Get ready for the first day check list

1. Items to send to IMG

Data conversion files
· Student Bio Data
· Student Guardian Data

· Staff

· Rooms

· Lockers
· Student Locker assignments
· Course catalog

· Master Schedule (if necessary)

· Student Schedules (if necessary)

· Health Information (Hearing Vision Posture screening, Immunizations)

· DOE submissions

· Transcript History
· Grade scales

· Report Card/Progress Report comments
· Buses

· Student Bus Assignments
Pictures

· If we host your server please send us your photos

· If you host your server the photos need to be loaded onto the database server in the /appl/school/images/ folder

· Run the assign photos to IDs program in Biographical System Maintenance -  Biographical 

Reports

· Report Cards Middle School and High School
· Report Cards Elementary

· Transcripts

· Progress Reports Middle School and High School

· Bio Verification form ( Check the preloaded form )
· iStaff Bio Verification form ( Check the preloaded form )
2. Set up iPass
Calendars

· Set up Terms, Periods and Days in Scheduling maintenance for all schools

· Check Academic Year Settings screen in Scheduling maintenance for all schools (Check start date end dates of terms)
· Update Calendars for correct start and end dates for all school
· Fix cycle days
· Enter Holidays for each school
· Create a calendar for each school for previous year.  (Needed for DOE reporting)
Enrollment Records
· Check Enrollment Report in Reports- Attendance for numbers of students

· Check Enrollment Report in Reports - Biographical compare the numbers of enrollments to the names of students

· Check Enrollment records for enrollment date.  (Make sure it is first day of school)

· Fix all Reporting Reasons and Enrollment reasons for Choice, Out of District and Service only students
· Remove any unneeded Enrollment records (Students who should not be enrolled for the first day of school

· Create summer withdrawal records for students who were enrolled in June DOE reports and are not returning for the first day.  Massachusetts only!  (Use a summer date not in a school calendar)

Out of District School

· Do you want to have a separate school to maintain out of district students?

· Go to Administration School Recourses School Profile and Click Add.  Enter the school information

· Go to Security Manage Users and assign this new school to people who need access to the school.

· Set up the school with Terms, Days and Periods. 

· Set up Academic Year Settings with Start and End dates of Terms

· Create a Calendar

Attendance

· Update Attendance Codes for district

· Modify Attendance Configuration for each school

· Modify Attendance Parameters for each school
Grading

· Set up Grade tables for High School and Middle School
· Set up Grade Parameters (check number of comments, Conduct and effort)

· Set up Grade Headings.  (Assign the correct parameter, Final grade yes/no, term code yes,/no, Print on Report Card and Print on Progress reports)

· Set up Grade Headings and Terms screen.
· Set up Honor Roll Rules for High School and Middle School

· Set up Horizontal Averaging Rules for High School and Middle School
· Run GPA after transcript history and grade scales are loaded
Scheduling
· Check Rotation in Scheduling Maintenance for High School and Middle School
· Check courses in course catalog for Departments, Credits, Include in GPA, and Include in Honor Roll

· Check course sections for Horizontal Averaging rules

· Run Course/Terms/Credits report in Reports – Scheduling sort by Total requested Credits to see who has enough credits requested

· Run Unscheduled Requests report in reports - Scheduling to see if all request are scheduled
Discipline

· Set up Consequence Types for each school

· Set up Consequence for each school

· Set up Incident Types for each school

· Set up Incident for each school
Counselors

· What Job Type(s) do they all have in their Career Records?  Go to System Configuration Parameter Maintenance.  Select Team in the first selection box Application and then System in the second selection box Parameter Group.  Go to the field Counselor.  Fill in the job type(s) used, separated by a comma no space.   
· Use Mass update to assign Counselors to the students to 

Vice/Assistant Principals

· What Job Type(s) do they all have in their Career Records?  Go to System Configuration Parameter Maintenance.  Select Team in the first selection box Application and then System in the second selection box Parameter Group.  Go to the field Vice Principal.  Fill in the job type(s) used, separated by a comma no space.   
· Use Mass update to assign Vice/Assistant Principals to the students to 
Buses

· Run Bus Lists report in Reports - Buses
· Assign Buses to students if needed
Lockers

· Run Locker Assignment report in Reports – Lockers to check locker assignments

· Assign Lockers if needed
