Step one:

Sign-in to the Charter School Office Portal
Only One Person Per School
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Welcome to the Charter School Office Portal! Emait
For Applicants Proposing to Start a Charter School. Ugen sign-in, you =5 5 new soclicant will
be directed to & st of required tasks sssocisied with the submission of A Letter of Intent to Passuerd:
Apply for Round 2 of the 2012 Requast for Fropesals (RFF). Spacifically, you will camplets the
following tesks: Sign In » Trouble Signing
In?
licant and Medis Centadt Form’ Ir
2. Uplo Intent to Agely-Namative Sections V" 25 cutlined on pages Need An Account?
16 and 17 of clication Kit at
http:iwww.p12.nysed.govipso/startcharter. html Sign Lp o
2. Clidk "Submit” by 5:00 p.m. on June 25, 2012,
1
For Leaders of Existing Charter Schoals. Charter schools that served students in 2011-2012 will
use this portal to submi chools 2011-12 Annual Report  to SED, which is dus
August 15t .Y will co following tasks associsted with the submission of an Annual
Charter School Report for your charber school:
1. Fill in the “Annusl Re ontact Form”
2. Upload your Annual Report in accordance with guidelines posted on the w
nttp 12.nys=d.go
2. Clig "Submit &y 5:00 p.m. on August 1, 2012
If you sre locking for guidsnoe materisl, s click on "Resouross” st the top of your page. You
may also acoess these resouross from the at hitp:/fwww.p12 L
Thank you fer your co =nt to dave g =nd g high quslity charter schools in New
Yok Stete.
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Instructions for Log in Screen
1. First time users log-in here (again, only one person per school). |
2. Next time you use the system, enter your e-mail and password here



Step Two:

To add Additional Members per School
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via this online submissicn system, to SED's Charts:

Office. no later than 5:00 pm Thursday, N r 11,2012

er their instructions and in accordance

These components must also be submitted 1o the school's sutho
with the timeframes cutlined by the sutherizer. 8, Add Member
B Eait vembers
For charter schools authorized by:
) Withdraw Application

State Uni

| Create Another Submission

For full details on the 2011-12 Annual Report. please refer to:

2011-12 Annual Report Guidelines for New York State Charter Schosols, which is located at

http/hananr p12 nysed govipsc/2011-2012Annua|ReportPage html
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1. Click the add member button



Add Member(s), continued:
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To 2dd 2 new member or co-2ppltant o your submission, please fil n allof the requred nfomation about the ndividual below.

First name ‘

Lest name ‘ |
Email ‘ |
Accass Level
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2. Complete this screen for each additional member.





