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What is Rollover?

All of the year specific information from your current year is copied to
next year. This includes all setup, students and more!



Before you run the Rollover Process

1. Make sure all data you want to roll over is in the source year.
2. Bein the latest year context in the year selector at the top of the page.

3. Verify settings

d.

b
C.
d

User permissions to access running the rollover

Clear field on rollover settings

Rollover waitlists setting (Enabled Globally and per Program)

Set “Skip a Grade” and “Retained” settings per student where applicable



e

All Needed Data in Source Year Has Been Entered

e The rollover is a one time process per year.

e It will copy all of the data from the current year into the next
year.

No data entered in the previous year will copy over to the next
year after the rollover process is complete



Be in the Latest Year Context

The rollover process will only work in the
latest year you have for in your org.
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User Permission for Rollover

Manage Users

General

Schools/Programs

Date & Time

Manage Users

Lotteries

Content/Letters

Custom Data

Forms

Guardian Theme

Roll Over

Sync Service

Boundaries

Internal

Migration Import

Imports

Super Admin: Edit

Information

Group Name *
Super Admin

SSO Group Identifier *

Module Access

Applications

© View Applications

<]

© Edit Applications

<]

© Delete Applications

<]

@ Wwithdraw Applications

<]

© Update Eligibility Status

]

@ View Only Ranking

Bulk Permissions

© send Bulk Emails

© Bulk Set Eligibility

Documents

Enrollment/Registration

© View Enrollments

Description

H Access to everything in the system.

Edit Enroliments

@ withdraw Enroliments

@ oelete Enroliments

Flags

@ oismiss Flags

Lottery

@ Run Lotteries
@ Manage Cutoff Numbers

@ view Offered List

© View RSVPs
© EditRSVPs

© Delete RSVPs

Settings > Manage Users > User Groups > Super Admin

save User Group

Settings

=)

Schools / Programs

Lottery

General

Manage Forms

Content & Letters

Custom Data

Roll Over

<]

<]

Manage Theme

<]
@ QIO © © © ©

Sync Service

<]




Clear Fields on Rollover

If you have any fields in your form
process that you do not want to
copy to the next year,

Then check the Clear on Roll Over
checkbox.

Manage Forms

General
Schools/Programs
Date & Time
Manage Users
Lotteries
Content/Letters
Custom Data
Forms

Guardian Theme
Roll Over

sync Service
Boundaries
Internal
Migration Import

Imports

Settings > Forms > Applications > QAA Parent Application Flow > About You > What Is Your Favorite Fruit ?

What is your favorite fruit ?: Edit

Field Parameters

Checkbox

What is your favorite fruit ?

What is your favorite fruit ?

[ Required [J Required Admin

Field Options

Enter Manually Below

Advanced Options

Disable Options

[ Dpisable After Submit

[ oisable for SIS Students

A [ include "None" option

[ include “Other" option

Option Value Label (only if different than value)

Lat

Banana

Pineapple

Restrictions

[ Admin only

[ Hide for SIS Students

s m

Data Settings
e To

Student Annual -

Field Name

fruit -

Bottom -

Default Value Actions

Other

O clear on Roll Over
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Signature Fields are always Cleared

Other o

B4 Clear on Roll Over

Signature fields are always cleared during the rollover process.



ollover Waitlists

Some organizations want to copy only the waitlisted applications to the new year so that those students are at the top of
the rank for next year.

In order to have the waitlists rollover, the global setting needs to be checked as well as the Program level setting.

They are ordered from 1 to X with no gaps in rank numbering.

Global Lottery Waitlist Setting:

“Rollover Waitlist on Rollover” . .
KKKKKKKKKKKKKKKKK Program Waitlist Setting:

“Rollover Waiting List”

Manage Schools & Programs

Manage Lotteries

Settings > Schools Programs > Programs >  Edit
Lottery Settings m
o ronu process s

ooooo

QAA Parent Apply Flow Program - Active: Concs
Schools/Programs Edit
Manage U:
Primary Settings
v i o
Contenetters Ly coue b
Custom Data Waitlist Settings
Internal Setting for resetting status of rolled over Waitlists
Application Settings Guardian Theme cance

@) Reset application submission & eligibility statuses if rolled over



Retained and Skip a Grade Settings

' i 31 : Dahlia Smi
Select the Retained or Skip a Grade Stident DeA =i

Settings accordingly_ © Merge Change History Communications Log
Frofie Student Profile
Students who have neither checked will
be promoted one grade level by default
during the rollover process. -
03/01/2006 (i}

Student Type
New - 2020-2021 Grade

(for 2021-2022 school year)

Students who get promoted beyond the
grade levels set up for the org will have

SIS Enroll Status v

a grade level of 99.

Grade will be incremented twice upon rollover when Skip a Grade is selected. (e.g, a 6th grade student will be promoted to 8th grade)
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How to Run the Rollover Process

1. Go to Settings >

Chad Smith | Cirque Du Dahlia ) MyAccount v 2023-2024 v
Rollover ) vy | 20232024 v ]

5 ] E s = ah

2. Type “rollover” (in all SchoolMint Enrol
lower case) in the text Setings > RollOver
box to verify you FOLOHE
would like to start the

rO I | O e r Schools/Programs * Once the rollover is complete, any subsequent changes that you make to the setup of the 2023-2024 school year will not be
V reflected in the 2024-2025 school year.

General

This process will copy all of your setup from the 2023-2024 school year to the 2024-2025 school year.

Student grade levels will be incremented by one grade level, unless “Retained” or “Skip a Grade” is selected.

If you set your programs to roll over their waiting lists, those waiting lists and applications will carry over to the 2024-2025

3. You will receive an pate & ime -~
. school year.
e m a I | O n C e t h e ro | | oVe r Manage Users All of your data from the 2023-2024 school year will remain accessible through the school year drop-down menu at the top

right of the page.
p ro C e S S i S C O m p I ete . ‘ * Remember to double-check your default year in the "Date & Time" settings area after the rollover process is complete.
Lotteries
Refre S h t h e p a ge tO Type "rollover" to proceed with running the rollover process

Content/Letters

see the rollover is [ )

CO m p | ete Custom Data




Rollover in Process

“Please wait...” message will appear while the process is running.

This process will copy all of your setup from the 2023-2024 school year to the 2024-2025 school year.

* Once the rollover is complete, any subsequent changes that you make to the setup of the 2023-2024 school year will not be reflected in the 2024-2025 school year.
« Student grade levels will be incremented by one grade level, unless “Retained” or “Skip a Grade” is selected.

E  If you set your programs to roll over their waiting lists, those waiting lists and applications will carry over to the 2024-2025 school year.

¢ All of your data from the 2023-2024 school year will remain accessible through the school year drop-down menu at the top right of the page.

* Remember to double-check your default year in the "Date & Time" settings area after the rollover process is complete.

I Please wait while we roll over the system from 2023-2024 to 2024-2025 I




Rollover Complete

This process will copy all of your setup from the 2023-2024 school year to the 2024-2025 school year.

¢ Once the rollover is complete, any subsequent changes that you make to the setup of the 2023-2024 school year will not be reflected in the 2024-2025 school year.

¢ Student grade levels will be incremented by one grade level, unless “Retained” or “Skip a Grade" is selected.

=

* If you set your programs to roll over their waiting lists, those waiting lists and applications will carry over to the 2024-2025 school year.

¢ All of your data from the 2023-2024 school year will remain accessible through the school year drop-down menu at the top right of the page.

¢ Remember to double-check your default year in the "Date & Time" settings area after the rollover process is complete.

/" The school year roll over from 2023-2024 to 2024-2025 was successfully completed.

Content/Letters

General

Schools/Programs

Email will be sent based based on the Rollover
Complete Email Template.

Lotteries
Content/Letters
Custom Data

Forms

Rollover Complete: Edit

General Information
Rollover Complete
™

General Template

Description

Language & Translations

EN Es

Settings > Content Letters > Email Text Templates > Edit

Cancel save Template

Information

I AllschoolsPrograms



Must Refresh Page to See New Year

My Account Vv 2023-2024 v

a= <5 l School Yeatr
ub ) e ' [] >CNOOI Yea

DENLLGETL Students  Applications Lotteries Registrations Reports NGELTT  2020-2021

se 2021-2022
2022-2023
2023-2024

2024-2025

You must be in the latest year 2024-2025 context to run the rollover process.



What Data Rolls Over

Students
Custom Fields
Events (Not Sessions)
Sibling Designations/Associations (Anonymous Sibling Grade Incremented by 1)
Form Processes (Including translations)
Annual Program Settings

o Form Process Associations

o Date Settings incremented by a year
e Annual School Settings

o Registration Dates (incremented by a year

e |ottery Setup
e Waitlisted Students (When enabled)



What Data Does Not Roll Over

e Registration Records
o Note: Current School for Student is Updated based on approved
registrations
e Event Sessions
e Any form fields set to clear on rollover
e All Signature Fields

*Note: Registration Settings are copied over



What To Do After Rollover Is Complete

:l‘?);a}:;;} e

Update Default Year and Parent Access Year

Update Year Sync Setting

Update Lottery Cutoffs

Double check date settings

Create Sessions as Needed

Do any necessary changes on anything else that you want to be
different than last year.



Update Default Year

When the time is right, typically after
the SIS rollover process, update the
default year and adjust parent access.

*Note: If you are syncing data from the SIS, you
will need to turn on parent access for that year.
(Subject to change through future development.)

Date & Time

Settings > Date & Time

Save Date & Time

Application Dates Registration Dates
Click to Manage for Each Program Category Click to Manage for Each School Level
Timezone
Select Timezone
Mountain Time (e.g. Denver) ) A
School Years

e} 2020-2021 (]}
® 2021-2022
©) 2022-2023 (m}
O 2023-2024 (]



Update Sync Settings

e By default the Sync for the  Generalsettings |
new year is OFF

ssssssssssssssss

e Right before you run the SIS~ wm

Address 2

Rollover you can turn off the
sync for all years in Enroll.
B L youlhave unithe g —=
rollover process on your SIS, ... I I
then update your settings to =
turn on the sync for the new ==

Boundaries

year.
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~ Update Lottery Cutoffs

Manage Lotteries

Settings > Lotteries > Cutoff Numbers

General

Schools/Programs : .
Tell us how many seats you would like to fill in the lottery.

Select One or More Programs

Date & Time QAA Parent Apply Flow Program... €

- School Level - Program Categories - Apply Filters

Lottery Cutoff Numbers Cancel

Manage Users

Lottery cutoffs on designs and group
designs are set to 0 by default.

Lotteries
QAA Parent Apply Flow Program - Active

| QAA Parent Application Flow School Level: Open Enrollment

Content/Letters Grade Group Cutoff Numbers Current Available

Adjust these cutoffs accordingly for : ; :
the new year. ; ; ;

Guardian Theme
K General Lottery 0 0 0

Roll Over
1 General Lottery 0 0 0




Adjust Any Date Settings

All date settings will have been incremented by one year.

From here you can fine tune the dates to be exactly what you want them to be for the new
year.

*Below is one example, but there are various date settings throughout the system

Settings > Schools Programs > Program Categories > Open Enrollment

Manage Schools & Programs

Open Enrollment: Edit Cancel

Schools/Programs

Category Information Application Dates Options
Category Name * Start Date Allow Applications to be
Date & Time Open Enrollment 11/01/2021 10:50 AM (] Ranked
Mountain Time
Category Choice Limit End Date
Manage Users 2 b 11/30/2024 05:25 AM (o}
Mountain Time
Limit Per School
Lotteries 1 5

Content/Letters



Create Sessions

When you are are ready, you can create the sessions for the new year.

Scheduling Cancel m

Event Details

Café Artist: Session(s) impoety
Session(s) ‘
All Times Mountain Time Add Session
RSVP Settings
. Start End Location & Details Capacity Actions
Assign to
Programs/Schools
01:00 PM on 02:00 PM on o -
25 / [ ]

2021-12-01 2021-12-01



Troubleshooting

e |Ifthereis a problem when running the rollover process it should automatically

roll back the changes.

e Contact Customer Care at schoolmint.zendesk.com if there is a problem and all
data for the next year needs to be deleted to re-run the process, or perhaps
your site was created with too many future school years and needs to be

updated.


https://schoolmint.zendesk.com

INCREDIBLE PERFORMANCE!!!

The process has been highly optimized. Even our largest
customer completes in under 5 minutes which previously
would have taken about 12 hours!



o

Expected Release Date

May 27th, 2022



Chad Smith

Product Manager
chad.smith@school




