different systems across the DOE and beyond; this is also known as the location crosswalk. For X450, Figure 3: Location Display, there are codes for ATS, BEDS, CAP, etc., listed. The building code designates the Site, or building, for that System Code. As a default, system codes are listed at the Primary Site. See Figure 7: Systems for the list of systems included.
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Figure 7: Systems

Location History

After the System Codes section is the History navigation set of buttons (See Figure 3: Location Display). Clicking on the History List button will display a chart of all history records; clicking on any row will bring you to that Location History page. This page is similar to the Location Display page except that it shows prior information for that location. You can also cycle back and forth through Location History Displays by clicking on the Previous and Next History buttons. The Current button brings you to the Location Display Page. 

Try it out:
21. Starting from the X450 Adlai E. Stevenson Location Display page, click on the History List button near the bottom of the page. You will see several records of history for the school starting in 2000.

22. Click on the row for 07/01/01. You will see the Location History Display. Notice that all the information is not filled in, like Superintendency and Regional Operations Center Code. That is because in 2001, there weren't these groupings, yet.

23. Click on the Next History button on the bottom of the page. You now see the information for 2002.

24. Click the Current button to bring you back to the Location Display page.

Location Edit

On the Location Display screen (figure 3: Location Display) there is an Edit Location button at the lower right. Clicking this will bring you to the Edit Location page which contains editable fields (figure 8: Edit Location).  The following two fields are important to note: 
Effective Date: this is a mandatory field stating the effective date of the Update transaction.

Reason for requested change: this is a text area field through which you can enter your reasoning/comment(s).   

If you would like to make a change effective immediately, enter today’s date in the Effective Date field. If the change is to be implemented at a future date you should insert that anticipated date in the Effective Date field.  
Click on Save Location button when you are finished with your changes and the request will be sent to the administrative approver for review. You will not see the change(s) made in the Location Display page until they have been officially approved.  Upon approval, if the effective date is the current date then the existing data will create a history record and new changes will display in the Location Display screen. On the other hand, if the effective date is a future date then the requested change will take effect on that particular date.

To change sites, update child locations and manage the system codes, separate screens are required as described in the following sections. 
Figure 8: Edit Location
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Manage Child Locations
Child Locations are entities that "report to" the current location of the Location Display page. For example, the Deputy Chancellors’ Offices are child locations of the Chancellor's Office. Also, school programs are child locations of their host school. 

By clicking on the Child Locations in the Edit Location page, you will see the Manage Child Locations page. Here you can delete and add the locations that should report to the current location. See Figure 9: Manage Child Locations). Add or delete as necessary, then click the Final Submit button. In order for the changes to be submitted to the approver, you will also need to click Save Location on the Edit Location page.

Try it out:
25. Starting from the X450 Adlai E. Stevenson Location Display page, click on the Edit Location button on the bottom-right. The page turns into the Location Edit page.

26. Click on the Child Locations button. The Manage Child Locations page will appear.

27. Click the delete button next to the Stevenson YABC location.

28. Type 'yabc' in the location name field and click the Search button. A list of locations with YABC in the name will appear. Click the Select hyperlink on the right of one of the YABC's. This now chooses a new child location for X450 Adlai E. Stevenson. 

29. Click the Final Submit button. This will take you back to the Location Edit page. Notice the difference in the Child Location section.

30. Click the Cancel button – we don't actually want to submit this change.

It is important to know that programs are required to have a host school, and that all offices other than the Chancellor's Office are required to have a parent office. If a child is deleted, make sure to add it to the parent location where it now belongs. If the child location is just closed, you do not need to remove it from the parent; this will happen when the location is closed (status changed to closed).
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Figure 9: Manage Child Locations

Manage Sites

Sites are the physical places where that location exists. Many locations are only in one building; however, many locations, such as large schools, need more than one building to contain them. If there is more than one building for a location, they are listed as sites. Every location has a primary site where all the administrative information is sent. Other sites are designated as secondary. See the example in Figure 10: Manage Sites. 

The Manage Sites page is very similar to the Manage Child Locations except that instead of locations, you search for the building. Add or delete as necessary, then click the Final Submit button. In order for the changes to be submitted to the approver, you will also need to click Save Location on the Edit Location page.

Try it out:
31. Starting from the X450 Adlai E. Stevenson Location Display page, click on the Edit Location button on the bottom-right. The page turns into the Location Edit page.

32. Click the Manage Sites button in the middle of the page. You will see the Mange Sites page.

33. Type 1010 in the Address1 field and click Submit. It will bring back a list of sites with 1010 in the address. 

34. Click the Select hyperlink on the left of the site on Lafayette.

35. Click Final Submit at the bottom of the page. This brings you back to the Edit Location page.

36. Click Cancel since we are not making this change (normally you would click Submit).
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Figure 10: Manage Sites

Crosswalk Maintenance

Crosswalk Maintenance is available to manage the location's system codes. This page is where you can add, edit or delete the ATS, BEDS, etc., codes that reference the location in other systems. It is protected by security features so only persons knowledgeable of the system code will be able to change its information. For example, you have to have ATS-change permission to add, edit or delete an ATS code from these lists. You can request permission by emailing LCGMSCoordinator@nycboe.net.
To add a system code, choose the system ID under "Add New System Code," add the desired system code, building code, and click Submit. The system will usually generate the System Code and enter the primary Building Code when System ID is picked. It should be checked to make sure the correct information is displayed – especially if the location has more than one site. After submission, Click "Back to Location Edit," and don't forget to save the location.

To edit a system code or the accompanying building code, click on the Edit link in the row you wish to change. Change the information as desired and click the Submit link. If you decide not to change anything or make a mistake, click cancel. After submission, click "Back to Location Edit" and save the location.

To delete a system code click the Delete button in the row you wish to delete. A pop-up box will ask for confirmation. Click Yes, and the row will disappear. Click "Back to Location Edit" and save the location.

Try it out:
37. Starting from the X450 Adlai E. Stevenson Location Display page, click on the Edit Location button on the bottom-right. The page turns into the Location Edit page.

38. Click on the Crosswalk Maintenance button near the bottom right of the edit page. The System Codes Crosswalk Maintenance page will appear with the current system codes. See Figure 11: Manage Building Entrance/Address.
39. Click the System ID drop down and choose "ATS". LCGMS will auto-generate the ATS code and populate the primary building.

40. Change the building code to X451, a secondary site, and click Submit. You will see the new row added above.

41. Click Back to Location Edit.

Click Cancel to not make the change.
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Display Future Transaction Data

Future Transaction List button: Location Display screen will have a Future Transaction List button (Figure 3 : Location Display) only for any approved future transaction record that exists for that location. The button will take you to the Future Transaction List Screen.

Future Transaction List Screen: The screen (Figure12: Future Transaction List) will display all approved future transaction records with effective dates. You can view all updated information of any particular record by clicking on Location/Building Code or Location/Building Name.

Location Display Screen (with Future updates): The screen (Figure13: Location Display(with Future Updates)) will display all attributes of a particular approved Future Edit Request. The updated field value will also have an [image: image4.png]‘® Updated



  flag on the side.

Please note that only “approved” future transaction records will be displayed on the above screens. Any future transaction request which is in the approval process can only be viewed by LCGMS Admin. 

Figure 12: Future Transaction List 
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Figure 13: Location Display (with Future Updates) 
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Features of Building Information

You may be interested in the physical buildings, not the locations that occupy them. If this is true, you will search with the Building radio button selected. After you have searched and found the building in which you are interested, you arrive at the Building Display page (see Figure 6: Building Display ). Here you find basic information about the building such as its address, geographical district, latitude, etc. Building information is maintained by the School Construction Authority (SCA).  The following three sections describe details of the Building Display screen.
List of Locations in Building

This section lists the open locations that are located in this building, which could be a primary or alternative (secondary) site. Clicking on the location hyperlink will bring you to the Location Display page.

Try it out:
42. Compare the X450 Adlai E. Stevenson Building Display page to Figure 6: Building Display.

43. In the List of Locations in Building section, click X450, Adlai E. Stevenson to bring you to the Location Display page.

44. In the Sites section in the Location Display page, click X450, ADLAI E. STEVENSON HS - X to bring you back to the Building Display page.
Building History

After the List of Locations section is the History navigation set of buttons (see Figure 6: Building Display). The History List button displays a chart of all history records; clicking on any row will bring you to that Building History page. This page is similar to the Building Display page except that it shows prior information for that location. You can also cycle back and forth through Building History Displays by clicking on the Previous and Next History buttons. The Current button brings you to the Building Display Page. 

Try it out:
45. Starting from the X450 Adlai E. Stevenson Building Display page, click on the History List button near the bottom of the page. It will take you to the History List page.

46. Click on the second history record on the list; the Building History page is displayed.

47. Click on the Previous History button. Notice the changes in each page.

48. Click on the Current button to bring you back to the Building Display page.

Building Edit

On the Building Display page, there is an Edit Building button. Clicking this will bring you to the Edit Building page (see Figure 14: Edit Building) where you can manage the building entrances/addresses and other information about the building. Click on Save Building when you are finished with your changes, and it will be reviewed by the appropriate approver. Every change creates a history record. 

Note: The section List of Locations in Building cannot be edited here; it is edited from Location Edit using the Manage Sites function. 

Figure 14:  Edit Building
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Managing the entrance addresses requires an extra screen:

Manage Building Entrance

Many buildings have more than one entrance or address. Use the Manage Building Entrance/Address page (see Figure 15: Manage Building Entrance/Address) to add a new address with more specific information, e.g., a floor number. It is also possible to add a completely new address to be used by another school in the building. For example, the first entrance for building M641is used by Independence High School, and the second entrance is used as a Program.

To add an address, click on the Building Entrance button of Edit Building page (see Figure 14: Edit Building) and enter the new address information. When finished, click Submit button (on the left) and then click on “Back to Building Edit” to return to the Edit Building page.      
To edit an address, click on the Edit button in the row you wish to change. Make the changes and click Submit to save and Clear to cancel. Click Delete to delete the address.  When finished, click "Back to Building Edit" to return to the Edit Building page.

Clicking the Save Building Button on the Edit Building page will submit your changes.
Try it out:

49. Starting from the X450 Adlai E. Stevenson Building Display page, click on Edit Building in the lower right-hand corner. The Edit Building page is displayed.

50. Click on the Building Entrance button to bring up the Manage Building Entrance/Address page.

51. Add a more specific address: type 1980 LAFAYETTE AVENUE in the Address1 field, then type "Room 701" in the Address2 field. See Figure 15: Manage Building Entrance/Address.
52. Click the Submit button on the bottom-left of the page.
53. Click Back to Building Edit to make the change on the Building Edit page. Add "Mr. Example Test" in the Landlord Name field.
54. Click the Cancel/Back to Current button to not make the change (the Save Location button would usually be pressed to submit for approval).
Figure 15: Manage Building Entrance/Address
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Initiation

For those users with initiation authority, the bottom of the home page holds the links to create learning communities, offices and buildings (see Figure 16: Home Page, Initiation Section). If you create an official school or building, the appropriate executives will be asked for approval. Only the Office of New Schools and the Chancellor's Office should enter Official Schools. Only the School Construction Authority should enter DOE Buildings. Other types of initiations can be entered by anyone with initiation authority; however, approval will still go through the LCGMS Coordinator.

Figure 16: Home Page, Initiation Section
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Organization Initiation

Organizations are the locations, or entities, that occupy Buildings. These include Learning Communities (Official Schools, Academies, Programs, etc.), Administrative Offices and Non-DOE Schools.
DOE Learning Communities

Learning communities within the Department of Education organization follow essentially the same initiation procedure. 

[image: image24.png]


Figure 17: Learning Community Initiation, Page 1
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To enter a learning community managed by the DOE, click on the appropriate link. If you have initiation authority, you will see Figure 17: Learning Community Initiation, Page 1. Required fields are marked with a red asterisk (*).
Step 1: Get the Address

Step 1 is to assign the location to the building or buildings where it will exist. Click on the Building Address button.  This brings up the Building Address Selection page (see Figure 18: Building Address Selection). You can enter parts of the address and click on Search to see if the building exists. Be unspecific to bring back the most results. For example, “Houston” was typed in the Address1 field and Search was clicked. Four rows were found. If one of these is the right address, click on Select on the left. The building chosen will appear at the bottom of the page. Click on Final Submit to have this building for the location you are creating. 

This page allows for more than one site per location, like alternative and special education programs. The primary, or administrative, site is added first and followed by the secondary sites. In the case below, X123 was chosen as the primary site.  To add more, click on Clear Data and enter the address for the next site. Select the address that is desired and it will also appear with the primary address at the bottom of the page. When finished, click on Final Submit which will take you back to the Location Initiation page.
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Figure 18: Building Address Selection

Step 2: Administration

Step 2 is the important administrative information for the DOE, Operating Center (ROC), Superintendency (Region), Network and Administrative District. Double-check these numbers to ensure that allocations are sent to the correct areas.

Note:  Superintendencies encompass Regions 1-10, Special Education District 75 and Alternative District 79. The Administrative District for schools in a region is the geographical district in which the school is physically located (in most cases). The Administrative District for the Special Education and Alternative Districts are 75 and 79, respectively.

Step 3: Location Information and Criteria

Location Information and Criteria is where the basic information about the learning community is entered (see Figure 17: Learning Community Initiation, Page 1). If you are entering a non-official school, the parent location code is required. If you do not remember the code, you can open another LCGMS window to search for it. Location Type is "General Academic" unless it is a specialty learning community, like an alternative or adult school. Location Category is the grade level of the school – elementary, secondary, etc. This is the category that the school has classified for itself – it may have fewer grades than what is standard. For example, a high school may only have 9th grade. The Managed By code is automatically set to the DOE. Non-DOE schools (including Charters) are entered through the Non-DOE School initiation link. Organization Type remains the same as already populated. The Final Grade List is the listing of the grades that the school will have after phasing in.

Note: For Alternative Schools and Citywide Special Education Schools, there are standards in the information. See the chart below:

Figure 19: General Standards per Type of Location

	Organization
	Operation Center (ROC)
	Superintendency
	Administrative District
	Location Type
	Location Category
	Managed By

	Alternative Schools
	ROC 131 Livingston Street
	79: Alternative Schools
	79: Alternative High Schools
	Alternative
	High School
	DOE

	Citywide Special Education
	ROC 30-48 Linden Place
	75: Special Education District
	75: Citywide Special Education
	Special Education
	Ungraded


	DOE

	Regional Schools and other learning communities
	Depends on geography (A-F)
	Depends on geography (1-10)
	Usually same as geographic district where building is located*
	Usually General Academic
	Any level from Pre-K to High School
	DOE

	Non-DOE Schools
	Not Applicable
	Not Applicable
	Usually 64 for Office of Non-public Schools
	General Academic
	Usually K-12 all grades but can be more specific
	Private, Religious, Non-DOE Public or Community-based Org.

	Charter Schools
	Not Applicable
	Not Applicable
	84 for Charter Schools
	Usually General Academic
	Any level from Pre-K to High School
	Charter

	Administrative

Office
	Not Applicable
	Not Applicable
	1:99
	Usually General Academic
	Central, Region, etc.
	DOE


* Some schools, like those in the Morris High School complex, are called Geographic Exception Schools because they are administered in a different district than the one in which they are physically located.
School Plan

The School Plan is extra information regarding a school that may be entered (see Figure 20: Learning Community Initiation, Page 2). Usually this information is just for Official Schools. The Opening Grades list includes the grades that the learning community will start with the first year. When finished entering the information, click Submit to send the initiation to the approvers. After it is approved or rejected, you will get an email from LCGMS if you are on the Location Notification (all locations) or School Notification (only official schools) lists. You can check the status of the initiation by clicking on the View/Approve Initiations link on the home page (see Figure 16: Home Page, Initiation Section).

Figure 20: Learning Community Initiation, Page 2
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Try it out (You must have initiation authority to do this example.):

55. Starting from the home page, click on Official School under the Organization heading in the Initiation section. The Location Initiation page will appear.

56. In Step 1, click the Building Address button to display the Building Address Selection page.
57. Type "Broadway" in the Address1 field and "Brooklyn" in the city field. Click Search. The page should return building code K987.

58. Click the Select link next to the K987 building code to add it as the primary site. It will be listed below.

59. Click the Clear Data button and type x101 in the building code field. Click Search. Building x101 on Lafayette appears in the list.

60. Click the Select link next to the x101 building code to add it as a secondary site.

61. Click Final Submit to take you back to the Location Initiation page.
62. Add Superintendency Code "75: Special Education District". This will automatically add the Regional Operations Center to C, ROC 30-48 Linden Place. 

63. Choose Network Code "03: Strand III."

64. Since we are doing a Special Education District school, choose 75: Citywide Special Education as the Administrative District. 
65. Choose a name for the school and type it in the Location Name field such as "LCGMS School of Location Learning" and an alias if you want such as "LCGMS for Kids".

66. Choose an opening date for the school, most often it is at the beginning of the school year. If this is left blank, it will be populated with today's date.

67. The next field "Parent Location Code" isn't needed since we are creating an official school. All other locations require a parent, or report-to, location.

68. Choose the location type of Special Education, the location category of Ungraded. The Managed By and Organization Type are already populated correctly with DOE and School, respectively.

69. The next field is used when the school is replacing another school. This example is a brand new school so this is left blank.

70. Click the checkbox in the Final Grade List next to Special Education.

71. The page is finished, click on Continue. The School Plan page is displayed.

72. In the Opening Grades, click the Special Education checkbox.

73. In Opening Enrollment, type 100; in Projected Enrollment, type 300. Other information on the page is optional. You are finished!

74. Click Cancel (normally Submit would be clicked to submit the school for executive approval).

Administrative Offices

Administrative Offices are entered using the same first page as Learning Communities (see Figure 17: Learning Community Initiation, Page 1). The process is the same as Step 1except parent location codes are always needed, grades are not and there is no School Plan page. The choices for Locations Type and Category are slightly different. When complete, submit the initiation for approval.
Non-DOE Schools 

Non-DOE Schools are entered using the same basic process with small differences. This section goes through an example of adding a non-public school, renamed non-DOE schools because of the possibility of codes for public schools from outside New York City. Like offices, non-DOE schools use only the first page of initiation (see Figure 17: Learning Community Initiation, Page 1).

Because of the likelihood that the buildings for non-DOE Schools are not in the system yet, there is an extra button on the Non-DOE page to link it to the Non-DOE Building initiation page (see Figure 21: Step 1 of Non-DOE School Initiation).  You can either create the non-DOE Building first or as part of a non-DOE School initiation.

The Location Initiation page will display a location type of non-DOE school in the upper left corner. The first step is to create the building or find the building if it is already in the system. To check if it is in the system, click on Building Address button shown in Figure 21. Search for the address being unspecific at first, then narrow the search until you find it. See Figure 18: Building Address Selection.

Figure 21: Step 1 of Non-DOE School Initiation
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If the building did not already exist, it will need to be created. Click back from the Building Address Selection page to the Location Initiation page, and click on New Non-DOE Building to bring up the Non-DOE Building Initiation (see Figure 22: Non-DOE Building Initiation). (This is also the page that is linked to the Non-DOE Building on the home page.)

The fields marked with a red asterisk (*) are required. Fill in the information as known. The Region on this page is the Geographical Region 1-10. When the Pick button next to Building Code is clicked, the system assigns an all-letter building code depending on the borough chosen. When finished, click Submit. The building will be created and you will be returned to the Location Initiation page.

Finish entering in the information on the Location Initiation Page. Non-DOE Schools do not have Operational Centers, Superintendencies or Networks so those are grayed out. The Administrative District should be set to 64: Office of Non-public Schools. Location Type and Category should be set as appropriate. Set the Managed By Code to the best fit: Charter, Private, Religious, Non-DOE Public or Community-Based Organization (CBO). When finished, click Submit and the school will be official. 

Try it out (You must have initiation authority to do this example.):

75. Starting from the home page, click on Non-DOE School under the Organization heading in the Initiation section. The Location Initiation page will appear.

76. For Step 1: Get the Address, to see if the address exists, click on the Building Address button. The Building Address Selection will appear.

77. Type "LCGMS" in the Address1 field and click the Search button. It returns with the information "No records have been returned from your search. Please review the search options and try again." Click the back button.

78. Since the address is not listed, we need to create it. Click on the New Non-DOE Building button. The Non-DOE Building Initiation page is shown. 

79. Select Staten Island for borough and Region 7 for the Region Name. 

80. Click the Pick button next to the building code field so the system will generate it. Type LCGMS Building in the Building Name field.

81. Choose Main Building for Building Type and leave the default of Non-DOE Owned in the Building Ownership Code.

82. Type LCGMS Street in Address1, LCGMS for the City and 10101 for the Zip Code.

83. Choose “First floor only accessible” option for the Accessibility Code field.

84. Select 31 for the Geographical District.

85. Click Cancel (don't actually submit this!!). Normally you would be taken back to the Initiation Page after clicking Submit. For the purposes of this example, please click the Back button on the browser menu bar to get there.

86. For Step 2: Administration, non-DOE schools only have an Administrative District. Most often these schools are put into Administrative District 64: Office of Non-Public Schools. Select 64 from the Administrative District list.

87. For Step 3: Location Information and Criteria, provide a name "LCGMS School", an opening date "9/3/2005", Location Type "General Academic", Location Category "K-12 all grades", Managed By "Private", and then select all the grades from Kindergarten to 12th grade.

88. Click the Cancel button. Normally you would then hit the Submit button and the school would be created.

Figure 22: Non-DOE Building Initiation
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Building Initiation

Buildings are the physical structures that house locations, or organizations. Buildings have geographical information that rarely changes: Geographical District, Address, etc. There are two types of building initiations in LCGMS: DOE and Non-DOE. DOE buildings are entered by the School Construction Authority. Non-DOE Buildings can be entered in by non-DOE School initiators.

The DOE Building Initiation page is the same as the page for Non-DOE Building Initiation (see Figure 22: Non-DOE Building Initiation) except that the submission permissions are different and a numbered building code is generated. To obtain the building code, click the Pick button. It will provide you with the next available code for use. Enter your information (red-asterisks indicate required), and click Submit to send to the approvers. For Non-DOE Building Initiation see the description above in the non-DOE School initiation process.
Approval

Official Schools are approved by the Chancellor's Office, Office of New Schools and other offices as required. DOE Buildings are approved by the School Construction Authority. Other initiations are approved by the LCGMS Coordinator who will contact the appropriate staff for confirmation. Edit requests are also reviewed by the LCGMS Coordinator and checked before approved.

Official School and DOE Building Approval

When an Official School or DOE Building is submitted for approval, the first approver on the list is emailed a link to the location or building in the LCGMS application. See Figure 23: High Level Approval Process for a high-level explanation of the process. The email has a format like Figure 24: Approval Request Email. Click on the hyperlinked location code to bring you to the approval screen. Review the information there and click Accept or Reject. An Accept sends an approval request email to the next person on the list; a Reject sends an email to the Initiator. If rejecting, please include the reason in the comments so the initiator will know why it was rejected. When the final approver is reached, their approval will create the location or building and send an email to those interested. The creation email looks like Figure 25: Creation Notification Email.

Figure 23: High Level Approval Process
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Figure 24: Approval Request Email
               From: LCGMS Coordinator

               Sent:  Thursday, April 29, 2004 3:04 PM

               To:  Your Name

               Subject: An LCGMS initiation is waiting for your approval

               An initiation for building Q170 is waiting for you. Please click here to approve or disapprove the initiation.
               If you have any questions, please email the LCGMS Coordinator.
               Thank  you.
Figure 25: Creation Notification Email

               From: LCGMS Coordinator

               Sent:  Wednesday, May 29, 2004 5:07 PM
               To:  Interested Parties
               Subject: Location M279 has been created
Location M279 has been created in the LCGMS.  Please click here to view the information.  
If you have any questions, please email the LCGMS Coordinator.
               Thank  you.
If the approval email is lost, you can get to the approval screen by going to the lower section of the LCGMS Home Page and clicking on View/Approve Initiations. The Initiation Status screen that appears keeps track of the initiations made into the system listing the most recent activity first. Each column on this page is sorted by clicking on the column heading. When you find the approval that you need, click on the hyperlink to take you to the approval screen.
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Figure 26: Initiation Status
Appendix: Definitions

	Term
	Definition

	Accessibility
	Required for special-education purposes. To what level are physically handicapped persons able to navigate in the building. Not currently populated.
Accessibility_Code Accessibility_Description 
1 
First floor only accessible 
F 
Fully accessible 
N 
No accessibility 
P 
Partially accessible

	Administrative District
	The new Administrative Districts at the Dept. of Education. Schools are 1-32, 75 and 79.

	Alias Name
	A location may also be known as an acronym or a short name. Example: STARR school.  Is populated for LCGMS-initiated locations.

	Borough
	The 5 standard boroughs of NYC, out of city and citywide.
C 
Citywide 
K 
Brooklyn                      
M 
Manhattan                      
O 
Out Of City                    
Q 
Queens                         
R 
Staten Island                  
X 
Bronx        
                           

	Building Ownership
	The SCA code indicating if the building is leased or owned.
Building_Ownership_Code Building_Ownership_Description
CL 
CHAPTER 1 LEASE
DE 
DOE Owned
GL 
GRATIS LEASE
L  
TAX LEVY LEASE
NA 
Not Available
ND 
Non-DOE Owned
RL 
REIMB LEASE

	Building Status
	The SCA code indicating if the building is currently used by a location - active/inactive.

	Building Type
	The SCA classification of buildings.
Building_Type_Code Building_Type_Description
A 
ATHLETIC FIELD
F   
A/F WITH FIELD HOUSE
M   
MINI SCHOOL
MB  
Main Building
MD  
Modular
NA  
Not Available
P   
Portable
S   
Miscellaneous
T   
Transportable(s)
TC  
Temp. Classroom Bldg
 

	Closed Date
	The date that the location was closed.

	Crosswalk
	The crosswalk is the link between the Location Code and the System Codes from the System ID's (ATS, etc.).

	Fax Number
	Fax number of the location, if available.

	Final Grade List
	Grades for the location when completely phased in.

	Financial District (Old)
	The financial districts at the Department of Education. Offices under the CFO maintain this information. Going forward, these will become the same as the Administrative District.

	Fiscal Year
	Financial year for the DOE. The DOE fiscal year starts on July 1st.

	Geographical District
	The geographical districts at the Department of Education. (1-32)

	Latitude
	The decimal latitude of the location determined by DSF/SCA.

	Local Instructional Superintendent (LIS)
	The LIS, or Superintendent, in charge of the network/cluster. 32 LIS's are also the superintendent of an Administrative District.

	Location Category
	For learning communities, a general grade classification similar to school level. For administrative offices, describes the hierarchy position of the office. Valid Values:
Location_Category_Code Location_Category_Description
00 
Not Available
01 
Early Childhood
02 
Elementary
03 
Junior High-Intermediate-Middle
04 
Secondary School
05 
High school
06 
Collaborative or Multi-graded
07 
K-12 all grades
08 
Ungraded
09 
Central-HQ-Citywide
10 
Borough
11 
Division
12 
District
13 
Cluster-network
14 
Operational Center
15 
K-8

	Location Code
	The LCGMS location code. The code is based on a B-N or Borough and School Number.

	Location Hierarchy 
	Every location is in a reporting hierarchy reflecting a parent-child relationship. Official schools are always parent schools and hierarchy = 1. Other learning communities will be > 1. Offices other than the Chancellor's Office are > 1.

	Location Name
	Location name. If a school, this will be the official title of the school.

	Location Type
	Overall type of the location. For learning communities, the general educational structure.
Location_Type_Code Location_Type_Description
01 
Academic
02 
Alternative
03 
Special Education
04 
Career Technical
05 
Evening
06 
Adult
07 
Administrative Office
08 
Budget Only
00 
Not Applicable

	Location Update Date
	The date that the row was updated in LCGMS location.

	Locations
	Locations are any entity in the DOE: schools, other learning communities, administrative offices, etc.

	Longitude
	The decimal longitude of the location determined by DSF/SCA.

	Managed By
	The body that administers the location: 
DOE 
Charter 
Private 
Parochial 
Non-DOE public school
Community-Based Organization (e.g., Red Cross PK programs) 
Unknown

	Minutes Per Period Number
	To be populated from CAP or ORO. The number of minutes in each period for the non-public school.

	Network/ Cluster/ Strand
	The cluster or network managed by a Location Instructional Superintendent (LIS). Networks report to Regions. Each network is responsible for a small number of schools, usually between 5 and 15.

	Open Date
	The date that the location was open for school or business.

	Opening Grade List
	Available only on Initiation page. Lists grades that the school starts at.

	Operational Manager Name
	The manager of the ROC.

	Organization Type (Learning Community)
	Official types of locations. Valid values:

Learning_Community_Code Learning_Community_Name

0Not Applicable

A
Academy

C
Registered Academy

F
Off-site

G
Registered Program

O
Office

P
Program

S
School

T
Registered Off-site

U
Sub-School

X
Unknown

	Parent Child Relationship
	In a hierarchy, a "parent" can have one or more "children". For example the offices of the Deputy Chancellors are child locations to the Chancellor's Office.

	Parent Location Code
	The LCGMS report-to location code in the hierarchy. Every office except the Chancellor's Office has a Parent office which it reports to. Official Schools are parents and may have "child" locations of other learning communities.

	Payroll District
	Check distribution district for DOE personnel.

	Periods Per Week Number
	To be populated from CAP or ORO. The number of class periods in each day for the non-public school.

	Phone Number
	The school’s contact number.

	Primary Address Line 1
	Location’s address line 1.

	Primary Address Line 2
	Location’s address line 2.

	Primary Address Line 3
	Location’s address line 3.

	Primary Building Code
	The DSF/SCA building code for the primary site of the school. Often, for schools this code matches the location code.

	Regional Operation Center (ROC)
	The letter code and name for the operational center. A-F. ROCS handle operations for Superintendencies/Regions. They are managed by Operational Managers.

	Regional Superintendent Name
	The Superintendent of the region division (1-10) or district (75 and 79).

	Seniority/ Responsible District
	The pre-2003 reorganization Administrative District codes for the Department of Education. The high school districts are still represented here. Ongoing, this field will be used for seniority purposes.

	Sites
	A location is housed in one or more sites, or buildings. The first site for the location is the primary site. Often alternative or special education schools have sites in each borough. Each site can have more than one entrance/ address.

	State Approved Flag
	To be populated from CAP. Indicates that the non public school is approved by the state to provide services.

	Status Code
	A location is open if students are in attendance to a school or if people are working at the office. Even though a location is closed it may need to remain "open" because costs are still incurred. For example if a school is closed it may still need to be open because a caretaker is paid (Closed except SCA payroll). However, no completely closed locations are included in the Superfile.
Status Code
Status Descriptions 
A 
Closed except for accounting 
C 
Closed 
O 
Open 
P 
Closed except SCA payroll
N 
New, Not open yet

	Superintendency/ Region/ Division
	The region or division for the location:1-10. Citywide Special Education schools (district 75) and the alternative schools (district 79) are represented also as Superintendencies. All open DOE official schools have a Superintendency Code. Regions are broken up into networks and are headed by Regional Superintendents.

	Surr School Flag
	Flag set to Y if the school is a SUR school (School Under Review).

	System Code
	The code used by other systems in the DOE. For example, ATS uses a 6-digit code and the state uses a 12-digit number.

	System ID
	System letter designator: 
System_ID System_Name 
ATS
AUTOMATE THE SCHOOLS 
BEDS
BASIC EDUCATIONAL DATA SYSTEM (NYS EDUCATION) 
CAP
CHILD ASSISTANCE PROGRAM 
DSFO
DSF/SCA ORG NUMBER
ETS
EDUCATIONAL TESTING SERVICE NUMBER (also UAPC)
LCMS
LOCATION CODE MANAGEMENT SYSTEM (also duplicates LCGMS code)
OPM
OFFICE OF PURCHASING MANAGEMENT 
OPT
OFFICE OF PUPIL TRANSPORTATION 
OSF
OFFICE OF SCHOOL’S FOOD & NUTRATION SERVICES 

	Title 1 School Flag
	Flag set to Y if the school is under Title 1.

	Entrance/ Address
	Each building or site must have one or more address or entrance. The first address attached to a building is the primary and all others, secondary. Secondary addresses can by specific, such as the address line 2 being Suite 1A, 10th floor to identify particular offices. Or a secondary address may just be an alternate entrance into the building – a side door used by another school.



