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OVERVIEW

The MySchools Events Calendar is a useful tool for schools to promote upcoming events, such as open

houses, school tours, admission fairs or webinars. The calendar also helps families quickly find out what

events are happening in schools across New York City. This guide will show you how to create an event

and use the many features available.
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SCHOOL PORTAL

1. How do I log into the School Portal?

e Your MySchools accounts from last school year remain active. You can use your login information to
access the School Portal.

e School staff who do not have a MySchools account, may email one of the following Admission teams
to request a login. Please specify your DBN or Site ID/Z code (Pre-K Centers Only) and copy your
principal on the email.

o ESEnrollment@schools.nyc.gov if you manage 3K, Pre-K, Kindergarten, or G&T admissions at
your school.

o MSEnrollment@schools.nyc.gov if you manage middle school admissions at your school.
o HSEnrollment@schools.nyc.gov if you manage high school admissions at your school.

e School staff will not have a login for the Parent Portal. To login to the School Portal:
e Go to school.myschools.nyc
For DOE users:
o Username: your email address before the @ symbol
o Password: your DOE login/email password

e Note: Your username is case sensitive and should match your DOE username exactly. You can look this
up in the Outlook Address Book. This means that if your name is Jane Smith:

o and your DOE username is written as JSmith (as it appears in Outlook), you should use
JSmith when you log into MySchools.

o and your DOE username is written as JSMITH (as it appears in Outlook), you should use
JSMITH when you log into MySchools.

o and your DOE username is written as jsmith (as it appears in Outlook), you should use jsmith
when you log into MySchools.

e If you are seeing an error message when logging in, please clear your browser history OR try logging in
while in incognito mode in Chrome.
For NYCEEC and FCC users:

o Username: the email address used to create your account

o If you forgot your password, please send an email to ESEnrollment@schools.nyc.gov and we

can reset your password
® Note: Your username is case sensitive

e If you are seeing an error message when logging in, please clear your browser history OR try logging
in while in incognito mode in Chrome.

2. How do | add an event to the calendar?

Click here to watch a video tutorial

e Loginto MySchools (#1 above).
e Hover over ‘Admissions and Applicants to MySchools’. Look for ‘Calendar’ and click ‘Calendar Events’.


https://school.myschools.nyc
mailto:ESEnrollment@schools.nyc.gov
https://nycdoe.sharepoint.com/:v:/s/NYCDOEAdmissions/EYpgKQ7WIslBmKcQAu0MSyMBfTt3fvB5CatG7qrjxne_cQ?e=ucNJ70

QUNTAIN LAUREL WALDORF SCHOOL (00W298F)

Dashboard My Current Students - Admissions & Applicants To My School - Waitlist -

Admissions Process Overview

School Staff and Administrators

Middle and High School Favorites

Welcome to the new MySchools Student Enroliment Sys1
and administration as they manage enrollment processe

Applieant guestians igned to support school staff

Middle School Admissions Resources Sibling verification

Middle School Admissions: for instructions on using My Ccalendar . al re—
elementary school staff,

High School Admissions Resources Events REVPs

High &chool Admissions Resources for Middle School Staff (any school staff supporting their current Eth grade and/or
9th grade students threugh the high school admissions process): https2/drive google.comidrivesfoldersi1-
rehFYuuQhSCuplEHmMvZpS8AhuoTpAG?usp=sharing

High School Admissions Resources for High School Staff:
https:/drive. google.com/driveffolders/%gs LyQFRdiAsVEUSYEoPBALIYCO1 TV

Elementary School Admissions

As a reminder, offer letters are NOT required for registeration. Schools can confirm offers via the wailtist. Waitlist offers do
not generate printed letters to families.

Click on ‘Add Event’ in the top right corner of the page.
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Look for ‘Event Admissions Process’ and select the applicable process for the event.

Add event | en w

Event Admissions
Process:

B High school

Select the ‘Event Type'.



Event type: 8 Cpen Houses

[ [ admission Process

School Tours

e In the text box, enter the event title and a brief description of what participants can expect by
attending.

Event Title:

Ds

eseription:

If needed, please provide 3 brief description of this evert

® Choose the Event Format. It can be virtual, in person, or both.
e Note: If the location of the event is accessible, check the box to the left of ‘Accessible’.

Event Meeting Details

Event Format: O wirwal?  ® inPerson @ Accessible

o Virtual: In the text box, enter the ‘Virtual Meeting Link’. If applicable, enter the meeting ID
or phone number and the passcode.

Virtual Meeting Details

Wirtual Meating Link: hitps://zoom.us/join/2T18392739

Virtual Meeting Phone (646) TTT-TT77 Virtual Meeting Passcode: | 123456
Murnber: .

o In Person: The textbox will already contain your school address. If the event is at a different
location, update the Event Location.

=  Optional: You may want to add Additional Location Details, such as other building
access points.
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Event Meating Detalls

Event Format: O wirrual? B inPerson B Accessible

Ewant Location: #5-15 143 STREET, QUEENS, NY 11435

Please enter address of the event,

Additional Location
Detalks:

Borough: Tueens hd +  Districe 26: DISTRICT 28 W

e Enter the Date, Start, and End time of the event.

Event Date: Today | [ Start: | HH:MM A End: | HH:MM At

= Optional: If this is a recurring event, select ‘Make this a recurring event’. Select the
‘Frequency’ and enter the ‘Event Recurrence End Date’.

# Make this a recurring event Event Recurrence End Date: Today | £

e The Event Coordinator/Contact textbox will be populated with the current user's information. If
different, update the textbox.

Event Coordinator/Contact

Name: Deme Test
Phone Mumber: 2124443222
Ernall Address: DTest@scheols.nye.gov

e If translation and/or interpretation services will be available for this event, check the box to the left of
‘Please contact the event coordinator for interpretation information.’

# Please contact the event coordinator for interpretation information.

= If you would like families to RSVP to your event, select ‘Yes’ from the drop-down
menu. This will generate a 'Yes | will Attend' button in the Parent Portal. See Step #5
to see which families plan to attend the event.

= Optional: You can enter the event Capacity in the textbox.
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RSVF: Yes i

Capacity (Optionaln 1000 =

e Then click ‘Publish’ located on the right of the page. The event will appear in the parent portal
immediately after published.
e Note: You can also save the event as a draft and publish later.

‘ Publizh ' Save Draft Save Draft And Add Anather Save Draft And Continue Editing

3. How do | delete an event?

Click here to watch a video tutorial

e Loginto MySchools (#1 above).
e Hover over ‘Admissions and Applicants to MySchools’. Look for ‘Calendar’ and click ‘Calendar Events’.

IOUNTAIN LAUREL WALD ORF SCHOOL (00W298P)

Dashboard My Current Students - Admissions & Applicants To My School - Waitlist -
Admissions Process Overview
School Staff and Administrators Middle and High School Favorites

Welcome to the new Enrollment Syst . igned to support school staff
and administration as they manage enrellment process

Middle School Admissions Resources Sibling verification
:;ﬂ:\:ﬂf::m:{\::;::;:m:iurmslruclmnsnn usingMYS (e X
High School Admissions Resources Events RSVPs

High School Admissions taff i nt8th o

(any
process): hitps-//drive google.com/driveffolders/1-

s :
reRFYLUQhS CUpIEHMUZPSBARLGTRAGIUSP=Sharing.

High Schoal Admissions Resources for High Schoal Staff:
hteps:#idrive gooel Vg8 JSVEQPALINCOTTY.

Elementary School Admissions

As a reminder, offer letters are NOT required for registeration. Schools can confirm offers via the wailtist. Waitlist offers do
ot generate printed letters to families.

e Look for the event and check the box all the way to the left.

es September2022 November 2022

2 events
v|[6e
EVENT TITLE |EN] [EVENT TYPES ADMISSION PROCESS START ~ END STATUS CCREATED BY
Test Event (858) Open Houses 3K for All Nov. 25,2022.2pm Nov.25,2022.230pm.  Published  jmathews2@schools nyc.gov
(OSE Admissions EN Specialized High School
Middile School
Kindergarten
Early Leamn
High School
G&T Application
B TestEvent (610) School Tours Early Learn Sepl. 1,2022,9:15am. Sept. 1,2022,945a.m. Published  jmathews2@schools.nyc.gov
Open Houses

OSE Admissions EN


https://nycdoe.sharepoint.com/:v:/s/NYCDOEAdmissions/EeI1dpHV9mJMs7DPkVHFlI8B9BezEuKJA7MOnyziCHDFSA?e=nuT95m

e From the ‘Action’ dropdown menu at the top, select ‘Delete selected events’ and then click ‘Go’.

«Alldates September2022 November 2022

2 even

PRI ./ Delote selocted events L RIREIEELt
Export selected events

o ADMISSION PROCESS sTaRT S starus CREATED BY
[ Test Event (858) Open Houses 3K for All Nov. 25,2022, 2 p.m Nov.25,2022,230pm.  Published  jmathews2@schools nyc.gov
OSE Admissions EN Specialized High School
Middle School
Kindergarten
Early Learn
High School
GAT Application
® TestEvem (610) Schaol Tours Early Learn Sept1.2022.915am.  Sept 1,2022,9:45am Published  jmathews2@schools nye.gov
Open Houses
OSE Admissions EN
2 events

o Click ‘Yes I’'m Sure’.

NVE ost aommistaanion

Process - School Y

Horme » Events Calendar » Events » Delete multiple objects

Are you sure?

Are you sure you want to delete the selected event? All of d their related

Summary
o events 1
o Eventevenype relationships: 1
o Eventeventtag reationships:
= Event-language relationships: 4
= Event-schoal relationships: 1
« Gccurrences: 1

Objects

« Event: Event
= Eventeventtype relationship: Event_event type object
 Event eventtag relationship: Event_aamission, tog object
= Eventdonguage relationship: Event languages ebject
= Eventdanguage relationship: Event languages object
= Eventlanguage relationship: Event languages sbiest
= Eventlanguage relationship: Event languages sbject
= Event.school relationship: Event_schools object
= Occurrence Occurrencel bject

Lol

e You can also export your events by selecting ‘Export selected events’, then ‘CSV’ from the
format drop-down menu, and clicking ‘Go’. A file will download with the events.

Actio Export selected events w* Fformat | caw wf| Go | 1 ofd selecied

4. How do | edit an event?

Click here to watch a video tutorial

e Loginto MySchools (#1 above).
e Hover over ‘Admissions and Applicants to MySchools’. Look for ‘Calendar’ and click ‘Calendar Events’.


https://nycdoe.sharepoint.com/:v:/s/NYCDOEAdmissions/EV6_SBwKMphNmV0Oiei7EDsBEGdYKxWeWjOZqCzOdTxiaA?e=NfB2FQ

UNTAIN LAUREL WALD ORF SCHOOL (00W283P)

Dashboard My Current Students - Admissions & Applicants To My School - Waitlist -
Admissions Process Overview

School staff and

Welcome t@ the new

y

Middle School Admissions Resources Sibling verification
issions: for 2 5 cuendar .
elementary school staff.
High School Admissions Resources Events RsvPs
High Schoal Admis " do
ugt process) 5.
ehFY,
High School Admissions Resaurces for High Sehoal Staff:
1Vgs. i EoPbdl [IYCO17V
Elementary School Admissions
As a reminder, offer letters are NOT required for ion. Schools can ia the wailtist. L

ot generate printed letters ta families.

e Search for the event you want and click on the title in blue.

AClon emeeeeeee || Bo | 00f2selected

[ EvenT TITLE [EN] EVENT TYPES. ADMISSION PROCESS START ~ END STATUS. CREATED BY

[ Test Event (858) Open Houses 3 for Al Nov. 25, 2022, 2 p.m. Nov 25,2022, 230 pm.  Published  jmathews2@schools.nyc.gov

OSE Admissions EN Specialized High Scheol
Middle School
Kindergarten
Early Leam
High School
G&T Application

e Make the required changes and click ‘Update Event’ located at the bottom of the page.

= = e e

e To view the event in the Parent Portal, click on the ‘View On Site’ button in the top right corner of the
page.
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Admissions Process 4 Add to my Calendar
High School Admissions Virtual Information Session

“en scroat ) ((Seecunzes men scnoet )
Specutied i scnt )

 event Date O start Time BndTime
10n312022 06:00 PM 07:00 PM

& event Format © Virtual Meeting Link © Virtual Meeting Phone © Virtual Meeting Passcode
v hittp/bit)y/2022FallHSEvents (646 656 visit schools.nyc/gov/High to get the

passcode

2t Event Coordinator
HS Enroliment | (718) 935-2009 | HSEnrollment@schools nycgoy

Event Details

Attend one of our live about applying At each event, you through high school ads NYC and respond to your questions.

Interpretations Available:

T —

Note: You can also modify events using the different buttons at the bottom of the page.

o Cancel Event: Can be used to cancel the event and those events will appear crossed out in
the parent portal. Canceled events can be reactivated again by clicking on the Reactivate

Event button.
o Unpublish Event: This will hide the event in the calendar.
o Delete: Removes the event from the parent portal.
o Past events cannot be cancelled or reactivated.

How do | view event attendees?

Click here to watch video tutorial

Log into MySchools (#1 above).

Hover over ‘Admissions and Applicants to MySchools’. Look for ‘Calendar’ and click ‘Events RSVPs’.

CHOOL WITHOUT WALLS [33H960)

Dashboard My Current Students - Admissions & Applicants To My School - Waitlist -
Admissions Process Overview
School Staff and Administrators Widdle and High School Favarites

Welcome to the new MySchoals Student Enrollment Syst
manage enroliment procasses for all grade levels, from :

applicant questions igned to support schoal staff and adminis

Middle School Admissions Resources Sibding verification

Middle School Admissions: for instructions on using MyS zmentary school sta

Calendar v Calendar Evenes

High School Admissions Resources
I Events RSVPs I
i d/or Sth grade sty

High School Admissions Resaurces for Middle Schaol Staff (any schoal staff supporting
the high school admissions process): https://drive. gacgle.com/drive/falders/1 1 -rehFYuLGhSCuplEHmyZpSathua TpAG usp=sharing

High School Admissions Resources for High School Staff:
https:i/drive google.com/drivesfolders/1¥gS UyOFRdiAsVEUSVEOPBALVCO1TY

Elementary School Admissions

As a reminder, offer letters are NOT required for registeration. Schools can confirm offers via the wailtist. Waitlist offers do not generate
o families.

e This page will display a list of families that plan to attend.
e Note: Only families that have a MySchools account will be able to RSVP to an event.


https://nycdoe.sharepoint.com/:v:/s/NYCDOEAdmissions/Ec3X-QD_EjdMgT70-ex7PMoBVl3RmlUsUro5CynyBTGixg?e=txxalh

Dashbosrd  Applications - Administration - Admission Procass < School Year (2022) - QuickLinks - Reports.

e You can also export the list of RSVPs by clicking on ‘Export’ on the right of the screen.

e Select ‘CSV’ from the drop down menu and click ‘submit’. A file will begin to download.

WELCOME, DAVE.

D d Applicati - ini: ion - ission Process - School Year (2022) - Quick Links -
Reports - Find a Student, School or Program  +
Home > Calendars » Event RSVPs » Expart
Export

Format:

te after clicking submit. SUBMIT
‘You will be prompted for a download when it is ready. Stay on this page and do et click submit again.

PARENT PORTAL

6. How do | access the events calendar in the Parent Portal?

e Go to MySchool.nyc

e On the Welcome page, click on ‘Upcoming Events’ located at the top of the page.

Welcome!

® You can also scroll to the bottom of the page and click on ‘Upcoming Events’ in the calendar section.


https://www.myschools.nyc/en/

Browse the school directory!

Calendar

7. Calendar Overview

e By default, the calendar is shown in the list view. The calendar can provide an instant view of all
activity on any given day. Other features include:

# DASHBOARD

4 Upcoming Events @ Help Ty English v @ My Account v

MySchools Event Calendar e "o o

Qaw i
e - s hool N <> Admission Events mmmh Week | Day | | &

Admission Process | Thu, 9/29/2022
@ woryeam 03:45PM - 05:45PM Test Event (2505) 8 Add to My Calendar
@ >clocss
e 05:00PM-0B:00PM  ®  ASchool Without Walls (33K960): Admission 8 Add to My Calendar
e —— Extravaganza
e @ cer sppicaton 05:00PM-08:00PM ® A School Without Walls (33K960): Open  Add to My Calendar 8l o
@ riddie schaol
House
@ High school
@ specisiized High schoal Fri, 9/30/2022
My Key Events ) 09:45AM - 12:45PM  ea:  Test Event (2473) 0 ® Add to My Calendar
.--""." - 12:15PM - 12:45PM  @ar Test Event (2547) “8 # Add to My Calendar
F: d Schools* Ey
e sroredonlyFrene 03:00PM - 05:00PM e Test Event (2187) © Add to My Calendar
Event Type ~ | 0400PM-05:00PM ®  MARTIN VAN BUREN HIGH SCHOOL (26Q435) 8 Add to My Calendar
Test Event for OLA
Admission Process
oW Dceneralsmouncenens T —
Open House
v— 09:00AM - 12:00PM Test Event (2319) # Add to My Calendar
Event Format A~ B Dsplying 10 of 1028 Total Evercs
virtual
/,v' In Person (Accessible)
In Person (Mot Accessible)
District v
Boraugh v

A. Click to display the calendar by month/week/day.

B. Quickly view future events. Use the arrows to jump to the next or previous
month, week, or day.

C. Search for events by school.

D. Filter by admissions process



E. Key events; filter for events you plan on attending. When you are logged
into your MySchools account, you can also filter for favorited schools from a
student's application.

F.  Filter by Event type.

Event format; filter for virtual events or in person. Accessible events take
place within accessible venues. You can also filter by district or borough.

H. Click on an event to display its details.

I. Add an event to your calendar.

J. You can export events by clicking on the download button.

8. How do I filter events?

e Find the Event Type/Format section on the left. Click to expand the different filter options.

MySchools Event Calendar

<] Admission Events

e Choose the filter options.

Admission Pracess

9. How do | export events?

Go to the events calendar page.
After choosing your filters, click the download button to export the event. A file will download with
the filtered events.

® Note: Cancelled or events that have passed, will not appear in the file.



MySchools Event Calendar l

Search by Schecl Name Admission Events st E

Admission Process v | Tue, 10/11/2022
06:00PM - 07:00PM  ®8  High School Admissions Virtual Information 9 Add ta My Calendar
Event Type v
Session
Event Format ~ | Thu, 10/13/2022
CEm . | D600PM-07:00PM 88 High School Admissions Virtual Information B Add to My Calendar
Session
Borough v Tue, 10/18/2022
03:00PM - 04:00PM @8 High School Admissions Virtual Information B Add to My Calendar
Session

® You can also add an event to your calendar by clicking the Add to My Calendar button located to the
right of the event. After the download is complete, click on the .ics file to add the event to your

calendar.

Help  School Directory  Upcoming Events  Contact

10. How do I change the calendar view?

e Go to the events calendar page.
e Inthe top right, click on a tab to choose a view: List, Month, Week, Day.

Month

MySchools Event Calendar

Admission Process v Sun Mon Tue Wed Thu Fri sat
'
Event Type v
Event Format v 4 s n . . ) .
District v
1 ' ' ! '
Borough ~ 9 10 1 2 3 4 5
s iy
1% 7 18 19 20 2 2

Week



MySchools Event Calendar

T Oct 16 - 22, 2022 P - D
P S0t Mon107 Tuetons Wed 109 Thutaze  frtem  sacion:
awom
Event Type v
Event Format v e
District v 2pm
Borough = 3pm

Day

MySchools Event Calendar

> October 13, 2022
‘Admission Process v Thursday
Even Type .

aom
event Format "
District v || Spm
Sorvugtt »

11. How do | view event details?

Go to the events calendar page.

When you hover over an event, a pop up will appear with a brief overview of the event such as date,
time, and location information, if applicable.

Myschools Event Calendar

<[> Admission Events [ e

vz

e To view additional details about an event, click on the event name to open the event details page.
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12. How do I view school events in the MySchools Directory?

Go to MySchool.nyc.
Scroll to the bottom of the page and click School Directory on the left side.

Calendar

e Click on an admissions process.

Browse NYC Schools

Lets star inding some schools for your student

High School
Applying to Sth or 10th grace
Middle School
Applying 1o 61h or 7oh grade

e Search for a school by entering the name into the search box.


https://www.myschools.nyc/en/
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e Click on a school to view additional details and find the ‘Upcoming Events’ section. Click on an event

to view details.

T : = G
» d ; +
1.5. 229 Roland Patterson (09X229) ~

&

Upcoming Events
PRI —

AP T
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e Click on an event to see more details.

€ comack

ons Virtual Information Session

Admissions Process 8 Add to my
High School Adm

& Event Date O start Time O End Time.
10132022 06:00PM 0700 M
& Event format @ virtual Mesting Link @ virwal Meeting Phene © Virtal Meeting Passcode

isit schools.nyc/gauiHigh to get the

IW2022F llHSEvents (646
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