STAFF DATA VERIFICATION
INSTRUCTIONS

All schools must review, revise, and confirm their school staff data. Data Specialist will be in
charge of this process, which will require them to:

1. Enter an e-mail address for any staff member who is missing that information

2. Correct any incorrect e-mail addresses

3. Edit staff members’ ARIS Role(s)

You will be able to complete this task using the online staff data verification tool found here:
http://mygalaxy.nycenet.edu/aris/arismain.aspx.

This document will guide you through the steps required to complete this process. However, if
you have any difficulty completing this task, please contact the Application Data Manager
(ADM) and Application Support Liaisons (ASLs) at your ISC, who will be able to support you.

Step 1. Access the e-mail sent to you from your ISC Data Support Team with your school-
specific login information:

|J Staff Data Yerification <Action Required> - Message (HTML) E]
I Fle Edit ‘iew Insert Format  Tools  Actions  Help
i CaReply | CliReply o Al | (3 Forward | o [ ¥ [ [3 X | & - - A 05| © 0

From: Sent:  Tue 12/18/2007 11:26 AM

Tao:

o]

Subject:  Staff Data Yerification <action Required >

Dear Principal and Data Specialist,

As you are well aware, over the past year, we have gone through a series of data cleaning exercises system-wide. At the school level, thanks to all of you, we achieved a high degree
of success cleaning student data. Mow, we are moving on to staff data. As the DOE rolls out additional applications citywide, we need accurate information on every member of your school
staff so that we can ensure that they are setup with the appropriate access and data for the students they currently serve. As part of the ongoing system-wide data cleaning initiatives, we
need you ta verify information about your schoal staff.

Below, you will find a link to the tool we created to enable you to review, edit, and confirm staff data. In order to use this application, you will need to click on the link below and enter
in your schoolspecific login information

Link to the staff verification tool: bitp:/fmygalaxy. nycenet. edufaris/arismain. aspx
Location Username I0: b114user
Location Passward: =

The staff data verification tool provides a snapshot summary of all of the school employees listed in your Galaxy Table of Organization. Once logged in, you will need to
1. Confirrn the email address for each employee at your school.
2. Confirm the role(s) each staff member belongs to

Data specialists are in charge of completing this task; however, principals will utimately have to cedify that the data was thoroughly reviewed and edited as necessary. For step-by-
step instructions on how to use this staff data verification tool, click here. f you have questions while completing this task, the Applications Data Manager (ADM) and the Application Suppont
Liaisons (ASLs).at your ISC are your main source of support. Your respective [SC's Data Hotline and email are included below.
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ISC 5 (Staten lsland & (7180
Brooklyn) Es f9ee datasupport| SCAEschools.nyc.gov (17,18 ,20,21 22, 31
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Regards,

Your ISC Data Suppart Team



Step 2: Click on the link in the e-mail to access the Staff Data Verification screen. In case you
no longer have the e-mail, the URL is: http://mygalaxy.nycenet.edu/aris/arismain.aspx. You can
get your school’s username and password from the ADM and ASLs at your I1SC.

Dear Principal and Data Specialists,

Last year and earlier this year, you engaged in data verification of student level data in ATS and the Progress Report. As the DOE rolls out additional applications citywide, we
need accurate information on every member of your schoal staff so that we can ensure that they are setup with the appropriate access and data for the students they currently serve.
Therefore, as part of the ongoing system-wide data cleaning initiative, we need you to verify information about your school staff.

Below, you will find a link to the tool we created to enable you to review, edit, and confirm staff data. In order to use this application, you will need to click on the link below and
enter in your sg B8 miormation

Link to the staff verification tool: httpiimygalasy. nycenet. edu/arisfarismain. aspsx
Location Username [D: M114user
Location Password; ¥aeeees

The staff data vertHe SO toet=pre ety O

1. Confirm the email address for each emplloyee at your schoal
2. Confirm the role(s) each staff member belongs to

of the school employees listed in your Galasy Table of Organization. Once logged ity you will need to:

Data specialists are in charge of completing this task; however, principals will ultirately have to certify that the data was thoroughly rewewed and edited as necessaty. For step-
by-step mstructions on how to use this staff data verification tool, click here. If you have questions while completing this task, the Applications Data Manager (ADM) and the Application
Support Liaisons (ASLs).at your I3C are your main source of support. Your respective [SC’s Data Hotline and email are included below.

Data . .
[Lisl. (7 o1 iemail Support (Listricts
LS Hotline [Email Support Districts
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[5C = (Staren [shand & (718 556-
brockiyn) - datasupport] 3C 5(@schools.nve. oov |17,18,20,21,22, 31
(Children First (T18) 935-
etwork boig datasupportCFM iE@schools. nyc. gow

Step 3: Enter the location username ID and password information from the e-mail and your
personal DOE e-mail address and password into the login screen. Click on the Logon button.

Staff Data Verification Process
Please log on using the Llser I ancd, - Al desthool, along with wour DOE Outlook Email Address and Password

Location User 1Dt M114user

Location Password: eeencene

Outlook Email Address: ehui @| schools.ryc.gov | %

wiord; seescevenee

Logging in. Flease Yait




Step 4: Below is the main screen you will use for the staff data verification process. The staff
data verification tool provides a snapshot summary of all of the employees listed in your school’s
Table of Organization in Galaxy. Your first task is to ensure that each staff member at your
school has the correct e-mail address listed.

24 of 27 Complete

Person Mame File # Empl 1D Section/Assignment il ARIS Ralels) Stakus Bypass
ABSE, DAMIEL Clusterf Guota Teacher / CLUSTER/QUOTA fibse@schools. nyc.gov School Educatar f;‘:‘t‘“::‘” ]
ARLLA, LILLIAN Homeraom Teacher / HOMERO QM TEACHER / Larlis@schools.nycgov School Educatar i"“;‘:t‘i::‘”
) : Emnail Prev
ARNAL, CHERTL Spacial Needs - Suppart Services / SETSS [ carmau@schaols.nyc.gou o
Email Prev
BLONG, MAUREEN Cluster/Guota Teacher / CLUSTER/QUOT; MBlong@schools.nyc.gov e L
Ernail Prev
CAPPADCNA, JANET Cluster/Guota Teacher / CLUSTER/QUO JCappad@schoalsnyc gov dentifiod
Emnail Prev
CEAR, JODI Leadarship / ASST HEAD OF SCHOOL Icear@schools.nyc.gou ool Educator o
DE JONG, CHIEH HUEL Homeroom Teacher { HOMERDOM TEACHER - school Educatar Emnail Required O
DEMEROFF, J0E ClusterfQuota Teacher / CLUSTER/QUOA  JDeneroff@schoals.nycigov  Schbol Educator fl‘i“t‘i;;?'
FEDER, MICHAEL Homeraom Teacher { HOMEROOM TEAJHER MFederZ@schools.nyc.gow  Schbol Educator ?;‘:‘t‘if'?
Ernsil Prev
FIMCH, TEREMCE Hormeroom Teacher / HOMEROOM TEAI ER  TFinch@schools.nyc gow cHbol Educator Tdentified
FRIEDMAN, AMY Homeraom Teacher / HOMEROOM TEACKER  AFriedrmanz@schaols.nyc gav Sclfool Educator fl‘i“t‘i:z‘”
Email Prev
GETZ, DAVID Leadership / HEAD OF SCHOGL Dastz@schocls.nyc.gou o
School Aides and Other Support Staff /
GOPAL, SHANTHA CLERICAL Ernail Required D
Emnail Prev
GREEM, JOAN Secretary Jareen3@schoals nyc gov i
HALPIN, DENISE Homeraom Teacher / HOMEROOM TEACHER \ DHalpin@schosls.nyc gow School Educatar ?;‘:‘t‘i::‘”
HARDY, CAROL Homeraom Teacher / HOMEROOM TEACHER \Hardy3@schools.nycgov/  School Educator i"“;‘:t‘i::‘” =

Nt

Export to Excel

In doing this task, you may encounter four situations:
4a. The staff member does not know his/her e-mail address.
4b. The staff member knows his/her e-mail address and it is listed correctly on this
screen.
4c. The staff member knows his/her e-mail address and it is MISSING on this screen.
4d. The staff member knows his/her e-mail address and it is INCORRECT on this screen.

Step 4a: Some of your staff may not know their DOE e-mail address because they have never
used DOE Outlook e-mail. That is not a problem. Give them the information on this screen.
They will need their DOE e-mail address and password in the future to log into future DOE
applications, like ARIS.

Step 4b: If your staff member knows his/her e-mail and the e-mail on the screen matches the e-
mail that the staff member uses, then do nothing. The information on record is correct.



Step 4c: Some of your staff will be missing their e-mail information. These people will show
up as Email Required. If this is the case, click on the person’s name. A search window will
pop up with possible e-mail matches for this staff member.

For example, in the case shown below, Shantha Gopal is missing her e-mail information.

Staff Data Verification Process Welcome, Edward Hui

02M114 - 15 114
24 of 27 Complete

Verify Staff Email

Person Mame File # Status Bypass
; . Ernail Prev ~
ABSE, DANIEL Search for and select the correct emall for this staff member Tdentified
Select the corvect email for this staff member fram the list below. If no emails are tisted (or none are Email Prev
ARLIA, LILLIAN the corvect match), please search by first name, last name, 1dentified
Ernail Prev
ARMALL, CHERTL o 1dentified
ice: 15114 Ernail Prev
BLONG, MAUREEN - Identified
CAPBADGHAL JANET Last Name: GOPAL First Mame: SHANTHA Find Emnail Prev
1dentified L
5 " Email Prev 3
CEAR, 10DI AD Alias: Email: 1dentified
DE JONG, CHIEH HUEL Ernail Required O
- 5 Ernail Prev
DEMER OFF, JOE DGlspla‘YS":‘am; Office Sgl'asl Identified
opsl Shantha E opal Ernail Prev
FEDER, MICHAEL 1dentified
Email Prev
FINCH, TERENCE 1dentified
Ernail Prev
FRIEDMAN, AMY Identified
Ernail Prev
1dam
<\ SOPAL, SHANTHA
sl Pray
GREEN, JOAN 1dentii=d
Ernail Prev
HALPIM, DENISE 1dentified
Ernail Prev
HARDY, CAROL 1dentified [w
Assign Role(s) Cancel
port to Excel ] l Close ]

After clicking on her name, you see that there is one possible match for her — SGopal.

Staff Data Verification Process Welcome, Edward Hui

02M114 -15 114
24 of 27 Complete

Werify Staff Email

Person Mame File # Status Bypass
9 q Ernail Prev ~
ABSE, DANIEL Search for and select the correct email for this staff member Identified
Select the corvect emall for this staff member from the list below, If no emalls are listed (or none are Ernail Prev
ARLIA, LILLIAN the correct match), please search by first name, last name. Identified
Email Prev
ARMALL GHERYL o 1dentified
=-H 15114 Ernail Prev
BLONG, MAUREEN 1dentified
CAPPADGOMNA, JANET Last Name: GOPAL First Name: SHAMTHA Find Ernail Prev
Identified L
. . Ernail Prev F
CEAR, JODI AD Alias: Emnail: 1dentified
DE JONG, CHIEH HUET Ernail Required O
L=="" Di B Ernail Praw
DEMER OFF, JOE < ﬂspl-i‘vs':‘am; Office Sgl'asl Identified
opal Shantha - opal
FEDER, MICHAEL e
—— 1dentified
Ernail Prev
FINGH, TERENCE 1dentified
Email Prev
ERIEDMAN, AMY 1dentified
Ernail Prev
GETZ, DAVID Identified
GOPAL, SHANTHA Ernail Required O
Email Prev
GREEN, JOAN 1dentified
Ernail Prev
HALPIN, DENISE 1dentified
Ernail Prev
HARD'Y, CARCL 1dentified [v

Assign Role(s) Finish || Cancel
[Cencel )

port to Excel ] [ Close ]




Click on the correct entry to assign the e-mail to this person and then click on the Finish button.

In this example, you clicked on SGopal and assigned it to Shantha Gopal. That e-mail address
now appears in the e-mail line.

Staff Data Verification Process

Welcome, Edward Hui

02M114-15 114

24 of 27 Complete
- Verify Staff Email
Person Mame File # Status Bypass
, . Ernail P
ABSE, DANTEL Search for and select the correct email for this staff member I.T;,'ﬁﬁ;? e
Select the correct email for this staff member from the list below. If no emails are listed (or none are Email Prav
ARLLA, LILLIAN the corvect match), plegse search by fivst name, last name. Identified
Email Prav
ARMAL, CHERYL ot Identified
(=4 15114 .
BLONG, MALIREEN ara
BLONG, MALIREEN . Identified
CAPPADONA, JANET Last Name: First Mame: SHANTHA Ernail Prav
Identified A
" 5 Email Prev 3
CEAR, 1001 AD Alias: Email: SGopal@schools.nyc.gov Ldentificd
DE JONG, CHIEH HUET Emasil Required O
- 5 Email Prav
DENEROFF, JOE [gsplﬂlvsl‘:‘am; Office S‘G‘"“‘ Identified
opzl shantha E opa Email Prav
FEDER, MICHAEL Identified
Ermzil Prav
FINCH, TEREWCE Identified
Ermail Prav
FRIEDMAN, AMY Identified
Email Prev
GETZ, DAVID Identified
BOPAL, SHANTHA Emazil Required O
Email Prav
GREEN, JOAN Identified
Email Prav
HALPIH, DENISE Identified
Ermzil Prav
HARDY, CAROL Identified [»
Assign Rolels)
port to Excel ] [ Cloge ]

After you click on the Finish button, you see that the SGopal e-mail address is assigned to
Shantha Gopal. Her status changes from E-mail Required to E-mail Assigned.

Staff Data Verification Process

Welcome, Edward Hui

02M114 -15 114
25 of 27 Complete

Person Mame File # Empl I SectionfAssignment Email ARIS Ralels) Status Bypass
ABSE, DANIEL Cluster/Quota Teacher / CLUSTER/QUOTA  Dabse@schools.nyc gov Schosl Educator i;‘;i'li;;ed"' [
: Ernail Prev
ARLIA, LILLIAN Homeroom Teacher { HOMEROOM TEACHER  LArlia@schools.nye.gov School Educator e
- : Ernail Prev
ARMAL, CHERYL Special Needs - Support Services / SETSS  CAmnau@schools.nyc.gow School Educator e
Ernail Prev
BLONG, MAUREEN Cluster/Guota Teacher / CLUSTER/QUOTA  MBlong@schools.nyc.gow School Educator e
CAPPADONA, JANET Cluster/(uota Teacher f CLUSTER/QUOTA  1Cappad@schools.nyc.gow  School Educator f;‘;‘;z;"
Ermnail Pray 3
CEAR, 10DI Leadership / ASST HEAD OF SCHOOL JCear@schools.nyc.gou School Educator e
DE JONG, CHIEH HUEL Hameroom Taacher [ HOMEROOM TEACHER - School Educatar Ernail Required ]
DEMEROFF, JOE Cluster/Quaota Teacher / CLUSTER/QUOTA  JDeneroff@schools.nycgov  Schoal Educstor f;‘:‘éiz;"
FEDER, MICHAEL Hameraom Teacher / HOMEROOM TEACHER MFeder2@schools.nye.gov  Schoal Educator f;‘:‘éiz;"
Ernail Prew
EINCH. TERENCE Hameroomn Teacher / HOMEROOM TEACHER  TFinch@schools.nye gov School Educatar entified
FRIEDMAN, AMY Hameraom Teacher / HOMEROOM TEACHER  AFriedman2@schools.nye.gov Schoal Educator f;":"liz;ed”

GETZ, DAVID Leadership / HEAD OF SCHOOL L e school Educatar Ea" L
GOPAL, SHANTHA i‘:l_:;"‘l“c":f“ and Other Support Staff / sGopal@schools nycgoy [Mone] Ernail Assigned
GREEN, 10N Secretary JGreenz@schools nyegow  [Mone] [‘:"ll'T;"'

h Ernail Prev
HALPIN, DENISE Hameroom Teacher / HOMEROOM TEACHER DHalpin@schools.nyc.gov  School Educator oy
HARDY, CAROL Hameraom Teachar / HOMEROOM TEACHER CHardy3@schools.nye.gow  Schoal Educator i;"‘;'liz;ed"'

[v

Export to Excel ] [ Close ]




If no matches appear when you click on the name, you can search for possible matches by
entering in new information in the Last Name, First Name, or AD Alias (e-mail) fields.

In the example below, there is no e-mail address assigned to Chieh Huei De Jong.

25 of 27 Complete

Verify Staff Email

Person Mame File: # Status Bypass
3 q Ernail Prev -~
ABSE, DANIEL Search for and select the correct email for this staff member Ldentified =
Sefect the correct email for this staff member from the fist below. If no emails are listed (or none are Ernail Prey
ARLLA, LTLLIAN the corvect match), please search by first name, last name, Identified
Ernail Prey
ARNALL, CHERYL - Identificd
ice: A
BLONS, MALIREEN =1 Syl
. 1dentified
CAPPADONA, JANET Last Mame; DE JONG First Name: CHIEH HUET f?ef.'l.zfd”
CEAR, JODI AD Alias: Email: f?;.il.z;? |
DE JONG, CHIEH HUEI Ernail Required E

Ernail Prev

CENERGFF, JOE Display Name = = Allas Identified
o records foun Email Prev
EEDER, MICHAEL Identified

Ernail Prev
FIMNCH, TERENCE Identified
Ernail Prev
ERIECIMAN, AMYT Identified
Ernail Prev
SETZ, DANMID Identified
GOPAL, SHANTHA Ernail Assigned D

GREEN, JOAN Ernail Pray

Identified
HALPIN, DENISE i;‘:iii;:du
HARDY, CAROL i;‘:iii;:du “
Assign Roleis)
port to Excel I [ Close

If Chieh tells you that his last name is often misspelled as one word, you might type Dejong into
the Last Name field and click on the Find button. Chieh’s e-mail address, cdejong, now appears.

25 of 27 Complete

Verify Staff Email
Person Mame File # Status Bypass
., 5 Ernsil P (]
ABSE, DANTEL Search for and select the correct email for this staff member I‘Tei‘tiﬂ;?ju i
Select the correct email for this staff member from the list below. If no emails are listed (or none are Email Prav
ARLLA, LILLLAN the correct match), please search by first name, fast name. Identified
Email Prev
ARMAL, CHERYL o Identified
ice! 15 114 Email Prev
BLONG, MAUREEN Identified
CAREADGHA, JANET Last Mame: Dejong First Mame: Email Prev
e Identified L
o 0 Email Prav 3
CEAR, JODI AD Alias: Email: Identified
DE JONG, CHIEH HUEL Emzil Required ]
DENERGFF, 10E isplay Mame Office Alias f;”ei‘t'.f?;?
[ DEJONG CHIEH-HLUEL 02M114 CDEIONG
FEDER, MICHAEL et
Identified
Email Prav
FINCH, TERENCE 1dentified
Email Prav
FRIEDMAN, AMY 1dentified
Email Prav
SETZ, DAVID 1dentified
BOPAL, SHANTHA Emnail Assigned L]
Email Prav
GREEN, JOAN 1dentified
Email Prev
HALPIN, DENISE 1dentified
Email Prev
HARDY, CAROL 1dantified w
Agsign Rolels) Cancel
port to Excel ] [ Close

If you cannot find an appropriate match for a staff member, then you should call your
ADM/ASLs. They will be able to assist you in finding the correct email address, or create a new
one, if necessary.



Step 4d: If the e-mail address on the screen does not match the e-mail address that the staff
member is currently using, then you must correct this. You can correct his or her e-mail
information by clicking on name and searching for the correct e-mail address.

For example, suppose that Amy Friedman tells you that her e-mail address is AFriedman2. In
the system, she is listed as AFriedman3. To correct the e-mail address, click on her name.

Staff Data Verification Process Welcome, Edward Hui

02M114 - 1S 114
26 of 27 Complete

Person Mame File # Empl 1D SectionfAssignment Email ARIS Roleis) Status Bypass
ABSE, DANIEL Cluster/Quota Teacher / CLUSTER/QUOTA  DAbse@schoalz.nye gov School Educstor ;;xf":i;;ed” #
ARLLA, LILLIAN Homeroom Teacher / HOMEROOM TEACHER  LAria@schaals.nycgov school Educator fé"‘;"t'ifpi;?'
- ) Email Prev
ARMAL, CHERYL Special Needs - Support Services / SETS5  CArnau@schools.nyc.gou School Educator Tt
BLONG, MAUREEN ClusterQuota Teacher / CLUSTER/QUOTA  MBlong@schaols.nycgov School Educstor ;;":"t'i;;ed”
CAPPADONA, JANET Cluster/Quota Teacher / CLUSTER/QUOTA  JCappad@schools.nycgow  School Educator f;"‘a‘f"t'ifpi;?'
h Emnail Prav 3
CEAR, 1ODT Leadership / 435T HEAD OF SCHOOL JCear@schools.nyc.gow School Educator Tt
DE JONG, CHIEH HUET Homeroom Teacher { HOMERGOM TEACHER CDEJONG@schools.nye.gov  School Educator Email Assigned ]
DEMEROFF, JOE ClusterfQuota Teacher / CLUSTER/QUOTA  JDeneroff@schools.nyc.goy School Educator f;‘;‘t'“ﬁ;i”
EECER, MICHAEL Homeroomn Teacher / HOMEROOM TEACHER MFeder3@schools,nycgov  School Educstor ;;xf":i;;ed”
) Emnail Prev
FI E Homeroorn Teacher / HOMERQOM TEACHER  TFinchg School Educator i
1 .
: FRIEDMAN, AMY Homeroom Teacher f HOMER GOM TEACHER{ AFriedman3@schools.nyc.go)school Educator f;‘;‘:lzz"
Ernail Prev
g Leadership / HEAD OF SCHOOL School Educator Idemtiflod
GOPAL, SHANTHA gﬂ;‘;t’:ﬁ“ and Other Support Staff / sGopal@schools.nye gow [Wone] Ernail Assigned O
Email Prev
GREEN, JOAN Secretary Jareen3@schools.nyc.gov  [Hone] Tt
HALPIN, DENISE Homeroom Teacher / HOMEROOM TEACHER DHalpin@schaals.nycgav School Educator ;;":"t'i;;ed”
HARDY, CAROL Homeroom Teacher / HOMEROOM TEACHER  CHardyz@schools.nyc.gow  School Educator f;"‘a‘f"t'ifpi;?' ™

Export to Excel ] [ Close

The search pulls up two options, AFriedman3 and AFriedman2. You can click on AFriedman2
and then on the Finish button to re-assign Amy.

Staff Data Verification Process Welcome, Edward Hui

02M114- 15114
26 of 27 Complete

Verify Staff Email

Person Mame File # Status Bypass
. . Ernail Prev ~
ABSE, DANIEL Search for and select the correct emaif for this staff member Identified ad
Sefect the correct email for this staff member from the list below. If no emails are listed (or none are Ernail Prey
ARLIA, LILLIAN the correct match), please search by first name, last name. Identified

Ernail Prev

ARMALL, CHERYL Identified

Office; 15114 Ernail Prey
BLONG, MAUREEN - Identified
CAPDADONA, JANET Last Mame: FRIEDMAN First Mame: Ay -Flnd Email Prev
CAPPADONA; JANET Identified L
CEAR, 1001 AD alias: AFriedmanz Emnail: AFriedmanZ@schools nyc.ooy Ernail Brey 1
e m— Identified
DE JONG, CHIEH HUEL Email Assigned ]
" o Ermail Prev
CEMER.CFF, 10E Display Name Office Alias Ldentified
Frizdm, Ssisclogan Ernail Prey
FEDER, MICHAEL @n Amy M 0EM128 AFriedmanz :> Identified
Email Prev
FINCH, TERENMCE Identified
Email Prev
ERIEDMAN, AMY Identified
Email Prev
SETZ, DAVID Identified
SOPAL, SHANTHA Email Assignad 4]
Email Prev
GREEM, JOAN Identified
Email Prev
HALPIN, DENISE Identified
Email Prev
HARDY, CARCL Identified v

Assign Role(s)

port to Excel ] [ Close




Now you can see that Amy’s e-mail has been re-assigned to AFriedman2. Her status has
changed from E-mail Prev Identified to E-mail Corrected.

Staff Data Verification Process

Welcome, Edward Hui

02M114 - 1S 114
26 of 27 Complete

Person Mame

ABSE, DANIEL
ARLLIA, LILLIAN
ARMAL, CHERYL
BLONG, MALUREEM
CAPPADCMA, JANET
CEAR, JODI

DE JONG, CHIEH HUEI
DEMEROQFF, JOE
FEDER, MICHAEL
FINCH, TERENCE
FRIEDMAN, AMY

GETZ, DAVID

File #

Empl 1D

SectionjAssignment Email
Cluster/ Quata Teacher / CLUSTER/QUOTA Dabse@schoals. nye gow
Horneroorn Teacher / HOMERQOM TEACHER  LArlia@schaals nyc.gow
Special Needs - Support Services / SETSS Carnau@schools.nyc.gov
Cluster/Quots Teacher / CLUSTER/QUGTA  MBlong@schools nyc.go
Cluster/Quota Teacher / CLUSTER/QUCTA  JCappad@schocls.nyc gow
Leadership / ASST HEAD OF SCHOOL ICear@schoals.nyc gov
Horneroorn Teacher / HOMEROOM TEACHER  CDEJONG@schoals.nyc gov
Cluster/Quota Teacher / CLUSTER/QUOTA  JDeneroff@schocls.nyc.gow
Homeroomn Teacher / HOMEROOM TEACHER  MFeder3@schoals.nyc gou

Hormeraorn Teacher / HOMEROOM TEACHER  TFinch@schaals.nye gow

ARIS Role(s)

Schaoal Educatar
School Educator
School Educator
Schaoal Educatar
School Educator
School Educator
School Educator
School Educator
School Educator

Schaoal Educatar

Homeroom Teacher / HOMEROOM TEACEER  AFriedman2i@schools. nyc.gow ol Educator

Leadership / HEAD OF SCHOOL Déetz@schools.nyc.gov

School Educator

Status Bypass
Ernail Prev [
Identified ul
Ernail Prev
Identified
Ernail Prav
Identified
Ermnail Preu
Identified
Ernail Prev
Identified
Ernail Prav
Identified
Ernail Assigned ]
Ernail Prev
Identified
Ernail Prav
Identified
Ermnail Preu
Identified

Ermnail Corrected

Ermnail Hraw

Identified
GOPAL, SHANTHA 2‘&;%:‘3“ and Gther Support Staff / sGopal@schanls.nycgou [Nane] Ernail Assigred ]
GREEM, 104N Secretary JGreenz@schoolsinyogoy [Hone] f;‘;‘i“t‘i;:‘”
HALPIN, DEMISE Hermeroom Teacher / HOMEROOM TEACHER  DHalpin@schools. nyc.gov School Educstor ?E"l‘:n‘t‘i::l”
HARDY, CARCL Hormersom Teacher / HOMERCOM TEACHER  CHardy3@schools. nyc.goy School Educstor ;__r‘"e‘:t‘lzg? -
E. IM=}

Exzport to Excel ] [ Close




Step 5: After verifying your staff members’ e-mail addresses, your second task it to verify their
school ARIS role. Your teachers and educational staff will default to the School Educator role.
Any staff member who you (or your principal) have already assigned to an ARIS role (Data
Specialist, Inquiry Team member, etc.) will appear with that information as well.

N\

27 of 27 Complete

Petson Mame

ABSE, DANIEL
ARLIA, LILLIAN
ARMALL, CHERYL
BLOMG, MAUREEN
CAPPADONA, JAMET
CEAR, JODI
DEJOMG, CHIEH HUEI
DEMERCFF, JOE
FEDER, MICHAEL
FINCH, TERENCE
FRIEDMAN, AMY
GETZ, DAVID
GOPAL, SHANTHA
GREEM, JOAN
HALPIN, DEMISE

HARDY, CAROL

File: #

Emnpl ICx

SectionjAssignment

Cluster/Quata Teacher / CLUSTER/QUOTA
Hormeroom Teacher / HOMEROOM TEACHER
Special Meeds - Support Services § SETSS
Cluster/Quata Teacher / CLUSTER/QUOTA
Cluster/Quota Teacher / CLUSTER/QUOTA
Leadership / ASST HEAD OF SCHOOL
Horneroorn Teacher / HOMEROOM TEACHER
Cluster/Quata Teacher / CLUSTER/QUOTA
Homeroom Teacher / HOMEROOM TEACHER
Horneroom Teacher / HOMEROOM TEACHER
Horneroom Teacher / HOMEROOM TEACHER

Leadership / HEAD OF SCHOOL

Schoal Aides and Other Support Staff f
CLERICAL

Secretary
Homeroom Teacher / HOMER OOM TEACHER

Horneroorn Teacher / HOMER OOM TEACHER

Email

DAbse@schools.nycgoy,
Larlia@schools.nyc.go
Carnsu@schoals. nye flov
MElong@schools nycfgoy
JCappad@schools.nfe gov
Jcear@schools nye oy
CDEJONG@schools five gov

JDeneroff@schoolsfyegow

DGetz@schools.nye.
fGopal@schools.nye
Jareen3@schools.nyc.
DHalpin@schoals.nyc.go

CHardyZ@schools.nyc go

ARIS Roleis)

School Educator
School Educator
Schaoal Educator
School Educator
School Educator
School Educator
School Educator
School Educatar
School Educator

Schaoal Educator

School Educator
Hone
Hone
School Educator

School Educator

Status Bypass
Ernail Prev ey
Identified
Ernail Prau
Identified
Ernail Prau
Identified
Ernail Prev
Identified
Ernail Preu
Identified
Ernail Prev
Identified
Ernail Assigned O
Ernail Prev
Identified
Ernail Prev
Identified
Ernail Prau
Identified
Ernail Carrected

Ernail Prev

Identified

Ernail Assigned O
Ernail Prav

1dentifisd

Ernail Prev

1dentified

Ernail Prav

Identifisd

E. il O

[ Submit Completed ID Association

[

Export to Excel

] [ Close

If you need to change a staff member’s role(s), click on the link under ARIS Role(s) for his or
her name. A pop-up window will appear. Click on the appropriate check boxes to add/remove
roles and then click the Apply button to apply these roles.

In the example below, suppose you want to assign Joan Green as your Data Specialist. Under
the ARIS Role(s) column for Joan, you see that she currently has no roles assigned. Click on the
[None] link for Joan and a pop-up will appear.

Person Mame File # Empl ID  SectionfAssignment Email ARIS Role(s) Status Bypass
ABSE, DANTEL ClustarfQuota Teacher / CLUSTER/QUOTA  DAbse@schools.nye.gov School Educstar Eé";‘:i;:;? il
ARLLA, LILLIAN Homeroom Teacher / HOMEROOM TEACHER  Laria@schools.nyc gow School Educatar i;";"t'i;;ed"
ARNAL, CHERYL Special Needs - Support Services / SETSS carmau@schools.nycgou school Educstar f;"‘;‘it'ifpi;?'
BLONG, MAUREEN ClusterfQuota Teacher / CLUSTER/QUOTA  MBlong@schools.nyc.gow School Educstar f;‘;it'i&;i”
CAPPADGNA, JAMET ClusterfQuots Teacher / CLUSTER/QUOTA  JCappad@schools.nyegov  School Educstor Eé‘;‘:i;:;?
CEAR, JODI Leadership / ASST HEAD OF SCHOOL Jcear@schaols. nye gov School Educatar i;";"t'i;;ed"
[DE JONG, CHIEH HUEL Homeroorn Teacher / HOMERQOM TEACHER CDEJONG@schools.nycgov  School Educator Ernail Assigned ¥
DEMEROFF, JOE ClusterfQuots Teacher / CLUSTER/QUOTA  JDeneraff@schosls.nyc.gov  School Educstor Eé‘;‘:i;:;?
FEDER, MICHAEL Homeroom Teacher / HOMEROOM TEACHER MFeder3@schools.nycgov  School Educator i;";"t'i;;ed"
FINCH, TERENCE Homeroom Taacher / HOMEROOM TEACHER  TFinch@schools. nye gaw school Educstar f;"‘;‘it'ifpi;?'
ERIECMAN, AMY Homeroormn Teacher / HOMERQOM TEACHER  AFtiedmanz@schools.nye gov Schoal Educator Ernail Corracted
GETZ, DAWID Leadership / HEAD OF SCHOOL DGetz@schaols.nycgov School Educatar i;";"t'i;;ed"
GOPAL, SHANTHA gf_z;‘l‘l:’:fas and Other Support Staff / sGopal@schools.nyc gau INone] Ernzil Assigned ]
GREEN, JOAN Secretary JGreen3@schosols.nyc gou f;‘;it'i&;i”
HALPIN, DEMISE Homeroorn Teacher f/ HOMEROOM TEACHER  DHalpin@schools.nye.gow School Educstar Eé‘;‘:i;:;?
HARDY, CAROL Homeroom Teacher / HOMEROOM TEACHER  CHardy3@schools.nycgov  School Educator i;";"t'i;;ed"
Ereail D [
[ Subrmit Completed 1D Association ] Export to Excel ] [ Close




You check the box next to Data Specialist and click on Apply.

Staff Data Verification Process

Welcome, Edward Hui

02M114 - 1S 114
27 of 27 Complete

Person Mame

ABSE, DANIEL
ARLLA, LILLIAN
ARMALL, CHERYL
BLOMG, MALREEM
CAPPADONA, JANET
CEAR, 1ODI

DE JONG, CHIEH HUET
DEMEROFF, JOE
FECER, MICHAEL
FINCH, TERENCE
FRIEDMAN, AMY
GETZ, DAVID
GOPAL, SHANTHA
GREEM, JOAN
HALPIMN, DEWISE

HARDY, CARGL

File #

Ermpl 1D

Sectionjassignment

Cluster/Quota Teacher / CLUSTERSQUOTA

Horneroorn Teacher / HOMER OOM TEACHER

Special Needs - Support Services [ SETSS
Cluster/ Quota Teacher / CLUSTER/QUOTA
Cluster/ Quota Teacher / CLUSTER/QUOTA

Leadership / ASST HEAD OF SCHOOL

Hormeraorn Teacher / HOMEROOM TEACHER

Clusterf Quota Teacher f CLUSTER/QUOTA

Horneroorn Teacher / HOMEROCGM TEACHER
Hemeroom Teacher / HOMEROOGM TEACHER

Horneroorn Teacher / HOMER OOM TEACHER

Leadership / HEAD OF SCHOOL

School Aides and Other Support Staff /
CLERICAL

Secretary

Hemeroom Teacher / HOMEROOGM TEACHER

Hormeraorn Teacher / HOMEROOM TEACHER

Email
Dabse@schools.nycgov
Laria@schoals. nyc.gow
CArnau@schoals. nyc. gay
MElong@schools nyc.gow
JCappad@schoolz. nyc gow
ICesr@schools. nye gov
COEIONG@schanols. nye gow
IDeneroff@schools. nyc. gov
MFederz@schoals nve gov

TFinch@schools. nyc gov

AFriedmanz@schools. nye gov

Dagtz@schoals.nyc.gou

S@opal@schools.nyc.gou
JGreen3@schoalsnyc gov
DHalpin@schools nyc.gow

CHardy3@schools.nyc gow

ARIS Role(s)

School Educstor
School Educator
School Educator
School Educator
School Educator
Schaoal Educatar
Schaoal Educatar
School Educator
School Educator
School Educator

School Educator

Status Bypass
Ernsil Prev [
Identified
Ernail Prav
Identified
Ermnail Preu
Identified
Ernail Prev
Identified
Ernail Prav
Identified
Ermnail Preu
Identified
Ernail Assigned B
Ermnail Preu
Identified
Ernail Prev
Identified
Ernail Prav
Identified

Ernazil Carracted

Ernail Prew

School Educator T

[Hone] Emnail Assigned B
E. [M=}

Lnd

Submit Completed 1D Association

Other School-wide staff
Data Specialist
School Educator

Inquiry Team member

Cancel

You will now see the Data Specialist role appear for Joan.

Staff Data Verification Process

Welcome, Edward Hui

02M114 - 15114
27 of 27 Complete

Person Name

ABSE, DANIEL
ARLLA, LILLIAN
ARMAL, CHERYL
BLONG, MALREEN
CAPPADONA, JANET
CEAR, JODI

DE JONG, CHIEH HUEI
DEMEROFF, JOE
FEDER, MICHAEL
FINCH, TEREMCE
FRIEDMAN, AMY
SETZ, DAWID
SOPAL, SHANTHA
GREEN, JOAN
HALPIN, DEWISE

HARDY, CAROL

File #

Empl 1D

Sectionffssignment

Clusterf Quota Teacher / CLUSTER/QUOTA

Homeroom Teacher / HOMER OOM TEACHER

Special Needs - Support Services f SETSS
ClusterQuota Teacher / CLUSTER/QUOTA
ClusterfQuota Teacher / CLUSTER/QUOTA

Leadership f #53T HEAD OF SCHOOL

Homeroom Teacher / HOMER OOM TEACHER

Clusterf Quota Teacher / CLUSTER/QUOTA

Hormeroarn Teacher / HOMER GOM TEACHER
Horneroorn Teacher / HOMER OOM TEACHER

Hormeroom Teacher / HOMERCOM TEACHER

Leadership / HEAD OF SCHOOL

School Aides and Other Support Staff [
CLERICAL

Sacretary

Homeroom Teacher / HOMER OOM TEACHER

Hormeroom Teacher / HOMERCOM TEACHER

Email
DAbse@schools.nycgov
Laria@schools. nyc. gov
Carnau@schools.nyc.goy
MElong@schools.nyc.gov
JCappad@schools. nyc gov
JCear@schools.nyc.gow
COEIONG@schools. nyc gov
Joeneroff@scheols.nyc.gou
MFeder3@schoals. nyc.gow

TFinch@schools. iy gav

ARIS Roleis)

School Educator
School Educator
Schaoal Educator
School Educator
School Educator
School Educator
School Educator
School Educator
Schoal Educator

School Educator

AFriedman2@schaals.nyc.gov School Educator

DGetz@schoals.nyc gow

sGopal@schools.nycgay

JGreen3@schonls. nye gov
DHalpin@schonls.nyc goy

CHardy3@schoals.nyc.gow

Schaoal Educator

Mone!

Data Specialist
Schod ucator

Schaoal Educator

Status Bypass
Ernail Prev [~
Identified ul
Ermnail Prev
Identified
Ernail Prev
Identified
Ernail Prev
Identified
Ernail Prev
Identified
Ermnail Prev
Identified
Email Assignad O
Ernail Prev
Identified
Ermnail Prev
Identified
Ernail Prev
Identified

Ernail Corrected

Ernail Prav
Identifisd
Ernail Assigned O
Ernail Prev
Identified
Ernail Prav
Identifisd
Ernail Prav
Identified

Ernail D

Submit Complated 1D Association

Export to Excel ] [ Close
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Step 6: Once you are done verifying e-mail addresses and roles for all of your staff members,
the button on the bottom titled Submit Completed ID Association will light up. Click on this

button to submit all your changes.

Staff Data Verification Process welcome, Edward Hui
02M114 - 15114
27 of 27 Complete
Person Mame File # Empl ID  SectionfAssignment Email ARIS Roleis) Skatus Bypass
ABSE, DANIEL ClusterfQuota Teacher / CLUSTER/QUOTA  DAbse@schools.nye gov Schoaol Educatar Eg;"t'i;:;' #
ARLIA, LILLIAH Homeroom Teacher / HOMEROOM TEACHER  Larlia@schosals.nyc gou School Educator E"‘E‘f"t'ifpi;?'
Email Prev
ARMNALL, CHERYL Special Meeds - Support Services / SETSS Carnau@schools.nycgou School Educator Tdentificd
BLONG, MAUREEN Cluster/Quota Teacher / CLUSTER/QUOTA  MBlong@schaols.nyc gav Schoaol Educatar ;:;Itlifpi;?
CAPPADOHA, JANET ClusterfQuota Teacher / CLUSTER/QUOTA  JCappad@schools.nyc.gow  School Educator E"‘:n't'ifpi;”
Ernail Prev 3
CEAR, 1001 Leadership / ASST HEAD OF SCHOOL Jcesr@schools.nyc.gou School Educator Tdontificd
DE JONG, CHIEH HUET Hormeroom Teacher / HOMERCOM TEACHER  CDEJONG@schools. nyc.gaw School Educatar Ernail Assigned D
DEMER OFF, 10E Clusterf Quota Teacher / CLUSTER/QUOTA  JDeneroff@schools.nyc.goy  School Educstor ;é‘;‘:lf’?;i”
FEDER, MICHAEL Hometaom Teacher / HOMEROOM TEACHER. MFeder@schools.nycgow  School Educator Eg;"t'i;:;'
FINCH, TERENCE Homeroom Teacher / HOMEROOM TEACHER  TFinch@schools.nyc gou School Educator E"‘:n't'ifpi;”
FRIEDMAN, AMY Homeroom Teacher / HOMERGOM TEACHER  AFriedman2@schosls.nyc.gou School Educator Email Corracted
SETZ, DAVID Leadership / HEAD OF SCHOOL Daetz@schools.nyc gow School Educator E;"‘E‘f"t'ifpi:"
GOPAL, SHANTHA 2?:;“;'&'&1“ CLC) (S L L SGopal@schonols. nye gow [Hone] Ernail Assigned ]
i Emnail Prev
.nyes o e
GREEN, JOAN Secretary Jareen3@schools.nycgoy  [ata Specialist etflad
HALFIN, DENISE Homeroom Teacher / HOMEROOM TEACHER  DHalpin@schoels.nyc. gau School Educator E;"‘E‘f"t'ifpi:"
HARDY, CARGL Homeraom Teacher / HOMEROOM TEACHER  CHardy3@schools.nyc.gow  School Educstor ;é‘;‘:lf’?;i”
Eroail [v
— e ——
Cr Subrmit Completed D Association ] Export to Excel ] [ Close ]
e —

A screen will appear summarizing the changes you made. Click on the OK button to confirm

your changes. Your work is nearly finished.

Staff Data Verification Process Welcome, Edward Hui

02mM114 - 18 114

27 of 27 Complete
Person Mame File # Empl 1D SectionfAssignment Email ARIS Role(s) Status Bypass
ABSE, DANIEL Cluster/Quota Teacher / CLUSTER/QUOTA  Dabse@schoals.nyc gov School Educator Ec"“;‘:t‘i::‘” ™
ARLLA, LILLIAN Hemeroom Teacher / HOMEROOM TEACHER  LArlia@schools. nyc.gov School Educstor ?E"l‘:n‘t‘i::l”
ARMAL, CHERYL Special Heeds - Support Services / SETSS carnsu@schools.nyc.gov School Educstar ;?e?ll:;iu
BLONG, MAUREEN Cluster/Quota Teacher / CLUSTER/QUOTA  MBlona@schaols nye gov School Educator Ec"““e‘:t‘i:;?
CAPPADONA, JANET ool Educator ?E"l‘:n‘t‘i::l”
CEAR, 10D Location Summary R — Ernail Prev =
Identified
DE JONG, CHIEH HUET ool Educator Ernail Assigned O
Of the peaple in this location,
DEMEROFF, JOE = ool Educator Gl (2D
Identified
Ernail Prev
FEGER, MICHAEL « O are bypassed ool Educator Identified
FINCH, TEREMCE * 27 have assigned emais. ool Educstor ErElED
Identified
FRIEDMAN, AMY . S . | Educat Emnail Corected
B You are about to submit your location's list of associated IDs. = el barre st
GETZ, DAVID ool Educator f;‘;‘i“t‘i;:‘”
Please click "OK' to confirm submission of your location's ID
GOPAL, SHANTHA information. ne] Email Assigned O
Please dick 'Cancel’ to cancel this submission. Ernail Prev
GREEM, JOAN ta Specislist
— Identified
Emnail Prev
HALPIN, DEWISE ool Educator el
Emnail Prau
HARDY, CARGL ool Educator o =
E. M=}

Export to Excel ][ Close ]




Step 7: Alert your principal that you are finished verifying the school’s staff data. The principal
must certify that the information is correct. He or she can do this by clicking on the Principal
Signoff button. The Principal Signoff button will only light up after the Submit Completed 1D

Association button has been clicked and OK-ed.

02M114-15114
27 of 27 Complete

Person Marne:

ABSE, DANIEL
ARLIA, LILLIAN
ARMAL, CHERYL
BLOMG, MALIREEN
CAPPADONA, JANET
CEAR, 1ODI

DE JONG, CHIEH HUET
DENEROFF, JOE
FEDER, MICHAEL
FINCH, TERENCE
FRIEDMAN, AMY
GETZ, DAVID
GOPAL, SHANTHA
GREEM, JOAN
HALPIN, DEMISE

HARDY, CAROL

File #

Empl 1D

SectionjAssignment
Cluster/Quota Teacher / CLUSTER/QUOTA
Hemeroom Teacher / HOMEROOM TEACHER

Special Meeds - Support Services f SETSS

: Cluster/Quota Teacher / CLUSTER/QUOTA

ClusterfQuots Teacher [ CLUSTER/QUOTA
Leadership / ASST HEAD OF SCHOOL
Hormeroar Teacher f HOMEROOM TEACHER
Cluster/Quats Teacher / CLUSTER/QUOTA
Horneroorn Teacher / HOMEROOM TEACHER
Hemeroom Teacher / HOMEROOM TEACHER
Horneroorn Teacher / HOMEROOM TEACHER

Leadership / HEAD OF SCHOOL

School Aides and Other Support Staff /
CLERICAL

Secretary
Homeroom Teacher / HOMEROOM TEACHER

Homeroom Teacher / HOMEROOM TEACHER

Email
Dabse@schools.nyc gov
Larlia@schools.nyc gov
carnau@schools.nycgou
Melong@schools.nycgov
JCappad@schools. nyc gov
JCear@schools.nyc.gov
CDEIONG@schools.nye gow
IDeneroff@schaols.nyc.goy
MFederi@schools.nyc.gow
TFinch@schools. nve, gov
AFriedman2@schoals. nyc. gou
DGetz@schools.nyc gow
S@opal@schools. nyc. gow
JGreen3@schoals nve gov
DHalpin@schools.nyc gay

CHardy3@schools.nyc.gov

ARIS Rolegs)
School Educator
School Educatar
Schaoal Educatar
School Educator
School Educator
Schaoal Educatar
Schaoal Educatar
Schaoal Educatar
School Educator
School Educatar
School Educator
School Educator
MNone

Data Specislist
School Educator

School Educator

Status Bypass
Ernail Prev rY
Identified
Ernail Prev
Identified
Ermnail Prew
Identified
Ernail Prev
Identified
Ernail Prau
Identified
Ermnail Prew
Identified
Ernail Assigned B
Ermnail Prew
Identified
Ernail Prev
Identified
Ernail Prev
Identified

Ernail Carracted

Ernail Prew
Identified

Emnail Assigned B

Ernail Prew
Identified
Ernail Prev
Identified
Ernail Prew
Identified
ErczilD

[

( Frincipal Signoff ‘LP Exzport to Excel ][ Close ]
e

A screen will appear summarizing the changes that were made. Principals need to enter their e-
mail address and password so that the system can authenticate their identity. Finally, click on the
Signoff button. Your school is done with staff data verification. Thank you!

Staff Data Verification Process

Welcome, Edward Hui

02M114 - 15114
27 of 27 Complete

Person Name

ABSE, DANIEL
ARLLA, LILLIAN
ARMAL, CHERYL
BLOMG, MALREEM
CAPPADCNA, JANET
CEAR, JODI

DE JONG, CHIEH HUEI
DEMERQFF, JOE
FEDER, MICHAEL
FINCH, TEREMCE
FRIEDMAN, AMY
GETZ, DAMID
GOPAL, SHANTHA
GREEN, JOAN
HALPIMN, DENISE

HARDY, CAROL

File #

Empl 10

SectionjAssignment

Cluster/ Quota Teacher / CLUSTER/QUOTA

Email

DAbse@schools.nycgaw

ARIS Role(s)

School Educator

Principal Signoff
Location Summary

Principal's Emal Adg&

Outlook Password

Of the peaple in this location,

» 0 are bypassed
» 27 have assigned emails.

To grant Principal signoff, please enter the Principal's Outlook email address and
password

3| schools.nyc.goy [v]

necialist

Educatar
Educator

Status Bypass
Ernail Prav ~
Identified
Email Prev
Identified
Ermnail Prau
Identified
Ernail Prev
Identified
Ernail Prav
Identified
Email Prev
Identified

Ernail Assigned ]

Ernail Prew
Identified
Ermnazil Prev
Identified
Ernail Prev
Identified

Ernail Corrected

Ermail Prev
Identified

Ernsil Assigned [}

Ernail Prew
Identified
Ernail Prew
Identified
Ermail Prev
Identified
Ernail O

S

[

Export to Excel

][ Close ]
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Notes on Additional Functions

Bypass: On the far right, you will notice a column titled Bypass. If you can not find the correct
e-mail address for a staff member and you are ABSOLUTELY certain that they will never need
access to DOE e-mail or any other applications (including ARIS), then you may click on Bypass
to skip them.

In the example below, suppose that Jody Weckergreenber tells you that she does not use DOE e-
mail and will never need DOE e-mail or access to DOE applications. You can bypass her record
by clicking on the Bypass box for her row.

Staff Data Verification Process Welcome, Edward Hui
02M114 - 15114
26 of 27 Complete
Person Hame File: # Empl 1D Section/Assignment Email ARIS Rolefs) Status Eypass
GETZ, DAVID Leadership / HEAD OF SCHOOL Daetz@schoals.nyc gov school Educator f;";‘t"::d“ [}
GOPAL, SHANTHE school Aides and Other Support $taff / CLERICAL  $Gopal@schools.nycgov [Mone] Email Assigned [m}
GREEN, JOAN Secratary JGreen3@schools nycgow Data Specialist f;fn‘t';;“ [}
HALPIN, DENISE Harmeraem Teacher / HOMEROOM TEACHER DHalpin@schoals. nycasy School Educator f;"‘;‘t‘;:‘* [}
HARDY, CAROL Harmeraem Teacher / HOMEROOM TEACHER CHardy2@schaals. nycgou School Educator f;"‘;‘t’;;‘* [}
KLETN, EWAN Harmeroom Teacher f HOMEROOM TEACHER Eklzind@schasls.nye. goy Schaol Educator f;‘:‘;“:‘:;‘* [}
LAVEZZARY, ERICA Guidance/Social Workers / COUNSELING elavezz@schools.nye gov School Educator f;‘:‘:ﬂ‘:‘:;‘“ [}
LEVT, JILL Homeroom Teacher / HOMERGCGM TEAGHER JLevi@schools.nye gov School Educator E;‘;ﬂﬁ:ﬂu [ ]
LYONS, JAMES Homeroomn Teacher f HOMEROOM TEACHER JLyans3@schools.nyc gov school Educator f;";‘t"::d“ [}
HATHAMN, MELISSA Clusterf Quota Teacher / CLUSTER/QUOTA MHathan2@schools.nyc.gey  School Educator f;fn‘t';;“ I}
HOTO, EMILY Harmeraem Teacher / HOMEROOM TEACHER EMato@schasls.nys gau [Hens] f;";‘t"fi?d” [}
PILGRIM, ALICIA Harmeraem Teacher / HOMEROOM TEACHER APilgrirm@schasls. nycasy School Educator f;"‘ei‘t";:” [}
RUFO, REBECCA Harmeraem Teacher f HOMEROOM TEACHER RRufo@schoals nyc gay Scheol Educator f;‘:‘;“l;;‘* [}
SOLOMON, ALTSON Clusterf Quota Teacher / CLUSTER/QUOTA ASolomon@schools.nyc.gow  School Educator f;‘:‘;“:‘:;‘* [}
THURM, LAUREN Clusterf Quota Teacher { CLUSTER/QUOTA LThurm@schools.nye gov School Educator fg:r“:‘:;?
WECKERGREENBER, 10DY gg‘ga‘g;&:’{g;pzmsD"‘DEE” (ReREt - [Mone] Email Required | =
—
Subrmit Completed ([0 Azsociation Brinzipal Signoff Export to Excel Close

Once you click on the Bypass box, the status for Joan will change to Bypassed.

Staff Data Verification Process

Welcome, Edward Hui

02M114 - 15114
27 of 27 Complete

Petson Name File # EmplID  Section/Assignment Email ARIS Rols(s) Status Bypass
GETZ, DAVID Leadership / HEAD OF SCHOOL Daetz@schoolsnycgoy School Educator f;r;‘t'i:;? [ ]
GOPAL, SHANTHA School Aides and Gther Support Staff / CLERICAL  SGopal@schools.nyc.gov [Hone] Email Assigned [m]
: Email Prev
nye o ’
GREEM, JOAN Secratary JGreena@schools. iy gov Data Specialist T [}
HALPIN, DENISE Harmeraarmn Teacher / HOMEROOM TEACHER DHalpin@schaals. nys acu School Educstor ?zi‘t'i::‘“ [ ]
Email Prev
HARDY, CAROL Homeroom Teacher / HOMEROOM TEACHER GHardy3@schools,nycgov school Educator Tdentified ]
ELETH, EVAN Homeraom Teacher / HOMEROOM TEACHER EKlein®@schoals. nyc.gov School Educator i;n:n‘:.:;? [ ]
LAVEZZARY, ERICA Guidance/Social Workers / COUNSELING elaverz@schoals.nye.gay School Educstor i;‘:‘:n‘llzg” [ ]
LEVI, JILL Harmersarmn Teacher / HOMEROOM TEACHER JLevi@schacls nys gov School Educstor i;r;:t'i:;i“ [ ]
LYONS, JAMES Hemereom Teacher / HOMEROOM TEACHER JLyonsF@schools.nyc gaw School Educator f;r;‘t'i:;? [ ]
MATHAN, MELISSA Cluster/Quota Teacher / CLUSTER/QUOTA MNathanz@schools.nyc.gow  School Educatar i:’:‘tllzg? =
Email Prav
NOTO, EMILY Harmeroom Teacher / HOMEROOM TEACHER ENota@schaals.nyc.goy [Hone] ettt [
’ Email Prev
PILGRIM, ALICIA Hameroom Teacher / HOMEROOM TEACHER APilgrim@schools.nye gov School Educator T [}
RUFD, REBECCA Harmeraarmn Teacher / HOMEROOM TEACHER RRufa@schaals.nys acu School Educstor ?;i‘t'i::j“ [ ]
Email Prev
SOLOMON, ALTSON GCluster/ Quota Teacher / CLUSTER/QUOTA #golomon@schoolsinycgoy  School Educator Tdentified ]
THURM, LAUREN Cluster/ Guota Teacher / CLUSTER/QUOTA LThurm@schools.nyc.goy School Educator
Coordinator/ Supervisor/Daan / PARENT R
WECKERGREENBER, JODY el [Hone]

Subrmit Completed 1D Association

Frincipal Signoff
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Export to Excel: You may find it easier to enter information about your staff’s e-mail and roles
into a spreadsheet first before you enter it into the screen. If that is the case, then you can export
the data from this page into Excel by clicking on the button titled Export to Excel.

02M114 - 15114
27 of 27 Complete

Person hName

ABSE, DAMNIEL
ARLIA, LILLLAN
ARNAL, CHERYL
BLONG, MALUREEN
CAPPADOMA, JANET
CEAR, JODI

DE JOME, CHIEH HUET
DEWERGFF, JOE
EECER, MICHAEL
FINCH, TERENCE
FRIEDMAN, AMY
GETZ, DAVID
GOPAL, SHANTHA
SREEN, JOANM
HALPIN, DENISE

HARDY, CAROL

File # Empl 1D

Section/Assignment

ClusterfQuota Teacher / CLUSTER/QUOTA
Homeraarn Teacher / HOMEROOM TEACHER,
Special Needs - Support Services / SETSS
Cluster/Quota Teacher / CLUSTER/QUOTA
ClusterfQuota Teacher / CLUSTER/QUOTA
Leadership / ASST HEAD OF SCHOOL
Homeraam Teacher / HOMEROOM TEACHER.
Clusterf Quota Teacher / CLUSTER/QUOTA
Homeraarn Teacher / HOMEROOM TEACHER,
Homeraarn Teacher / HOMEROOM TEACHER.
Homeraarn Teacher / HOMEROOM TEACHER.

Leadership / HEAD OF SCHOOL

School Aides and Gther Support Staff /
CLERICAL

Secretary
Homeroom Teacher / HOMERGOM TEACHER:

Hormeroom Teacher / HOMEROOM TEACHER

Email
DAbse@schoals.nye. gov
Lavia@schoaols.nyc gov
CArmau@schools.nyc.goy
MBlang@schools.nyc.goy
JCcappad@schools.nyc gov
JCear@schools.nyc.gou
COE)ONG@schools.nyc.gow
IDeneroff@schools.nyc.gay
MFedera@schools.nyc.gow
TFinch@schools. nve gov
AFriedman2@schoals. nyc. gou
Daetz@schools.nyc gow
SGopal@schools. nyc gow
JGreen3@schoals, nve gov
DHalpin@schools.nyc goy

CHardy3a@schools.nyc.gov

ARIS Rolels)
School Educator
School Educator
School Educater
Schoaol Educator
School Educator
School Educator
School Educator
School Educator
School Educator
School Educator
School Educator
School Educator
MNone

Data Specialist
School Educator

Schoaol Educator

Status Bypass
Email Prav (]
Identified i
Ernail Prev
Identified
Ernail Prev
Identified
Ernail Prev
Identified
Ernail Prev
Identified
Ernail Prev
Identified
Email Assignad O
Ernail Prev
Identified
Ernail Prev
Identified
Ernail Prev
Identified
Ernail Carrected

Ernail Prew
Identified

Ernail Assigned [}

Ernail Prew
Identified
Ernail Prav
Identified
Ernail Prev
Identifiad

Ecnailo [

[ Principal Signoff

d Export to Excel 5 Close
N

-

aaS——

A screen will pop up and ask you whether you want to Open, Save, or Cancel. Click on Save
and save the file to your Desktop, or somewhere you’ll remember easily.

Iﬂ Igl .;‘i /7.5earch

Favarites é“! e

Please be patient as your Staff list Report is being prepared...

Person Mame Status Bypass
Tail Prev -~
ABSE, DANIEL {entified I
ARLIA, LILLIAN File Download nail Prev
ientified
nail Prev
ARNAL, CHERY! Do you want to open or save this file? fentified
BLONMG, MAURE 1:1';:;:”
L’ﬂ Name: ARISTransfertoExcel, xls ey
CAPPADONA, Jx Ml Type: Microsoft Excel Workshest, 11.0 KB fentified
X nail Prew
CEAR, JODI From: mygalaxyqa nycenet.edu Jentified
DE JONG, CHIE ﬁ nail Assigned Fl
DENERCFF, JOE Loz faig . e
ientified
. " nail Prev
FEDEFR., MICHAE [¥] &lweays ask before opening this type of file Jentified
mnail Praw
FINCH, TERENC {entified
FRIEDMAM, AM" Wihile files from the Internet can be useful, some files can potentialy sl S amaitai
harm your computer. If you do not tiust the source, do nat open or .
GETZ, DAVID save this file. Whal isk? mall Pres
e entified
GOPAL, SHANT nail Assigned 0
nail Prew
GREEM, JOAN {entified
nail Prev
HALPIN, DEMNIS -dentified
HARDY, CAROL Homeroom Tescher { HOMERGOM TEACHER  CHardy3@schools.nycgoy  School Educatar f;‘;‘lwpi;:” .
| s
Ecnail D L

[ Frincipal Signoff ] [

Close

Export to Excel ] [
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Afterwards, you can open up the file in Excel and work on the spreadsheet. You might also
consider printing the Excel spreadsheet and bringing a hard copy to a staff meeting where you
can more easily ask your staff what their respective e-mail address and roles are.

2] Microsoft Excel - ARISTransfertoExcel.aspx [Read-Only] E]@
5_’] File Edit M“iew Insert Formab  Tools Data  MWindow Help

RN NI REA e WV e £ § Tahema - 10

i3 | e R RTEN]

Al hd #e FileMumber

L C

1 : RolelD |

2 ABSE, DANIEL Cluster /Quota Teacher / CLUSTER/QUOTA | Dabse@schools.nyc.goy |\Role_SchoolEducator_M114 School Educator [Email Prey Id)
B |Hameroom Teacher # HOMERCOM | o | | |

3 ARLIA, LILLIAN TEACHER Larlia@schools.nyc.gov |\Role_SchoolEducator 114 School Educator |[Email Prev Id)
(4| BRNAL, CHERYL 'Speciél Needs - Support Services / SETSS 'CAr'nau@échD'Dis.m;c.'guv |Role_SchoolEducator_M114. |School Educator :Erriail Pre Idy|
? E\Loi\'ld MAUREEN ”C\usteertha Teacher f CLUSTERfQUOTA 'MB\Ung@schoolsn go =Ro'Iejc'hoDI-El:iucahor;i\"‘i11'4 |School Educatar [Email Prev idn}
6 | |CapPaDONA, JANET |Cluster /Quota Teacher / CLUSTER/QUOTA |JCappadi@schools.myr.gov |Role_SchoolEducator_M114 |School Educatar [Email Prev I1d|
(7 | C'E'A'F{ 10010 'Léédér'sﬁih'f'ASgT HEAD OF SCHOOL 'jtféar@"sého'ols':nyc.'gov ZRo-le_éc'h'o'D'IEducaiDr:_l\'ﬁli;l |School Educatar [Email Prev 1d|
| Hormeroam Teacher / HOMEROOM

a DE JOMG, CHIEH HUET TEACHER COEJONG@schools.nyc. gov |Role_SchoolEducator_M114 School Educator |Email Assigng
(g | DENEROFF, JOE Cluster/Quota Teacher f CLUSTER/QUOTA, JDenemf’F@sthDDlsm}c.guv Role_SchoolFducator_M114 |School Educator [Email Prev I
| Hormeroom Teacher /HOMEROOM

10 FEDER, MICHAEL TEACHER MFeder3@schools. nyc.gov |Raole_SchoolEducator_M114 School Educator [Email Prey Idy

' |Hameroom Teacher # HOMEROOM o i ' ) i ' ' [

11 FINCH, TEREMCE TEACHER TFinch@schools. nyc.gov Role_SchoolEducator_M114 Schonl Educator |Email Prey Idy
| Hormeroorm Teacher fHOMEROOM

12 FRIEDMAN, AMY TEACHER AFriedman2@schools.nyc.gov [Role_SchoolEducator_M114 School Educator [Email Correct)
(13 | GETZ, DavID |Leadership / HEAD OF SCHOOL Deet@schooks.myc.goy |Role_SchoolEducator 114 School Educator [Email Prey 1y
[ School aides and Other Support Staff / |
14 GOPAL, SHANTHA CLERICAL SGopal@schools.nyc.goy |Mane [Mone] |Ernail Azsigne
15| |GREEM, JO&N Secretary JGreenE@schm\s.nyﬁ.qu |Role_SchoolDataManager_M114 |Data Specialist  |Email Pras Idy
| Homeroom Teacher f HOMERCOM

16 HALPIMN, DEMISE TEACHER DHalpin@schools.nyc.gov |Rele_SrhonlEduratr k114 School Educator |Email Prey 1dy
| i Homeroom Teacher f HOMEROOM i

i |HARDY, CARCOL TEACHER CHardy3@schools.myc.gov |Role_SchoolEducator X332 School Educator [Ernail Prev Idy
| Homeroom Teacher / HOMEROOM

18 KLEIM, EVAMN TEACHER EK lein9@schools. nyc.gov |Rale_SchoolEducator_M114 School Educator |[Email Prey 1d
19 | |LAVEZZARY, ERICA Guidance/Social Workers / COUNSELING e\avezz@achnnls.nyc:guv :RD|B_SEhDD|EdUEatDr”_M114 School Educator |Email Prey 1d
| Homeroom Teacher f HOMERCOM ) |

20 ILEWI, JILL TEACHER ILevi@schools.nyc.goy |Role_SchoolEducator 114 School Educator |Email Prey 1d
| Hormeroam Teacher / HOMEROOM o

21 |LYONS, JAMES TEACHER ILyons3@schools.nyc.gov |Role_SchoolEducator_M114 Schiool Educator |Email Prey 1d:
(22 | MNATHAN, MELISSA Cluster /Quota Teacher / CLUSTER/QUOTA  |MNathan2@schools.nyc.gov  |Role_SchoolEducator_t1114 |School Educator |Email Prev I
B ] |Hameroom Teacher fHéMEéOOM | | | |
23 | ) ) NOTO, EMILY | TEACHER ENpm@schoqls.nyc.qov V[Nong] |Email Prey 1d =
W 4 » W)\ ARISTransfertoExcel / ST Tt tamnaa I< ] i ¥
Ready UM

g we—
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STAFF DATA VERIFICATION
Frequently Asked Questions (FAQS)

Q1. I am having trouble completing the verification of staff data. What should | do?
A. Contact the Applications Data Manager (ADM) and the Application Support Liaisons (ASLs) at your ISC. They
are your direct support for this process and can troubleshoot with you.

Q2. I’'m a data specialist and the link to the data screen is for Galaxy. | don’t have a Galaxy account. Do |
need one?

A. No. You can get to this specific screen without a Galaxy account. You should have received an e-mail from
your ISC Data Support Team with your unique login information. The ADM and ASLs will have your login
information if you misplaced this email.

Q3: Do | have to be on the school’s computer network to access this staff data verification tool?
A. No. The tool is Internet-based and can be access anywhere as long as you have your user 1D and password.

Q4. I have a lot of staff members at my school. What is the best way to check all these people?

A. One way is to print out a copy of the information that appears on the screen and bring it to a staff meeting or
leave it in the central office. You can have each staff member come by and verify their e-mail address and staff
role(s) on your hard copy and then enter the changes into the system after everyone is finished. To print out the
information, click on the “Export to Excel” button and then print the spreadsheet from Excel.

Q5. I’ve made some changes, but am not finished and need to stop. How do | save my work?
A. Your work is automatically saved after every click, so you don’t need to do anything extra to save your work.
You can close out of the tool, and when you log back in later, your screen will bring you back to where you left off.

Q6. One of my staff members is missing from the staff data verification screen. How do I fix this?

A. The list of staff on the screen is generated from your school’s Table of Organization in the Galaxy budgeting
system. If a staff member is missing, your principal will need to correct this error themselves in the regular Galaxy
application. Your ADM and ASLs will also be able to direct you to the ISC HR/Galaxy contact for your school.

Q7. One of my staff members noticed that his/her name, Employee ID, File number, etc. is incorrect. Can | fix
it here?

A. Unfortunately, no. For the staff data verification process, we are only checking and correcting e-mail addresses
and role information. For HR data changes, please have the staff member call HR Connect at 718-935-4000.

Q8. One of my staff members told me that their email is incorrect, but I can’t find it with the search. What
should I do?
A. Contact the ADM/ASLSs at your ISC. They have additional search tools to help you find the correct information.

Q9. One of my staff members has never had a DOE e-mail account and will need access to DOE systems like
ARIS. Can I add them here?

A. No, if your staff member never had an email account, you must contact the ADM/ASLSs at your ISC. They will
be able to create an e-mail account for this person.

Q10. One of my staff members has never had a DOE e-mail account and does NOT need access to DOE e-
mail and systems like ARIS. What should | do?
A. Click on the “Bypass” box to skip over them.

Q11. One of my staff members has different logins for their DOE Outlook e-mail account, ARIS, Acuity,
HSST, etc. Which is the correct one to enter here?

A. Enter their DOE Outlook e-mail account information. We are moving toward a system where there will be one
username to log onto the majority of DOE applications. A person’s DOE e-mail username will be the unique
identifier of record.
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