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1. The Excel file attached to this document is your school’s current MIS.

2. Go to File, “Save As.”  Save the file on your desktop.  Do not change the file name.  

3. Make changes to the document. We need to know five things: 

1. Teacher changes
2. Room number changes
3. Teacher phone number changes
4. Teacher email address changes
5. Class size changes (estimated)

*We know that class sizes will change—our goal is get your best estimate upfront and then have you update us again when things firm up.  

4. We have set the MIS to track the changes for you.  When you save your document and send it back to us, we will be able to see which cells you have changed, which will make it easy for us to update our database.
  
5. It is up to you to determine where to assign any Adopter whose teacher will not be returning in the fall.  It is vital that Adopter assignments are handled via a personal phone call to the Adopter and then followed up with an email to them with a cc to me.  If you will have fewer classes overall next year and you have more Adopters than you can reassign within the school, please email Bill at bill.b@aacfoundation.com.  If you have any questions during this process, please call Bill at 244-8075.

6. When you are finished making changes, please save the document.  Then send as an attachment to: kayla.c@aacfoundation.com.  To send as an attachment go to: 

-File 
-Send to
-Email/Mail Recipient  
-Put kayla.c@aacfoundation.com in the “To” line.  

Preliminary updates were due by email to Kayla by the morning of the Working Breakfast, August 9th.  Your second update is due by September 9th.      

NOTE:  You may want to start a folder in the “My Documents” area of your computer to keep all MIS.  Every time the Foundation updates the MIS, we will change the date in the file name and send it around to School Coordinators, Team Leaders, and Principals.  Make sure you always have the updated MIS by saving the latest document in the folder.  

When class sizes or teachers change during the year, please let us know so that we can update our records.  It is important that we have updated information on class sizes so that we can assign new Adopters accordingly.  
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