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Systems Checklist for New School Opening
DOE Charter Resource Page
Galaxy
Roles:

e Principal assigns access to teachers or to TM?

e Who is Table Maintainer?

e Who Provides Access to Staff?

e Who certifies TO Monthly?

Put all staff on TO - gives them access to DOE systems
Access: myGalaxy Logon

Password Reset: Contact charterschools(dschools.nyc.gov
Resources: Galaxy User Guide

DOE Outlook
All Staff - Access to DOE systems
Access via Galaxy

Password Reset:
Guide:

Famis
Purchasing:
e Whois Initiator?
e Whois Approver?
e Whois Receiver?
e PO is Certified by?
System Access Request Form: FAMIS Access Form and Mayoral Directive

Login: FAMIS Logon and Shop DOE
Password Reset: Contact FAMIS Helpdesk (718) 935-5100
Resources: NYSTL Purchasing Guide Certifying POs in FAMIS
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http://schools.nyc.gov/community/charters/contacts/charterresources.htm
https://mygalaxy.nycenet.edu/default.aspx
mailto:charterschools@schools.nyc.gov
http://schools.nyc.gov/NR/rdonlyres/350E88F8-7A9C-4128-8354-B6149CAC38EF/0/GalaxyUserGuide42512.pdf
https://www.dropbox.com/s/vg69dvyak8bjzke/FAMIS%20Access%20Form.pdf?dl=0
https://www.dropbox.com/s/gna0zqu6gml078f/Mayoral%20Directive.pdf?dl=0
https://dfoforms.nycenet.edu/FamisPortal/login.aspx?sessiontoken=iju4ww55uvqw0lrwpcyo2lj5&link=logoff
https://dfoforms.nycenet.edu/shopdoe/
http://schools.nyc.gov/NR/rdonlyres/B7764372-C264-46FE-9345-9C1BA1D3B57E/0/NYSTLUserGuideFY14.pdf
http://schools.nyc.gov/NR/rdonlyres/C871811E-A072-465F-A647-69E25A3100DB/0/Certification_Guide_11714.docx
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ATS - Who is responsible for:
e Enrollment
e Pupil Accounting
e School Food (Budget Issue!)
o OPT (Metrocards)
o Testing/ Score Reports
System Access Request Form: ATS Access Form and Mayoral Directive

Login: ATS WebConnect
Password Reset: Use F10 function from ATS Home Screen

Resources: ATS User Guide and WebConnect “How To”

SESIS
e Do ALL Teachers have access?
o Section 408 regulations
e Special Education versus General Education levels of access
e Do all Service Providers have access?

Access: SESIS Log in
Password Reset: Contact charterschools(@schools.nyc.gov

Resources: SESIS Guide

Vendor Portal - How to submit? What to do when something goes wrong?
e Principal Access
e Who else has Access
o Init/Approver?
e USPE Summary of recommended services
e Who understands Sped Guidelines for billing?
e Password Reset Contact:
Access: Vendor Portal Login

Password Reset Contact: vendorhotline@schools.nyc.gov OR (718) 935-2300
Resources: VPortal Invoicing Guide

OPT

Roles:
e Who has OPT username & password?
« Who manages MetroCard inventory (ATS access)?

Access: OPT Login
Password Reset Contact: Contact your Borough OPT Account Manager

Resources: OPT Services
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http://schools.nyc.gov/NR/rdonlyres/5ED53BA5-2C98-4D16-887A-40B85484BD0E/0/SystemsAccessATS2015.pdf
https://www.dropbox.com/s/gna0zqu6gml078f/Mayoral%20Directive.pdf?dl=0
https://schools.ra.nyc.gov/dana-na/auth/url_81/welcome.cgi
http://schools.nyc.gov/NR/rdonlyres/042B2D4C-3DE2-4342-8D6D-59595F69EBD5/112494/ATSDownloadUserGuide1014191.pdf
http://schools.nyc.gov/NR/rdonlyres/76F47609-F3EB-489D-A4FB-F04EBC94432A/0/1WebConnectExternalURL.PDF
https://sesis.nycenet.edu/servicerecord.aspx
mailto:charterschools@schools.nyc.gov
https://intranet.nycboe.net/SpecialPopulations/SESIS/GetStarted/default.htm
https://vendorportal.nycenet.edu/vendorportal/
mailto:vendorhotline@schools.nyc.gov
http://schools.nyc.gov/NR/rdonlyres/042B2D4C-3DE2-4342-8D6D-59595F69EBD5/111320/OnlineInvoiceApplication_UserGuidePart2_930196.pdf
http://www.opt-osfns.org/OSSS/Resources/SingleSignOn/public1/login.aspx
http://optnyc.org/schools/information.htm
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CPS - for DOE Co-located Schools
Roles:
Who submits the request for extended use?

Who approves it?
Access: Custodial Payroll System

Password Reset: Online or charterschoolsldschools.nyc.qov

Resources: Extended Use Procedures

TEACH
Roles:
e Who enters new teachers and removes the departed?
Log In: Update Teaching Staff Status
Access Request Form: TEACH Admin Update
Password Reset Contact: TEACH Home

Resources: TEACH Resources Additional Certification Resources

TEACH HELP phone line at 518-486-6041

SEDDAS
Roles:
e Who has access?
Access: SEDDAS Login - NYSED Portal
Password Reset Contact: Step-by-Step Password Reset
Resources: SEDDAS Guide

SEDREF
Roles:
o Whois responsible for updates to NYSED records?

Access: SEDREF Login - NYSED Portal
Password Reset Contact: Step-by-Step Password Reset
Resources: SEDREF Help
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https://dfoforms.nycenet.edu/cps/
mailto:charterschools@schools.nyc.gov
http://schools.nyc.gov/NR/rdonlyres/F036C339-7710-4A61-AC56-8CCF49E2AE48/0/ExtendedUse_Charters_81313_update.docx
https://my.ny.gov/sreg/Login?TYPE=33554433&REALMOID=06-000e453b-35eb-1035-8bd6-80f018260006&GUID=&SMAUTHREASON=0&METHOD=GET&SMAGENTNAME=$SM$PXW8ueecLCcG8mop0IMlsDfW1hXZKNnhryNW6ro9oxq8OY8ERxuxuLalbIx76%2fLE&TARGET=$SM$HTTPS%3a%2f%2feservices%2enysed%2egov%2fteach%2fteachext
http://www.highered.nysed.gov/tcert/pdf/teachaccount.pdf
http://www.highered.nysed.gov/tcert/teach/home.html
http://www.highered.nysed.gov/tcert/teach/resourcesd.html
http://www.nyccharterschools.org/resources/new-york-state-teacher-certification-resources
http://portal.nysed.gov/portal/page/portal/PortalApp
http://schools.nyc.gov/NR/rdonlyres/5A153848-67EF-441D-989F-CE46B28E8BD7/0/SEDDAS_Password_Reset_20120417.pdf
http://www.p12.nysed.gov/seddas/guides/reports-quick-guide.pdf
http://portal.nysed.gov/portal/page/portal/PortalApp
http://schools.nyc.gov/NR/rdonlyres/5A153848-67EF-441D-989F-CE46B28E8BD7/0/SEDDAS_Password_Reset_20120417.pdf
http://www.oms.nysed.gov/sedref/home.html

