OFFICIAL CLASS LIST REPORT (ROCL) 

In order to ensure students in your organization are in the correct grade code, grade level and class, schools should run:
1) Official Class List report (ROCL)
2) Give report to administrator to go over and make necessary changes on the report
3) Any corrections are to be updated on ATS. 

To run the Official Class List report (ROCL)

1) Log onto ATS
2) At the Automate the Schools Primary Menu at the cursor ( type in REPT and press the right ctrl/red enter button
3) ATS Reports Menu, type in RPBI and press the right ctrl/red enter button
4) Biographical Reports, type in ROCL and press the right ctrl/red enter button
5) Selection Criteria: Leave Blank
6) Sort Options: select Sort by Official Class. Alpha by typing in the letter Y 
7) Press the F6 button to generate the report 

To make changes to the students Grade Code, Grade Level or Class

1) Automate the Schools Primary Menu, type in BIOG and press the right ctrl/red enter button
2) Biographical Information Menu, type in BIOS and press the right ctrl/red enter button
3) Biographical By Individual Student
a) At the cursor type in SIGT, press the Tab button once 
b) Type in student's id number and press the right ctrl/red enter button
4) Intergrade/Class Transfer - Make necessary changes and press the F2 button to save. 

