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School Personnel Instructions

1. Upon presentation of this letter by the student and his or her parent or guardian, the student should be welcomed and
registered at your school. Please call the Office of Student Enrollment at 718-935-2439 or email at
nclb PSC@schools.nyc.gov with any questions.

2. Register the student in ATS using the Reason for Admission code “NC”.

3. Twenty-four (24) hours after a student is registered in ATS, you will be able to request transportation on the ATS TTRE
screen. Upon registering the student, OPT will then determine if the student is eligible for yellow bus transportation .

* To request a Yellow Bus Stop: On the student record in ATS, enter stop number 9999 and variance N2003, and save the
record.

* To request MetroCard: Locate student on TLST screen in ATS and confirm H eligibility. Enter U to update the record.
Enter both the serial number of the full fare (E1 Metro Card) and the variance number N2003, and save the record.

Families with transportation questions can be directed to OPT’s Customer Service at 718-392-8855 or their website at
www.OPTNYC.org .
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