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TO DO BEFORE YOU START:

Make sure you are on a computer with a VLan2 connection in order to access
the intranet. Computers at all of the ROC offices already have this connection.
If you’re in a school, the best computer to use will most likely be in the
principal’s office or at the secretary’s desk. It will have the correct VLAN2
connection and most recent version of internet. Ask the secretary to LOG OUT

and you then LOG IN using your Outlook credentials. Do NOT use a Mac. Use
aPC.

FYI:

The RIF form that you are being asked to fill outis a New York City Reading is
Fundamental form, and is NOT coming from the national RIF office in
Washington D.C. Itis possible to login to the national RIF site and try to fill out a
form, but you CANNOT access the correct form from there, although it seems
like you can! You must be in the appropriate website, which can ONLY be
accessed from the NYCDOE intranet! Please continue reading for the correct
url and login.
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GETTING INTO THE READING IS FUNDAMENTAL SITE

. HOW TO: access the intranet. www.nycboe.net

Summary

The Reading is Fundamental website requires access to the intranet as
opposed to the internet. The Internet is the public network you can log onto
from any computer; the Intranet is a private network only Department of
Education employees can access from a DOE computer.

How can | tell the difference?
Here’s the home page of the NYC DOE intranet. The address in the URL bar is
http://www.nycboe.net. The intranet has a burgundy side bar.

CEX

File Edit Wiew Faporites Tools Help F

| 2l DOE Intranet - Microsoft Internet Explorer

. — n _- ;
= 1 ) <> i i e o f i
@ Back ? ) \ﬂ @ -._l] 7 Search 1. Favorites w Media Q [':__\ == .i] " @ ﬂ 3 Liriks
e -
! P.Qldre.ss:|§| http: ffwnana, ycboe. netf " ’v' V| Go GODS]E’ i =
i 0 | ;
QSEBI’BV ‘1 EESgmsmmpmunant Google ~* ‘ahoo! - AskJeeves LookSmart _ﬂ @W’eatherBug Companion 37°

The New York City Department Of Education

Joel I. Klein, Chancellor

| E-Mail Center | Phone Directory | Help Desk

Announcements

CyberShift 3G Unified Workforce Interface

BEDS Survey is available at https://ats.nychoe.net
Mew York City Discipline Code -- Revised Curriculum
Guides

Ramp-Up to Literacy Supervisor's Guide — Secondary
Information for Principals
"Exploring Children First” CD

* Parents
Students T I
Educators Poa £l
- Employess
Furad fw

Pablic Schools

" Our Schoals ]

The home page of the NYC DOE ~— | o=t ' e
internet has the URL http:// b
www.nycenet.edu. If you cannot get
to the intranet, you’ll be redirected
here.

'-'::.’lﬁ! kb
X I
O i iy

- — Lo
B o oo

Sl

Page 4



. HOW TO: access the intranet (cont’d)

WHAT IF | CAN'T GET IN?

You have never used your Outlook
account or logged on to a DOE
computer as yourself. You need to
activate your account.

The Helpdesk can help you with this.
718-935-5100. Press 1, then 3 for
Outlook problems.

Also see the section in this manual
called “How to Use Outlook Email” for
a link on the DOE website.

You’ve forgotten your Outlook user
name and password.

Call the Helpdesk: 718-935-5100. Press
1, then 3 for Outlook problems.

The computer you’re on is not
connected to the DOE intranet.

On the internet, go to this website:
http://www.nycenet.edu/
Administration/Finance/DIIT/tis/
vlan2.asp. A form will pop up that your
school computer technician can help
you fill out. At the bottom of the form,
click on “send” and you will be
contacted to schedule an installation.
Call the Helpdesk at (718) 935-5100 if
you have any question or need
assistance with the form.
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II. HOW TO: access the RIF site

Once you are at the intranet, type:

www.nycboe.net/adminorg/offices/teachinglearning

into the URL bar.

| 3 DOE Intranet - Microsoft Intenet Explorer
Edit

File Wiew  Faworites Help

_;j /):j Search ‘-_T:'\}:’Favor\tes @Medla @ [,_

o-LJed 3

Google = ‘Yahoo! ~ AskJeeves LookSmat _g? @WE&IhErEugEDmmninﬂET“

The New York City Department Of Education

Joel |. Kiein, Chancellor

Intranet Home | DOEHome | DHT | E-Mail Center | Phone Directory | Help Desk

vIB e Googe- B

Links

Please note: You
can make a quick
link to this site by

DOE Intranet

Announcements

adding itto
“Favorites” in the

CyberShift 3G Unified Workforce Interface
BEDS Survey is available at https://ats.nychoe.net

Hew York City Discipline Code .- Revised Curriculum
Guides

Ramp-Up to Literacy Supervisor's Guide — §

browser window.
See Appendix IV for
instructions.

Information for Principals

"Exploring Children First® CD

A Comprehensive Approach to Balanced
Mathematics and Literacy: Handbooks for Educators
Eacility Enhancement Request Form

EY 2004 School Allocation Memorandums
Information Sheet on School Emergency Procedures
HYPD School Safety Division

24 Hour Operations Center

110 Livingston Street - 12TH FL,

Brooklyn, New vork 11201
F18-935-3300

‘:} Local intranet

The New York City Department Of Education

Joel . Klein, Chancellor

DOE
Intranef

IntranetHome | DOEHome | DNT | E-Mail Center | Phone Directory | Help Desk

Deputy Chancellor, Teaching and Learning
52 Charnbers Street

Pew Yaork, K.Y 10007

FPhone (212) 374-5115

http:dtweervr. nycenet. edufteachlearms

Deputy Chancellar —
Carmen Farifia

Office of Curriculum, Instruction and Professional Developme
Executive Director of Curriculum and Professional Develo - Laura Kotch
(212) 374-0378
-...“.....-llllllllllll ‘T .
Reading is Fundarnental (RIF) - Distribution Report Forr,, % Download Help document ¥
e Bt Ehildrers it CD o  am s e fn ="

A Comprehensive Approach 1o Balanced Mathernatics - A Handbook for Educatars

RESOURCES & Comprehensive Approach to Balanced Literacy - & Handboaok for Educatars

Click on the link,
“Reading is Fundamental
(RIF) - Distribution Report
Form”.
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II. HOW TO: access the RIF site

Logging In

At this point a log-in box will appear. Type in the user name and password that
you ordinarily use to log in to your computer. lItis also the same name and
password that you use to get into Outlook.

The New York City Department Of Education

Joel |. Klein, Chancellor

[
| Help I]esklnt

Intranet Home | [ Connect to qa.nychue.nt

Deputy Chancello
52 Chambers Street
Mew York, MY, 100
Phone (212) 374-51

htp:Awe. iy cenet)| (ser name: |§ v

Zonnecking to ga.nycboe . net

P d:
Deputy Chancellor Eassar

Carmen Farifia [ IRemember my password

Office of Curriculu

Executive Director o [ oK ] [ Cancel ]
(212) 3740378

Eeading is Fundamental (RIFY - Distribution Beport Form { Download Help docureent b
"Exploring Children First" CD
A Comprehensive Approach to Balanced Literacy - A Handbook for Educators

Type central\ followed by your user name.
Type your password.

Make sure that you are logged into the
computer as yourself. If you are not,
you won't be ableto get in to RIF!
Close out of all programs, have the
owner of the computer log out, and

you log in.
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. HOW TO: access the RIF site (cont’d)

On the next screen, there is important information to become familiar with.
Then scroll all the way to the bottom and click on the link below.

You must
scroll all the
way down
to see the
link!

)

Division oF

NYC Department Of Education | (8

TecHNOLOGY

Reading is Fundamental 2005-2006

Online Single Site Distribution Report Instructions

In order to comply with the Reading is Fundamental Guidelines each participating site is responsible for the accurate
and timely completion of three (33 RIF Distribution Reports, New York City Public schools will be reguired to access the
Department of Education intranet to complete this required form as follows:

Single Site Distribution Reporting Schedule

Distribution Dates Submit Online Form

1st Distribution December 12-16, 2005 Due Date: December 21, 2005
2nd Distribution February 6-10, 2006 Due Date: February 15, 2006
3rd Distribution April 3-7, 2006 Due Date: april 12, 2006

BEFORE you Login.......
Please have the following information readily available:

1. Distribution Date: MM/DDMNYYY of the specific distribution.
2, Total # of Children Participated: Total number of students that selected a book of their choice on the
distribution day in the box,
3. Grade(s): All participating grades
4, Ages of Children Participated: Age rangeis) of participants
5, Mumber of Books Available: Mumber of books made available during the distribution period.
6. &pprox,. Mumber of Titles Available: NMumber of titles made available to students for selection.
7. MNumber of Books Each Child Chose: Number of books selected by each child.
2. Total Mumber of Books Distributed: Total number of books distributed during this distribution period.
9, Total Mumber of Books Remaining: The number of books left at the end of this distribution.
10. Mumber of Parents Involved: Number of parent volunteers,
11. Approw, Mumber of Community Yolunteers: Number of volunteers that assisted.
12. MWumber of Absentees: Mumber of absentees.
12, If children were absent, how were they served?: A very brief description of how you provided an opportunity
for the student to choose a book, (50 words or less)
14, Briefly describe how parents were involved in the distribution, (75 words or less)
15, Briefly describe your motivational activities: Provide a highlight of your school’s motivational activities, These
activities should be fun and engaging. (75 words or less)

How It Works

Accessing the Site

% pownload Help document

To begin, access the Department of Education’s Intranet using a computer that is linked to the system. To access the
form use the MYC Department of Education Intranet at: http: ffwwew nychoe.netfadminCra/OfficesTeachinglearning/

MNOTE! Inorder 0 acoess the INTRANET, vou must be on a cormputer that s networked on FLANZ, Tyoically, the principal’s
ar school secretary’s computer are on this network,

HINT: Try to use the newest computiter available, otherwise you may need to download 3 newer version of Microsof?

Internet Explorer, -

amgumm LY T Ty

.‘_'(fl'i;:'k here to enter into Reading is Fundamental

Tampg
",

‘{_.--l
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. HOW TO: access the RIF site (cont’d)

WHAT IF | STILL CAN’T GET IN?

You’re on someone else’s computer
and they don’t have permission to
access RIF.

The other person must logout and you
log back in using your Outlook
account.

What if I've logged on but I'm still not
allowed into RIF?

Contact the Regional Coordinator to
be added to your school’s RIF group in
Outlook.

What if I'm using RIF and getting error
messages?

1. Make sure you’re on a PC, not a
MAC.
2. You may have an outdated version
of Internet Explorer.
Open your internet explorer
browser. Click on “Help” and
“About Internet Explorer”. Your
version should be 6 or higher.
Click on “Tools”, “Windows
Update”. From there you can
search for “Internet Explorer” or
call the helpdesk at 718-935-
5100.
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Ill. Filling out the RIF Form

RIF SCREEN #1
The first screen of the RIF

NYC Department Of Education | Fen @ site displays your Region,
' School Number and Year.

If this information is

incorrect, contact your

RIF Regional Coordinator.

o v Click on “Next Step”.
Distributions to Complete ®1 2 3 ‘ You can aISO download a
5 RIF Report Citywide or
Regionwide depending
on your access rights, and
Click here to download a complete RIF report for all schools in the selected region a repor‘t W|th Only
Click here to download a RIF report containing questions 1-11a queSt|0n5 1-11a See

Appendix lil, p.23.

RIF SCREEN #2

NYC Department Of Education £~ (8)

Joel I. Klein, Chancellor TECHNOLOGY

The second screen of
2004-2005 Distribution Report Form the RIF site requires a
number of fields.
Please note that if a
field is not filled out, a
red asterisk will
appear nextto it.

Welcorme RIF ADMIN TEST

Fill it out appropriately
and then press
“Continue” at the
bottom of the screen.
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lll. Filling out the RIF Form (cont’d)

RIF SCREEN #3

NYC Department Of Education |-+ (8)

Joel I. Klein, Chancellor TecHNOLOGY

2004-2005 Distribution Report Form

Welcome RIF ADMIN TEST
Region: 05  School: K202  Distribution#: 1

Words: 0 (50 Max)

Fill out the forms
appropriately and
Words1 0 (75 Max) click on “Review” at
the bottom.

Words: 0 (75 Max)

Please note: even if
you close the intranet
by mistake in the
middle of your edits,
they will be saved the
next time you go in!
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lll. Filling out the RIF Form (cont’d)

RIF SCREEN #4: REVIEW

T
@ NYC Department Of Education =i @

Joel 1. Klein, Chancellor

:|. 2004-2005 Distribution Report Form

Welcome RIF ADMIN TEST
Region: 05 School: K202  Distribution#: 1

02/01/2005

The review screen of
the RIF site shows you
all the survey
questions along with
your answers. If you
want to change
anything, click on
“Back” at the bottom
of the screen.
Otherwise, click on
“Submit”.
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lll. Filling out the RIF Form (cont’d)

RIF SCREEN #5

This is the final screen
in RIF. A confirmation
NYC Department Of Education iz (8)| Smailwil be sent o
Soel 1. Kiein, Chancellor TecrmoLoar you, or the address of
the person who
2004-2005 Distribution Report Form logged into the RIF

Walcome RIF ADMIN TEST site.
Region: 05 School: K202  Distribution#: 1

Click on Return to go
back to the first RIF
screen.

RIF SCREEN #1

WWelcome Naomi Nissen

You’re back at RIF
Distributions to Complete ©?2 3 Screer? #1 N_Otlce
that Distribution
Distributions to Edit O 1 number 1 has moved

into an Edit row, and
only Distributions 2
and 3 need to be

Click here to download a complete RIF report for all schools in the selected regien Completed

Click here to download a complete CityWhde RIF Report

Click here to download a RIF report containing questions 1-114

To edit Distribution #1,
make sure you click
on the radio button

Q) first, then click on
(D Next Step.
CONGRATULATIONS!
YOU HAVE COMPLETED A
RIF DISTRIBUTION REPORT.
) Page 13




APPENDIX |
HOW TO: use Outlook email for SCHOOL COORDINATORS

In the Internet, type the following URL into the address bar of the web browser:
www.nycenet.edu/diit/

You’ll be directed to the following website:

TEXT ¥ERSION | PRINT-FRIENDLY YERSION

'_é: NYC Department of Education

Joel I. Klein, Chancellor

Monday, February 07, 2005

DOE Hame Page = About the DOE > Chancellar's Office = Finance and Administration = DIIT

SUPPORTIMNG THE MATION'S LARGEST SCHOOL SYSTEM

I!The Division of Instructional and Information
. ATS- Automate The Technalagy is committed to providing innavative
hools information and resource management_tonls to
support the most effective learning environment
throughout the Mew vork City Department of
P- Child Assistance Education, the largest schoal system in the country,

Program
g @ DOE MAPPING

Use our ArcIMS dynamic mapping systern to
locate schaoals, find schoal zanes, get driving
directions, printable pdf maps ... and more

> Phone Directory

FEATURED LINKS

. Web Management = Weh Content Policy and Guidelines

Changing vour password from Outlook Web Access (OW AL TEACHERS

rchnology E-Mail for Teachers

Internet
frastructure

Helpdesk Questions and Answers Acceptable lse PU”'C)'

-
=5
=
=

Internet Acceptable Use Policy

» DIIT Training

Phone
Directory

> Telecommunication

Click on Email for Teachers. This will give you a wealth of information;
everything you ever wanted to know about Outlook!
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APPENDIX Il

HOW TO: manage Outlook groups for REGIONAL

COORDINATORS

Coordinator Groups have already been set up for you. You can edit these
groups if a staff member should leave the group or be newly assigned.

1. Open Outlook client (not web access). You must be in a school or regional

building to do this.

Inbox - Microsoft Outlook

i Fle Edit Wiew Go Tooks Actions  Help

Panen v | 4 L3 > | bia Reeply L:&Replv ko All (- Forward | gﬂSend,l'Regeive - | ?J_)Fi_nd = |

Type acontack tofind = | (@) !

63| @gack @ | A [H]A ] 9 | B Mess

ages

=ET

Address Book

2. In Outlook, click on the

address book.

3. Do asearch on “RIF” to bring up the Coordinator’s

[E% Address Book
File  Edit
8d G 5 B

Type Mame or Select From List:
— |

Wiews  Tools

— listings. Double click on your group.

Show Mames From the:

Global Address List

E¥ RIF School Coordinators Region 03
7| RIF School Coordinators Region 04
&7 RIF School Coordinators Region 05
& RIF School Coordinators Region 06
#-|RIF School Coordinators Region 07
|| &|RIF School Coordinators Region 08

RIFSchoolCoor...
RIFSchoolCoor...
RIFSchoolCoor...
RIFSchoolCoor...
RIFSchoolCoor...
RIFSchoolCoor...

Ex
EX
Ex
EX
Ex

SO0=Mew York C...
JO0=MNew York C...
JO0=Mew York C...
JO0=MNew York C...
JO0=Mew York C...
SO=New York C...

| Mame \ K .ﬁ.li# E.. E-mail Address
#-|RIF Regional Coordinators Region\75 RIFRegionalCo... EX JSO=Mew York C... |~
& RIF Regional Coordinators Region f9 RIFRegionalCo... EX /O0=New York C...
ZRIF School Coordinators RIFSchoolCoor... EX  /O=New York C...
& RIF School Coordinators Region 01 RIFSchoolCoor... EX JO=New York C...
& RIF School Coordinators Region 02 RIFSchoolCoor... EX f0=MNew York C...

Il

— Note: if you cannot

see the entire name
of the group, the
column is too narrow
(cutting off the
Region number).
You can widen the
column by hovering
your mouse over the
bar divider
separating the
column headings;
you’llget a 2-
headed arrow and
can pullit to the
right.
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HOW TO: manage Outlook groups (cont’d)

RIF School Coordinators Region 03 Properties

General |Memher Of | E-mail addresses

j Mermb
Display name: | RIF School Coordinators Reg | =mhers

Alias name: | RIFSchoolZoordinatorsRegion |

Richards Susan (280Q140) {718}

] >

3. Click on
“Modify
Members...” to

fdd to: — either add or

delete a
[ O, l[ Cancel ] Apply member.

Madify Members, .,

A

Distribution List Membership

Distribution list 5. Do a search for the member you

wish to add.

RIF School Coordinators Region 03

Members Add Users

Hale Bar =)
Richards Susan (28021 40)

Type Name oPselect from List: Show Mames from the:
| Grey Joel | |Global Address List W |

Remove | Mame Business Phone Office
—

A
|#&01M015 Teachers -
|| 801M019 Teachers
|| &01M020 Teachers
| 8:01M034 Teachers
& 8:01M056 Teachers
| 8:01M063 Teachers
|| 801M064 Teachers
|| &01M097 Teachers
| 801M110 Teachers
oK Caricel | 8:01M134 Teachers
| 8:01M137 Teachers
|| 801M140 Teachers
|| &01M142 Teachers

AN A RSN d T ok

4. Click on “Add...” n:_du
to add a member.

154

| w

[ add-= | | oreydoel 2ac14m) |

[ Ok ][ Cancel ]|]

7\

6. Click on “Add”. 7. Click on “OK”.
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HOW TO: manage Outlook groups (cont’d)

8. Your new member will be on the list for your group.

Distribution List Membership

Distribution lisk

RIF School Coordinators Region 03

Members
Hale Barbara (292095]
m: Richards Susan (2521400
Greny Joel (28321407

Propertieg

Ok { [ Cancel\ l

9. You can also remove a member by simply clicking on the
name and then clicking the “Remove” button.

Remember: if you need any help with the
Reading is Fundamental site, call the Helpdesk

at 718-935-5100.
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APPENDIX IlI

Online Single Site Distribution Report Instructions

In order to comply with the Reading is Fundamental Guidelines each participating site is
responsible for the accurate and timely completion of three (3) RIF Distribution Reports. New
York City Public schools will be required to access the Department of Education intranetto

complete this required form as follows:

Single Site Distribution Reporting Schedule

Distribution Dates Submit Online Form
1st Distribution December 12-16, 2005 Due: Dec. 21
2nd Distribution February 6-10, 2006 Due: Feb. 15
3rd Distribution April 3-7, 2006 Due: April 12

BEFORE you Login.......

Please have the following information readily available:

Distribution Date:

Total # of Children Participated:

Grade(s):
Ages of Children Participated:

Number of Books Available:

Approx. Number of Titles Available:

Number of Books Each Child Chose:

Total Number of Books Distributed:

Total Number of Books Remaining:
Number of Parents Involved:

Approx. Number of
Community Volunteers:

MM/DD/YYYY of the specific distribution.

Total number of students that selected a book of their
choice on the distribution day in the box.

All participating grades
Age range(s) of participants

Number of books made available during the distribution
period.

Number of titles made available to students for
selection.

Number of books selected by each child.

Total number of books distributed during this distribution
period.

The number of books left at the end of this distribution.

Number of parent volunteers.

Number of volunteers that assisted.
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Online Single Site Distribution Report Instructions (cont’d)
Number of Absentees: Number of absentees.
If children were absent,
how were they served?: A very brief description of how you provided an
opportunity for the student to choose a book.
(50 words or less)

Briefly describe how parents were

involved in the distribution. (75 words or less)
Briefly describe your motivational Provide a highlight of your school’s motivational
activities: activities. These activities should be fun and engaging

(75 words or less)

The regional coordinators are:

Region 1 Arthur Brown, Jr.

Region 2 Keena Flournoy / Florence Wolpoff
Region 3 Sally Young

Region 4 Roseann Napolitano

Region 5 Grace Pepe

Region 6 Diane LaCapria

Region 7 Libby Gershansky

Region 8 Myrdis Kelley

Region 9 Ester Quinones

Region 10 Fanon Howell

District 75 Shelley Levy / Pearl Holford

> For Regional RIF Coordinators
If you are a regional RIF coordinator you will have access to enter individual site
information for a participating school, and to review and download your regional summary
spreadsheet.

To Enter/Modify an Individual School Report
If you are entering information for a particular school:

v'Select the school from the school drop down list.

v'Select the distribution # by clicking on the corresponding radio button (1, 2 or 3).

Note that distributions have to be entered in sequence, and thus no distribution can be

skipped.
If a report already exists for a particular distribution#, it will be listed under the
“Distributions to Edit” section. Select the distribution you wish to edit and
proceed to make the updates. See pg. 8 of this manual for sample screen.
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Online Single Site Distribution Report Instructions (cont’d)

To Review /Download your Regional Multi-Site Report

In order to review or download your Regional Multi-Site Report click on the
appropriate option. Note that you can download a complete Excel report of all
distributions that have been entered, or you can download a shorter version that only
contains questions 1-11a. See page 21 of this manual for additional information.

> Site Based RIF Coordinators

v

v

v

<

If you are a site-based RIF coordinator, your region will automatically appear in the
regional drop down list.

Select your school from the school drop down list. Your name should automatically
appear.

Select the distribution # by clicking on the corresponding radio button (1, 2 or 3).
Click on “Next Step”.

Continue to enter the following required distribution data:

1. Distribution Date:
Enter MM/DD/YYYY in the box.

2. Total # of Children Participated:
Enter the number of students that selected a book of their choice on the
distribution day in the box.

3a. Grade(s):
Select all of the boxes that apply.
(Note: This should be the same for all 3 distributions.)

3b. Ages of Children Participated:
Select all that apply.
(Again, this should be the same for all (3) distributions.)

4. Number of Books Available:
Enter the total number of books made available for students to select from.
(It is not necessary to put all of the books purchased on display at each
distribution.)

5. Approximate Number of Titles Available:
Enter the approximate number of different titles made available during the
distribution period.

6. Number of Books Each Child Chose:
Select the appropriate radio button (1, 2 or 3).
(Students must be able to choose a minimum of one book during each of three
(3) distributions.)
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Online Single Site Distribution Report Instructions (cont’d)

7. Total Number of Books Distributed:
Enter the total number of books given to students during the distribution.

8. Total Number of Books Remaining:
Enter the number of books remaining at the end of the distribution. (This
number is based upon the number of books made available during the
distribution — NOT the total number of books ordered.)

9. Number of Parents Involved:
Enter the number of parent volunteers that assisted with the distribution.

10. Approximate Number of Community Volunteers:
Enter the number of community volunteers that assisted in the distribution of
books.

11a. Number of Absentees:
Enter the number of students that were absent on the distribution date.

11b. If children were absent, how were they served?:
Provide a very brief description of how you provided an opportunity for the
student to choose a book.
(50 WORDS OR LESS)

11c. Briefly describe how parents were involved in the distribution.
Provide a brief description of how parents were involved.
(75 WORDS OR LESS)

12. Briefly describe your motivational activities:
Provide a highlight of your school’s motivational activities. These activities
should be fun and engaging.
(75 WORDS OR LESS)
> Kindly review the data and click on the SUBMIT button. An e-mail confirming
submission will also be sent to your mailbox. Click the back button to make
modifications.

To Modify a Distribution Report (Current Year ONLY)
If you need to modify a report that already exists for a particular distribution, select the school
whose report you wish to modify. You will have two option menus:

Distributions to complete
Distributions to edit

After making the necessary modifications to a given distribution, click on “Submit” button to
overwrite the previous saved data for this distribution number.
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Online Single Site Distribution Report Instructions (cont’d)

Multi-Site Regional Report (For Regional Coordinators ONLY)

At the conclusion of each distribution, the regional coordinator will be responsible for ensuring
that ALL participating RIF schools have completed and submitted their individual distribution data
by accessing and reviewing the regional EXCEL spreadsheet. Note that changes made to this file
are not stored to the web database. To modify entries for individual schools, use the web form.

Complete RIF report: Questions 1-12

e hitpzA! ma. mon: b netfA dmin OrgA0ffices TeachingLearaingdritfarmd ExpartExce L o spec region <1 Eyeard - Microsofl Intermet Egplorer

Fle B Wew Iwet Pt Tk @ O W @ ™ | asiecs 4] bt hgn.rscbomanet b gl e Tea s el e | B3 e A
Al - e

N = NN = M N == O O O I =< N O 7 = I Wl

T =

1

2| RIF Program-Participating Schools in Region: 01
3 | Date; TENTEMR

4 | Total Becords & 6
£

E-
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Online Single Site Distribution Report Instructions (cont’d)

Shortened report: Questions 1-11a

Al Edt  Wew [reeft Fomet  Tools - Q- [ 3 * Bcdreas I-E-'"I Hiekpafiae. ry chos.nek b mnCri i ioss T e schingLsarning! ifform) £ = Gu ||j"
A - =
i ] . [ [ [ e [ o [ o e [t e Pl K [T e o]
] o
— —

i EIF Frogram-Participating Schoals in Region: 01

3 Dt 12472004

4 Total Records 2 6

]

G LocstmnCedes | Ditringion | Oste | School Ve | Children | Grades [Bosks | Title |Books Esch | Books Dist | Fooks Bemaining | Parents | Wolunisers | Ahcenbees | fges

T HOod 1 120 82004 | 2042005 50 L 100 2 z 100 0 1 1 0 4.5

a HOO = 1202004 | Z004-2005 2 K 4 1 2 4 [} ] 1] [} 4

g 2 1 12062004 | 20042005 ral ) a ] 0 3 e pruca] 23 ] o 4,5

il WO 1 T2 | 200+-2005 25 Hi2 | = F 2 50 0 1 1] 0 4,5,6

5] WA 1 12H B0 | A0-200s 1 [ 1 1 E] | 1 1 13245734 0 q

12 500 1 LIsR0 | Fnezons 5 ] TE o ] E TR E o

13

14

15

16

17

1B H
10 -
W o+ ¢ ' ExportExcel asm: |+] "ll_
£2] & Uinknowen Zone

Prior to electronically submitting the form to the DOE, during regularly scheduled Review/
Modification periods, each regional coordinator will make any/all necessary changes to the
EXCEL summary form.

Note that making changes to the excel file does not modify entries to the RIF web database. In
order to record changes to the database, you must go to the individual school(s) and modify the
entries.

REPORTING TIMELINE

Dist. | School submission Coordinators Review/ Finalized Report Refor matted

# due M odification Period emailed to DOE Report DUE to
1 Dec. 21 Dec 21-Jan. 4 Jan. 5 ?a:nF 18

2 Feb. 15 Feb. 16-March 1 March 2 March 15

3 April 12 April 24-May 3 May 4 June 19
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APPENDIX IV

Adding the RIF Site to your Favorites menu

As described at the beginning of this manual, go first to www.nycboe.net.
Then type in the url for RIF:
www.nycboe.net/AdminOrg/Offices/TeachingLearning.

| @ Teaching and Learning - Network Technologies E]@
I

Eile Edit View Favorites Tools Help

© ¥ B Q] Pz sicrowis 0. L b, B 00 B B

M_gfs';ﬂ:é‘l btk v, rycboe. netf AdminOrg/OFfices) Te achingLearning)
-y

M) L RATE

GOUSIE'.I- TEENE R n e me G euch Wby & i b Sheaoins v kel u 7 Oplions B B AR 0T

The New York City Department Of Education
Joel I. Klein, Chancellor DOE

Intranet

Intranet Home | DOEHome | DIT | E-Mail Center | Phone Directory | Help Desk

Deputy Chancellor, Teaching and Learning
52 Chambers Street

Mew York, W.Y. 10007

Phone (212) 374-5115

http: A nycenet edu/Offices/Teachleamn/

Deputy Chancellor
Carmen Farifia

Office of Curriculum and Professional Development

Executive Director of Curiculum and Professional Development - Laura Kotch

Phone (212) 374-2337

http: A, iy cenet. edu/Offices/Teachleam/OfficeCurriculumProfessionalDeveloprment!

Elementary School Report Cards

Reading i Fundamental (RIF) - Distribution Report Farrn ( Download Help docuent )
"Explaring Children First” CO

A Comprehensive Approach to Balanced Literacy - A Handbook for Educators

& Local intranet

@Back * |
Sl
Address Ejhttp:,l',l".

Qrganize Favarites, ..

add ta Favarites. .. . . .
{% Then click on “Favorites” in the

menu bar at the top of the

DIIT syskems ] screen.
MTA Schedules

other DOE info [ Then click on “Add to Favorites.

Schioal info
Reparts

useful office info
Links

Personal
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Adding the RIF Site to your Favorites menu (cont’d)

You will have an opportunity to name your screen. BE SURE TO INDICATE “RIF

DOE” somewhere in the name as opposed to “RIF National Office”! Then click
on “OK”.

Add Favorite

l - Intermnet Explorer will add this page to your Favarites lizt,
[] Make available affline
Marne: T RIF DOE site | [ Create in << ]
Gtz i ":-.? Favarites Mew Folder...
|C5) DIIT systems
15 Links
15 MTA Schedules
1) Repotts
15y other DOE infa
2 Personal
123 School info
125 useful office info

From then on, whenever you are in the internet on that computer logged in as
yourself, you can go back to “Favorites”, look for your page in the list below,
click on it and you’ll jump right to it.

3 Teaching and Learning - Microsoft Internet Explon

Edit  Wiew BGEREEN-EN Tools  Help

’ &dd ko Favorites..,.
@ Back = | ) .
el Qrganize Favorites. ..

Address |@&] hEEp:iI ==y DIIT systems

I MTA Schedules
| other DOE info

D
CONGRATULATIONS!
YOU HAVE CREATED A
FAVORITES LINK TO YOUR
RIF SITE.
J
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