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How to Transfer Your APR to PATNC

1 In this tutorial, you will learn how to transfer your final APR to the Parents As
Teachers Key Survey system.

From the Home page, click on "Admin" in the top navigation bar.
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2 On the left, click "APR".

3 This brings you to the APR Submission page.
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4 To generate and review your APR, click "APR Submission Generator"

5 Be sure to review the Instructions for transferring your APR to the Parents As
Teachers National Center.
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6 If your Affiliate has more than 1 Visit Tracker and each account has the same
Affiliate ID, you will be able to submit a consolidated APR. Each account would be
listed on the APR page and allow you to check each account that are to be
consolidated in 1 report.

Since this tutorial does not cover the specifics on transferring a consolidated
report, please reach out to Visit Tracker Support to help you with this feature.

7 Choose your report parameters.
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8 Click "Get Report"

9 The report will be listed in the Pending reports.
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10 Once ready, you will see the report in the Reports Ready To View section. Click on
the document icon to open the APR.

11 The highlighted items are the ones that will be sent to Key Survey.



7

12 Review your numbers before transferring.
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14 When ready, click the transfer button "Submit APR"

15 You will receive a success message indicating the transfer is being processed.
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16 The pending transfer is shown in the Submissions table.

17 Once ready, the Key Survey URL will be posted. Click on that address to complete
the remaining APR items.
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18 You can click back on the APR Submission and review your numbers or download
the submission to a CSV file.
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19 IMPORTANT

You can only transfer your APR numbers 1 time. Should you need to make
changes to the numbers transferred, you can generate the report again. Click on
the APR Submission Generator button.

20 Enter your report parameters again.
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21 Click "Get Report"

22 In the Reports Ready To View table, you'll see the "pinned" report which is the APR
transferred to Key Survey.
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23 Review the latest APR report generated and adjust your numbers in the Key
Survey system.


