STISets – Rollover

Rollover and STISets

In order for Special Education data to compile correctly for the following school year, some steps must be performed in STISets as a separate process from Rollover in STIOffice. However, the STISets and Rollover procedures must be coordinated. 

If your school uses the STIOffice Student Administrative package, you will need to complete Steps 1 and 2 below BEFORE Rollover is performed in STIOffice at your school. 

Step 1 – Back Up STISets Data

· It is recommended that data backups be performed regularly at your school. It is particularly important that a backup be made before Rollover, because Rollover creates data changes that cannot be undone.  Contact your technical administrator if you need assistance with backing up your data. 

Step 2 – Export Special Education Data to Feeder Schools

· This step will transfer the necessary Special Education data to your feeder schools. Your school (or any school sending data) is referred to as the sending school. 

Exporting Data

Selected Special Education is collected and compiled into a file in order to be exported. The school exporting the data (that is, your school, if you are exporting) is referred to as the sending school. 

Perform the following steps to export data from your school:

· In the STISets desktop menu, click the [image: image1.png]


 icon.

· Select Export Information.
· Build a batch (a selection of student records to be exported) by one of the following methods:

· Select Grade or School in the Range Setup (referred to as Batch Setup in KY) field and click the Build Batch button below. Then click Continue. 

KY Users have the additional option of selecting the Name of the teacher assigned to the group of student in the Batch Setup field. 
· Alternately, you may individually drag and drop students into the batch and click Continue.

Remove a student from the batch by selecting the student and then clicking Delete. 

Clear the entire batch list by selecting Clear.
· Under Drive Letter and Path, enter the location to which the data file will be saved. Typically, this location would be a folder, located either on the network drive, the local hard drive or a floppy diskette. 

· Check the files to be exported.

· Click the [image: image2.png]=3



 icon to initiate the export procedure. 

· Click the [image: image3.png]


 icon to view information about the exported records. 

Step 3 – Remove STISets Students Not Needed

If the STIOffice Rollover procedure deletes the Exiting Grades of students in your school, run the STISets System Maintenance utility, located under the File pull-down menu in the STISets desktop. This will set folder records to Delete status. 

Two options are available under the Delete Status button in Utility Desktop: 

1. You may delete the record of any student by selecting the student and clicking the Delete button. This will completely remove the record from the database.

2. If a student is listed in the Delete Status window and the student needs to be kept in the database for the following year, you will need to do the following for each student:

a. Add the student record back into the STIOffice database. The STIOffice attendance person or system administrator may need to do this for you. 

b. Once the record has been added to the STIOffice database, select Student Desktop in STISets. Make sure the Filter On/Off box is selected, then select the Delete status box so that all records with Delete status are displayed in the student list. 

c. Change the record of each student who has Delete status to the proper status. 

Retained Students

If a Special Education student’s record needs to be retained for the following school year, the student should be retained in STIOffice. To do this: 

1. Select a student record using either Add/Edit Student Information or Student Desktop. 

2. Click Options, then click Retain Student. 

3. The Date Retained will show the current date by default; this may be changed if necessary. 

4. Click OK. 

