1. Double Click on the SIS Icon on the Main Menu.

2. Click on Run on the DOE Command Center.

3. Select the SIS Menu option, then select the Create SIS-to-DOE File option.

4. Select your district.

5. Select the school year you are correcting

6. Select the last day of school for that school year in the As-Of-Date.

7. Make sure that the Check to include 110 records is unchecked.

8. Ignore the date beneath the check for 110 records.  It is for 110 records and is not used for drop out transmission.

9. Make sure that the Match Courses Including School Numbers is unchecked.

10. Check (or uncheck) if JSPED is installed as appropriate.  If JSPED is
installed, select the database which was in use as of the last day of school.

11. When you click on Continue, a list of truant students will be gathered
and displayed for your review.  

12. You may unselect those students that you do not wish to report as truant. 

13. Click on the OK button. The program will gather data.  

14. When it is finished, select the Partial Option at the Top.

15. Select the reports you want DOE to run.

16. Click on Start.  

17. A sortable table of students will appear in the box on the right.

18.  Select the students you need to transmit by checking the check box to the left of their name.

19. Click on the Click here to continue button.

20. Indicate the location and file name to be created.

21. After the file is created, the number of warnings and errors will be
displayed giving you the option to print the error list.  

Note:  An error list with the same name as your SIS file with "_errors" added to it (i.e., sis001_errors) will be in the same folder as the SIS file that was just created.
If you do not print the error list at this point, you may still print or
view the error file at a later time.

22.  Zip and transmit the SIS file per the DOE's instructions.



