
Log into ATS. 

 

Go to ‘Report Type’, select:  RBIR 

 

Go to ‘Selection Criteria’ 

 

for ‘Status’, enter:  A 

 

for ‘Include Adult Email Address’, enter:  Y 

 

for ‘Include Shared Instruction Students’, enter:  Y 

 

Go to ‘EMAILID’, enter your DOE email address 

 

for ’SUBJ’, enter:  RBIR 

 

Go to ‘FTP Download in CSV Format (Y/N)’, enter:  Y 

 

Enter your district and location numbers. 

 

Go to ‘TYP’ on printer row, enter:  d 

 

Press F6 twice to execute. 

 

Upon receipt of the email containing the CSV file, follow the instructions and download the CSV 

to your hard drive. 

 

Attach the CSV file from your hard drive to an email as an attachment and forward it to 

BlueCard. 
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