Dear Charter School Leaders,

The annual ATS Rollover is scheduled for Saturday July 13th.  Beginning the 13th, students will be associated with the schools and grades that were entered through the List Notice and Grade Bump processes.

On July 15th, ATS will open for the 2013-2014 school year. Please note that some 2012-2013 functionality will no longer be accessible when ATS opens for 2013-2014. Please find some tips related to this transition below.

Prior to the rollover:

1. All schools should be using the LNIN screen to “list-notice” children who are currently active in other schools and who will be newly enrolled in your school for the 2013-2014 school year. We strongly recommend that this process be completed by June 30, 2013. This will help ensure that the Office of Pupil Transportation (OPT) includes the children in OPT’s early August planning (for bus routes, metro cards, etc).
0. To verify that students are in your school after this process, use RLNR (List Notice Report) to access the “Receiving School Report.”
0. To admit a student without an OSIS number (new to the DOE), use QPKF. Please search for the student thoroughly before resorting to this option to avoid duplicate OSIS numbers for one student. To search for a student, use SBIO.
0. On the QPKF screen, no date is entered for Pre-K and Kindergarten students. These students must be activated in September if/when they show up. For other grades, ATS will automatically use 7/2/2013 as the admission date.
0. After the rollover, you must use QADM for a student without an OSIS number or a transfer for a student enrolled in another school. Use 7/2/2013 up until school begins. After that use the actual date that the student shows up.
1. By May 29th, ATS will grade bump all students who are in grades above Kindergarten who are not in terminating grades.  This will not affect the students’ current grades or levels listed in ATS. After May 29th, you can use GPPL to identify the correct class or to make any changes to students’ grade codes and/or levels.
1. Students in terminating grades and any student who is leaving a charter school to go to a NYC Public school should be List Noticed to that school using LNSS. Students who participated in the High School Admissions will be automatically List Noticed by ATS. 
1. High Schools can use the "GRDT" function as well as "DISC" function to discharge students as June graduates. When using the "DISC" function, use the discharge date of 07/01/2013.
Other helpful end of the year reports to run before the rollover includes: 
3. Pre-Registration List (RPKF)
3. LN/GP Entry Form (RLEF)
3. Missing Information Report (RMIN)
3. [bookmark: _GoBack]Future Class List (RFCL)
3. Holdover Report (RHLD)
3. Summary Report (RSUM)

Before or After the rollover:
1. If your school is growing or expanding, you will need to insure that you have the correct future grades and future classes.
4. To see your future grades, go to Function TBLD and enter the number 111.  If you need to add a grade, use screen RQST (press 1 and then 5). The requested grade will be added within 48 hours.  If you see a grade that you will not need on this table, you can request a deletion by going to RQST (press 1 and then 6).
4. To see which grades are currently configured for your school currently, use TBLD and enter the number 110.
4. Note, if you add a grade before the shutdown, enter a Y in the “future grade” option because it will be for school year 2013-2014. 
4. Once the future grade is added you can create or change future classes using function CFMO. 

