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NYC DOE ATS Manual

The New York City Department of Education (NYC DOE) Automated Teaching System (ATS)
is an essential component for managing and streamlining various administrative tasks
within the educational sector. This manual serves as a comprehensive guide for educators,
administrators, and staff who utilize the ATS to enhance operational efficiency and improve
communication across the school district. With its user-friendly interface and robust
features, the NYC DOE ATS is designed to support the diverse needs of the city's
educational institutions.

Understanding the NYC DOE ATS

The NYC DOE ATS is a web-based application that facilitates the management of student
information, staff assignments, and various educational programs. It serves as a central
hub for data collection and reporting, enabling schools to adhere to regulatory
requirements while fostering a more organized educational environment.

Key Features of the ATS

The ATS offers several key features that enhance its functionality, including:

1. Student Information Management: The ATS allows for the efficient collection, storage,
and retrieval of student data, including enrollment records, attendance, and academic
performance.

2. Staff Assignment Tracking: Administrators can manage teacher assignments, track
gualifications, and oversee professional development opportunities.

3. Reporting Capabilities: The system generates comprehensive reports that aid in decision-
making and compliance with state and federal regulations.

4. Communication Tools: ATS includes features that facilitate communication between
educators, administrators, and parents, fostering a collaborative educational environment.

Getting Started with the ATS

To effectively utilize the NYC DOE ATS, users must undergo a series of steps to set up their
accounts and familiarize themselves with the system's functionalities.

Account Creation and Login

1. Registration: Users must register for an ATS account through the NYC DOE portal. This



typically involves providing personal information, including a valid email address and role
within the educational institution.

2. Login Credentials: Upon successful registration, users will receive login credentials via
email. It is essential to keep this information secure and confidential.

3. Password Management: Users should follow the guidelines provided for password
security, ensuring that their passwords are strong and not easily guessable.

Navigation and User Interface

The ATS interface is designed for ease of use, with intuitive navigation options.
Familiarizing oneself with the primary dashboard and menu items is crucial for efficient
system operation. Key components of the interface include:

- Dashboard: The main screen that displays summary information and quick access to
various functionalities.

- Menu Bar: A navigation tool that provides links to different sections of the ATS, such as
student records, staff assignments, and reporting tools.

- Help Section: A dedicated area for user support, including FAQs, troubleshooting tips, and
contact information for technical assistance.

Utilizing the ATS for Student Management

The primary purpose of the ATS is to manage student information effectively. This section
outlines the key functionalities related to student management.

Enrolling Students

Enrolling students in the ATS involves several steps:

1. Access the Enroliment Module: Navigate to the enrollment section of the ATS.

2. Input Student Information: Enter essential data, including the student’s name, date of
birth, and enrollment status.

3. Verify Documentation: Ensure all required documentation, such as proof of residency and
immunization records, is collected and verified.

4. Submit Enrollment: After reviewing the information for accuracy, submit the enroliment
form.

Tracking Attendance

Effective attendance tracking is vital for academic success. The ATS enables educators to:

- Record Daily Attendance: Teachers can quickly mark students as present, absent, or tardy
through the attendance module.



- Generate Attendance Reports: The system can create summary reports that highlight
attendance trends and patterns over time.

Monitoring Academic Performance

The ATS provides tools for educators to monitor and report on student academic
performance:

- Grade Input: Teachers can input grades for assignments and assessments directly into the
system.

- Progress Reports: Generate periodic progress reports for each student, allowing for early
intervention when necessary.

Managing Staff Assignments

The ATS also plays a crucial role in managing staff assignments within the NYC DOE. This
section highlights the functionalities available for administrators.

Assigning Staff Roles

1. Accessing the Staff Management Section: Navigate to the staff assignments area of the
ATS.

2. Inputting Staff Information: Enter relevant details, including staff qualifications, teaching
assignments, and contact information.

3. Updating Roles: Administrators can easily update staff roles as needed, ensuring that the
information remains current.

Professional Development Tracking

The ATS allows for tracking staff professional development:

- Logging Training Sessions: Administrators can log attendance at professional development
workshops and track completion of required training.

- Generating Reports: Create reports that summarize professional development
participation for individual staff members or entire teams.

Reporting and Compliance

Compliance with educational regulations is critical for all NYC DOE institutions. The ATS
assists in maintaining compliance through its robust reporting capabilities.



Types of Reports Available

1. Student Enrollment Reports: Summarizes the number of students enrolled by grade and
program.

2. Attendance Reports: Provides detailed attendance data, helping schools identify chronic
absenteeism.

3. Academic Performance Reports: Highlights student performance metrics, enabling
schools to assess educational outcomes.

Utilizing Reports for Decision Making

Effective use of ATS reports can significantly enhance decision-making processes. School
leaders can:

- Identify Areas for Improvement: Analyze data trends to pinpoint areas needing
intervention.

- Allocate Resources Effectively: Use reports to determine resource allocation based on
student needs and performance.

Technical Support and Resources

For users encountering difficulties with the ATS, the NYC DOE provides several support
resources.

Help and Support Options

1. User Manuals: Comprehensive guides available on the NYC DOE website that detail
system functionalities.

2. Technical Support Team: A dedicated support team is available via phone or email for
immediate assistance.

3. Training Workshops: Regularly scheduled workshops that provide hands-on training for
new users and refresher courses for experienced staff.

Online Resources

The NYC DOE website features a wealth of online resources, including:

- FAQs: Frequently asked questions that address common concerns and issues.
- Video Tutorials: Step-by-step video guides to help users navigate specific features of the
ATS.



Conclusion

The NYC DOE ATS is an invaluable tool for managing the complexities of educational
administration. By understanding its features and functionalities, educators and
administrators can leverage the system to enhance student outcomes, streamline
operations, and ensure compliance with regulatory mandates. As the educational landscape
continues to evolve, the ATS will remain a cornerstone of effective school management
within New York City’s diverse educational community.

Frequently Asked Questions

What is the NYC DOE ATS Manual?

The NYC DOE ATS Manual is a comprehensive guide provided by the New York City
Department of Education that outlines procedures, policies, and best practices for using the
Automated Talent System (ATS) for hiring and managing staff.

Who should use the NYC DOE ATS Manual?

The NYC DOE ATS Manual is primarily intended for school administrators, HR personnel, and
hiring managers within the NYC Department of Education who are involved in the
recruitment and hiring process.

Where can | access the NYC DOE ATS Manual?

The NYC DOE ATS Manual can be accessed on the official NYC Department of Education
website, typically in the human resources or recruitment section.

What are the key features of the NYC DOE ATS Manual?

Key features of the NYC DOE ATS Manual include step-by-step instructions for using the
ATS, guidelines for job postings, candidate evaluation criteria, and compliance with labor
laws and regulations.

How often is the NYC DOE ATS Manual updated?

The NYC DOE ATS Manual is updated periodically to reflect changes in policies, technology,
and best practices, typically on an annual basis or as needed.

What types of positions does the NYC DOE ATS Manual
cover?

The NYC DOE ATS Manual covers a wide range of positions within the NYC Department of
Education, including teaching roles, administrative positions, and support staff.



Can | find training resources in the NYC DOE ATS
Manual?

Yes, the NYC DOE ATS Manual often includes links to training resources, webinars, and
workshops designed to help users effectively navigate the ATS.

Is there a customer support line for questions about the
NYC DOE ATS Manual?

Yes, the NYC DOE typically provides a support line or email contact for users who have
questions or need assistance regarding the ATS and the manual.

What should | do if | find an error in the NYC DOE ATS
Manual?

If you find an error in the NYC DOE ATS Manual, you should report it to the designated
contact or support team listed in the manual to ensure it can be corrected in future
updates.

Are there any prerequisites for using the NYC DOE ATS
Manual?

While there are no formal prerequisites, users should have a basic understanding of human
resources processes and familiarity with the ATS system for effective utilization of the
manual.
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