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End of the Year Procedures
		
· Phase I: Preparation for a New School Year
· DISTRICT - Define a New School Year (Page 2)
·  DISTRICT Define a New Grade Level and/or YOG (Page 3)
· Assign Next Year’s School, Homeroom & Grade Level (Page 4)
· Academic Year Settings (Page 10)
· Define Next Year’s School Calendar (Page 11)
·  Enter your Holidays/No School Days (Page 12)
·  Verify your Cycle Days & A/B Weeks (Page 14)


· Phase II: Ending the current School Year
· Verify/Update School Calendar (Page 17)
· Update School Term Dates (Page 20)
· Complete Report Cards, GPA and Honor (Page 21)
· Print End-of-Year Reports (Page 22)
· Graduate Your High School Seniors (Page 25)
· Create MA DESE SIMS/EPIMS/SCS or CT. PSIS Year End file (Page 29)
· Create MA DESE Discipline File – Submit to DESE (Page 30)

· Phase III: Starting a New School Year
· DISTRICT  - Change the Academic Year (Page 31)
· DISTRICT - Promote Grade Level (Page 32)
· DISTRICT – Redefine YOG’s for Grade Levels (Page 33)
· Add a new Teacher/Staff member (Page 34)
· Clear Existing Biographical Data  (Page 39)
· Mass Enroll/Re-enroll Students (Page 41)
· Assign Homerooms (Page 48)
· Rollover Various Tables - Activity Rollover, Attendance Rollover, Grades Rollover (Page 52)
· Alerts – Check and re-set Expiration Dates (Page 53)
· Assign Horizontal Averaging Rules to Sections (Page 53)
· Mass Update Students -  Free/Reduced, Lunch Status, Counselors, Assistant Principals, Busses, Assign Shop Week/Cluster/Team (Pages 54-65)
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