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Overview

Access to the CASAS Online System requires a User Account with login credentials. When your
agency is initially set-up with an account in the online system, CASAS establishes one User Account
for the person who will manage your data. This user is identified as the ET Basic (Data manager) for
agencies with “basic” access to the online system, or the TE Enhanced (Data Manager) for agencies that

purchase a TE license for “enhanced” access.

e The ET Basic or TE Enhanced data manager is responsible for adding all other User Accounts in
your online account and granting access to TE Online and/or eTests Online.

0 Access to TE Online does not require coordinator or proctor certification.

0 Access to eTests Online does require coordinator or proctor certification.

e All User activity is tracked and recorded; therefore, it is important that users do not
share log in credentials.
e For ease with managing users, CASAS strongly recommends placing users in access groups to

avoid conflicts with individual rights. At most, a user may belong to —

0 One TOPSpro Enterprise (TE) access group that best defines their role for using TE, and
0 One CASAS eTests Online (ET) access group that matches their coordinator and/or
proctor certification.

e If you find that some Users need rights from more than one TE access group, then it is best to
create a new group to combine access rights so that Users are in only one TE group.

e Access to eTests Online is not automatic after someone completes coordinator or proctor
certification.

0 Local program data managers are responsible for —

* Ensuring that newly certified proctors and coordinators submit a copy of their
certificate(s) to the data manager for confirmation of training completion and for
record keeping.

* Adding a User Account for newly certified proctors or coordinators to your online
account.

* Enabling access to eTests Online by adding the User Account to the appropriate
access group —i.e., ET Coordinator, ET Proctor, or ET Coordinator/Proctor — upon
confirmation of training completion.

Important! All eTests Online testing personnel must adhere to the local assessment and
test security policy as outlined in proctor and coordinator certification training. All
testing personnel must sign a statement agreeing to uphold the test security policy and

agreement.
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Steps to Add and Manage User Accounts

Overview

e The CASAS Online System offers two methods for adding User Accounts linked with Personnel

Records in your online account with —
» TOPSpro Enterprise through -

1. Manual data entry, or

2. Import from a 3r-Party System or fillable Import Template.

Step Screen Description
1. — .
Organization P i e User Accounts are part of the organizational
o structure of your online account.
Sites
Classes L4 . .
e From the Organization menu,
Users
A Group 0 C(lick Users.
Authentication Settings
Personnel »
Test Administrations
Forms >
Special Programs
Testing Stations
Testing Sessions
| —
2. View Organization Records Reports Tools Help . .
e A list opens to display User records.

L itene o wecscomt | @ RHAS Training: Click the Contact ID
up/down-arrow to sort the list of User records
in ascending order.

TE Enhanced (Data Manags or 02 admi rator2 @rhas.
e e e e 0 Take note of the four types of RHAS
19|1.|Is;\f|ullSc Jc"!;r‘:c:::la’[i:h:me:ll Tc:ichcr(‘! " teacher2@rhas.org Users and their association in aCCeSS
TE Basic Access. [T Coordinater  Coardinator 03 coordinator3@rhasorg
. el o groups.
4508 . RoMng Hills Adult Scheal (RHAS)  TE Enhanced (Dats Managerk... Administrator 4 sdministratord@rhas.org
4504 - Rolleng Hills Adult School (RHAS)  TE Bask Access. T Coordinater  Coordinatar 04 coordmatord@rhas.arg [ TO add a hew User Account’
4508 - Rol TE Basic Access. ET Proctor Proctor D4 proctord@rhas.org
4308 - Rolng Hills Adult School (RHAS)  TE Teacher Access (Enhanced) Teacher 04 tescherd@rhas.org
= Go to Organization > Access Groups to 0 From the Toolbar at top left,
view Menu and Data access per group. =  (Click New.
3. User Information . ..
e A new tab opens to input User Information in
/)| Select Container six distinct sections.
= | #| User Identification
[ ]

* | |¥ User Contact
= ¥ Menu Access Rights
= | |# Container Access Rights

Data Access Rights

To introduce you to each section while adding
anew User Account, scroll through the record
and —

0 Click arrow icons at left to collapse each
section.
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Step Screen Description
‘34 - User Information . . .
e C(Click the arrow icon at left of Select Container
g i .
. oelecl Containe and expand the section.
Link with existing personnel: P
YT _ —— | o When a Personnel Record exists in your online
ontainer: l Container: |4908 -
account,
Note! When linking User Accounts Wlth 0 Check Link with existing personnel.
Personnel Records for Teachers (or vice
versa), you have the option to restrict e  When a Personnel Record does not exist in
teacher access to their own classes. your online account, you will have the option
to link accounts at a later time.
5 & # Select Container
T [ inkwith exsing persomes e You have the option to add User Accounts at
Container: Container: 4904 - Rolling Hills Adult School (RHAS) * .
= /4 User Identification 4 4508 - Rofing Hill: Adult School (RHAS) the Agm (tOp level) or at the & level'
® # User Contact 01 - RHAS: Noath Campus .
v oy S e Adding User Accounts at the Agency
(7] Container Access Rights 03 - RHAS: £t Compus level is recommended for ease with
® # Data Access Rights S S : ltivl :
A e o managing users across multiple Sites.
07 - RHAS: Central Library
14 RHAS Noth Gy e RHAS Training: Keep User at Agency level.
6. . . .
e Because the online system is a relational database —
7. e Accounts at the Agency level, or in e Accounts at the Site-level, or in a child-
the parent container, have access to container, will only have access to information at
information in all child containers the Site and any Sub-Sites within the child
unless otherwise specified in container.
Container Access Rights.
User Information . . .
8. e C(lick the arrow icon at left of Select Container
¥ #| Select Container H th " d th
2 | User Identification to w € section, an en
User Account: | o Click the arrow icon at left of User
Password: [ Identification to expand the section as we
Retype Password: [ Continue.
["1s Disabled
Groups: [:0 arouee selected. s e FEach User Account has its own User
()15 Suspended Identification, or “unique” set of log in
("] No Concurrent L.ogin Credentials.
[ Password Recycling Is Enforced
[ Password Should Be Changed
6. e Having only one account per user is recommended to avoid confusion with multiple logins.

0 If a user has more than one account and changes the password with one of those accounts, this
has no effect on the other user account(s).

o If a User teaches or proctors at different Sites, the recommendation is to —

0 Add the User Account at the agency level, or in the parent container, so that the user has only
one account with one set of login credentials, and then specify the Container Access Rights on
the individual account.

o If a User teaches or proctors at different Sub-Sites, the recommendation is to —

O Add the User Account at the Site level so that the user has only one set of login credentials to

access all Sub-Sites within the Site, or child container.
© 2017 CASAS. All rights reserved. Return to Table of Contents 5
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Screen

7. 2| # User Identification

User Account: | newuser@agency.com

| o o oo oo

Password:

Retype Password: | ===
[ |1s Disabled

Note!

e ET Basic and TE Enhanced data
managers may reset passwords. Users
may also change their own password at
any time in TE and in eTests Online.

* You may Disable a User account at any
time without deleting the account if
you anticipate re-enabling access in the

Description

e The User Account and Password comprise log
in credentials issued by the ET Basic or TE
Enhanced data manager for access to eTests
Online or TE.

0 Enter a work-related e-mail address as
the user name (recommended).

0 Enter a temporary Password.
= Users are prompted to change their
password at first log in.

e RHAS Training: Add a new User Account for
YOU.

0 Enter your work-related e-mail for the
User Account name and a temporary
password.

future. 0 Note! Your information is deleted when
the RHAS database is reset.
8. Groups: No groups selected.
_ [oenerto —— = e To add the User to an Access Group,
[") No Concurrent ¢ gT coordinator/Proctor = Gy ==

[ Password Recyelit £T proctor -=- System -=

[7] Password Should| Tg Admin Access 4908 - Rolling Hills Adult School (RHAS)
2 |# uUser Con TEBasicAccess 4908 - Rolling Hills Adult School (RHAS)

TE Teacher Access (Basic) 4908 - Rolling Hills Adult School (RHAS)
Contact ID:

TE Teacher Access (Enhanced) 4908 - Rolling Hills Adult School (RHAS)

Clear selection || Select from Lister___
—

Title:

Remember! At most, Users can only be in
one ET and one TE Access Group.

0 Click the Group field down-arrow, and
select an Access Group using one of two
methods.

1. Type to search
2. Select from Lister

e RHAS Training: Add your new user record to
the TE Teacher Access (Enhanced) group.

9. Groups: ['::fg::hfrrljztsic:?nnan(ed) [4908 - Rolling Hills Adult School (RH@ ° After selecting an ACCQSS Group, then
0 Click Add at right of the selected Group.
10. 2/|# User Identification L. ) .
User Acsount: [ newuser@agencycom e RHAS Training: For information only.
:.y: :w,d [7 ¢ You may remove Users from Access Groups —

15 Disabled

Groups: Group Name |

[4908 - Rolling Hills Adult School § RHAS)]I X

TE Teacher Access (Enhanced)

No selection -

s Suspended

("] No Concurrent Login

[ Password Recycling Is Enforced
("] Password Should Be Changed

0 From the User Account, or
0 From the Access Group.

e To do this from the User Account,

0 Click the Red X Box at right of the
Group Name.

Return to Table of Contents
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11.

Screen

2 [# User Identification
newuser@agency.com

User Account:

Password:

Retype Password: | = = =

15 Disabled

Group Name I
TE Teacher Access (Enhanced) [4908 - Rolling Hills Adult School (RHASJ]I X

Groups:

[ -

r”_‘ Is Suspended
("] No Concurrent Login

] Password Recycling Is Enforced
LF_‘ Password Should Be Changed

Description
RHAS Training: For information only.

Other Authentication settings may be
enforced such as

0 Suspending an account after a specified
number of attempts to log in.

0 Not allowing Concurrent logins, and

0 Changing passwords periodically.

#  Select Container

® 4 User Identification

First Mame: | New Midle Name. Last Mame: | User

Note!

e Contact ID may match the contact
record at CASAS or the contact record
at the agency.

e Additional contact information may be
added as required by the agency.

13.

Click the arrow icon at left of User
Identification to collapse the section, and then

Click the arrow icon at left of User Contact to
expand the section as we continue.

Each User Account has its own User
Identification, or “unique” set of log in
credentials.

Add the minimum Contact Information
required for new User Accounts.

o0 First Name.

0 Last Name.

0 Email

RHAS Training: Enter your information
Don’t Worry! All information will be deleted
after this session.

User Information
Container: 4908 - Rolling Hills Adult School (RHAS)
Full Name: Teacher New User
Phone:

Address:

Email: newuser@agency.com

‘ Clear All Rights Populate with Your Rights

Note! A\ 1f ever a User experiences
conflicts with access, use the Clear All
Rights button from the individual User
Account. This will reset the account so that
the User inherits all Menu and Data access
from Access Groups (recommended).

After minimum Contact Information is
entered with the User as a member of Access
Group(s), the recommendation is to Save the
new record without any further set up.

0 Click Save from the Toolbar at top of the
new User Information record.

After saving the new User Account without
any further set up,

0 The new user will inherit Menu and
Data access enabled for the Group(s) in
which the user is a member.

Remember! Access Groups help you
efficiently and effectively manage users and
optimizes system performance!

©201
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Step

14. User Information

Screen

® | # Select Container

¥ # User Identification

® | # User Contact
2|/ Menu Access Rights
@] File

[E] Change Password

Rights:

D

Description

RHAS Training: The remainder of this tutorial
is only for your review and not for editing.

Click the arrow icon at left of User Contact to
collapse the section, and then

Click the arrow icon at left of Menu Access
Rights and expand the section.

TE uses a three-state model for settings.

[E] Options.. . " |
Inherited = IFr € (Recommended)
[E view
r |
[B] Dashboard Enabled = J
[ Shortcuts —_——
@] Organization Disabled = | I
151 g you have a User who needs access to To disable access to certain Menus granted to
a Menu not granted to the Access the Access Group in which the User is a
Group in which the User is a member, member,
0 You may augment the individual O You may augment the individual User
User Account to override the Group Account to override the Group setting and
setting and grant the User access by deny the User access by clearing the box
checking a box to enable access. from shading or a check.
16. ﬂ[ # | Menu Access Rights e Click the Edit icon and change Menu Access
Rights to View mode.
1 ¥ The message (below) displays in View mode to provide detailed information about Menu
Access Rights for the User Account (recommended setting).
& Menu Access Rights
Rights: Mo menu access rights are set for this user. By DEFAULT all menu rights are ENABLED.
If the user is assigned to an Access Group, the user will inherit menu access rights assigned to the group.
20.

A If the User is placed in an Access Group
(recommended) —

0 The User will inherit access to
Menus assigned to the Access
Group.

Note! This is the recommended state for
optimal system performance and user
management!

A If the User is not placed in an Access Group —

0 The User will have access to all Menus.

Note! Users may experience conflicting access
rights if settings are applied to the individual
account and the User is in a TE Access Group. To
resolve, Clear All Rights for the User to inherit
rights from the Access Group.

Click arrow icon at left of Menu Access Rights
to collapse the section as we continue.
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Screen
User Information

% |# Select Container
¥ # User Identification
¥ |/ User Contact

® |/ Menu Access Rights
(2]
Clear Container Rights |l Populate with Your Ri

Rights:

Container Access Rights

(@ 4908 - Rolling Hills Adult School (RHAS)
(M 01- RHAS: North Campus
(B 02 - RHAS: South Campus

(1] 03 - RHAS: East Campus

Description

RHAS Training: The following is only for your
review and not for editing.

Click the arrow icon at left of Menu Access
Rights to collapse the section, and then

Click the arrow icon at left of Container
Access Rights and expand the section.

By default, all Container Access Rights are
enabled.

0 You may specify access to data
containers on User Accounts or in
Access Groups (recommended).

® # Select Container

User Identification

User Contact

Menu Access Rights
ontainer Access Rig

Clear Data Access Rights ll Populate with Your Rights

Role Access Rights:
Personal Information Access Rights:

Record Type Rights:

Supplemental Data Access Rights:

Lister / Record Type

Agencies

[ List Records| = View Record

Program Years
Sites

Class Definitions m m

Class Instances

RHAS Training: The following is only for your
review and not for editing.

Click the arrow icon at left of Container
Access Rights to collapse the section, and then

Click the arrow icon at left of Data Access
Rights and expand the section.

Click the Edit icon and change Data Access
Rights to View mode.

23.

a Data Access Rights
Supplemental Data Access Rights:
Role Access Rights:

Personal Information Rights:

W A similar message displays (below) to provide detailed information about Data Access
Rights for the User Account — but there is a difference!

Record Type Rights:

No access rights to individual record types are set for this user. By DEFAULT all data access rights are DISABLED.
If the user is assigned to an Access Group, the user will inherit date access rights assigned to the group.

e Ifthe User is placed in an Access
Group (recommended) —

0 The User will inherit access to data
assigned to the group.

Note! This is the recommended state for
optimal system performance and user

management!

If the User is not placed in an Access Group.

o The User will not have access to any
data.

© 2017 CASAS. All rights reserved.
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Step Screen

24. e RHAS Training: For review only.

User Information e If a User encounters problems with access to
Menus and Data in TE, this may be due to
conflicts between rights enabled on the
individual account and rights enabled in an
i dE Access Group.

Address:

Container: 4908 - Rolling Hills Adult School

Full Name: MNew User

Remember! There is a remedy.

Email: newuser@agency.com .
e From the header of the User Information

record,

0 Click Clear All Rights, and then

Clear All Rights Populate with Your Rights

* Aslong as the User is in an Access Group,
there will not be conflicts with Menu and Data
Access Rights!

¢ You can probably understand by now why
CASAS strongly recommends that you manage
Users through Access Groups!

25. E View Organization : e RHAS Training: Save the new User Account.

e After information for the new User Account is
entered,

Users New User

0 Click Save from the Toolbar at the top.
User Information

ojeBianen

e To close the new User Information record,

0 Click the Red X Box at top on the User
Information tab.

e The new User Account now displays in the list

e o [EREREMIEET RPN IERNMIEAPENREN subsites -l Filter 7 I Columns — | ==
of User records.

First &

s Container ® Access Groups . Last N:

* User Account

¢ RHAS Training: You should see your User
Account in the list of User records.

T

4308 - Rofling Hills Adult
4508 - Rolling Hi

HAS)  TE Ba:

coess, ET Coordinator

A490E - Ralling H
4308 - Rolling H
4306 - Ralling H
490 - Rolling Hills A

0 Use a Filter from any column if needed
to find your account.

Proctor 01

1E Teachar Access (Enhanced)  Teacher 01

e To close the Users list of records,

0 Click the Red X Box at top on the Users
tab.

r
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Steps to Add and Link Personnel Records

Overview

e The CASAS Online System offers two methods for adding Personnel Records linked with
User Accounts in your online account.

o With TOPSpro Enterprise through -

1. Manual data entry, or
2. Import from a 3rd Party System, or fillable Import Template.

¢ Personnel records identify, by function and job status, who is involved in the administration
and teaching of adult learners, including information about teacher years of experience and
certification.

Personnel Registration

Step ‘ Screen Description
1. E View QeolfiEhiFGIGLE Records Reports Tools Help
i e Personnel records are manually added
Agencies
Sites 0 From the Organization menu, and
ysers 0 Selecting Personnel.
Access Groups
personmel —— e Each personnel record includes —
s ministrations Employment Records . .
Forms Functional Roles 0 Registration,
Special Programs Professional Status
0 Employment Records,
Testing Stations .
Testing Sessions 0 Functional Roles, and
Testing Session Templates . . .
0 Professional Status information.
2. Organization G SR 0T T 0 101 0 1T
- e To add a new Personnel record,
Agencies
Sites 0 Click Registration.
Classes
Users
Access Groups
1
Personnel Registration
—
Test Administrations Emproyment Recoras |
Fotns Functional Roles
Special Programs Professional Status
TE IO L | o A list opens to display Personnel records in
your online database.
"m 4908 - Rolling fills Adult School (RHAS) + mﬂ! . .
| gJ e Toadd a new Personnel Registration record,
& Container Personnel ID
v 0 From the Toolbar at top left of the list,
=  (lick New.
© 2017 CASAS. All rights reserved. Return to Table of Contents 11
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Step
4.

5. Personnel Information

6 Personnel Information
.

Screen

Personnel Information

# Select Container

# Personnel Identification

Description

A new tab opens to input Personnel
Information in two distinct sections.

To introduce you to each section while adding
a new Personnel Record,

0 Click arrow icons at left to collapse each
section.

2| # Select Container

Link with existing user: [V

User:

Caontainer: |4908 -

Note! When a User record does not exist in
your online account, you will have the
option to link accounts if/when adding a
User Account at a later time.

Click the arrow icon at left of Select Container
and expand the section.

When a User record exists in your online
account,

0 Check Link with existing user.

RHAS Training: Check to Link the Personnel
record with your newly added User record.

&/ Select Container

Link with existing user: [+

User: Container. 4908 - Rodling Hills Adult Schaol (RHAS) 22

4 4908 - Rolling Hills Adult School (RHAS)
# Personnel Identification 01 - RHAS: Nooth Campus
02 - RHAS: South Campus
03 - RHAS: East Campus

04 - RHAS: West Campus
05 - RHAS: Susnwise Center
07 = RHAS: Central Library

11 = RHAS: North City

Note! When linking Personnel Records
with User Accounts for Teachers (or vice
versa), you have the option to restrict
teacher access to their own classes.

Note! If an Personnel member fulfills roles at
different Sites, or Sub-Sites, the recommendation is

to -

You have the option to add Personnel Records
at the Agency level or parent container
(recommended), or at the Site level.

Adding Personnel Records at the
Agency level is recommended for ease
with managing users across multiple
Sites.

RHAS Training: Keep User at Agency level.

Add the Personnel Record at the agency
level, or in the parent container, so that
the record may be:

* Assigned Functional Roles at
multiple Sites and Sub-Sites, and

» Linked to a User Account (also at the
Agency level or in the parent
container) with access to multiple
Sites and Sub-Sites.

Return to Table of Contents
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Screen

Personnel Information

Description

e RHAS Training: Use your training ##
for your Personnel ID.

57 Seluct Container e To link with an existing User Account,
Link with existing user: ’«
user 5 0 Click the User field down-arrow and
— TTT—————— either —
¥ 4 personnel Identification =1
administrator] @rhas.org  Administrator 01 |
rg o =
administrator11@rhas.org Mmiﬂislrato(:1 - Type tO S earCh’ or
el
s ol = Click Select from Lister to pick from
st the list of User Account records.
e RHAS Training: Select your newly added User
Account record.
View Organization Records Reports Tools Help
; e If you Select from Lister —
[save 1 [ Deicte > [ Dupticate 1o ETLT 1] Go To Linked | Disconnect & [ Eavans an [0
0 The list of User records displays all User
< commer = feem [l Accounts available at the Agency level,
€508 - Roling Hels Adult._  TE Endwnced Dala. 00 [ starts with 'T’mi = or i parent Contalner'
Rolling Hilis Adult. TE Enhanced (Data. ot
- Roliing Hils Adult TE knhanced [Data_ 10 3 : : 3
35 - Aol In: Hil's Adulr. TE Enhanced (Data 1 Administrator 11 adminstrator! 1 @mas.org i Clle the Fllter lcon 1n a COlumn/
Rolling Hilis Adult,. TE Enhanced [Data.. 12 Administrator 12 administrator! 2@rhasorg
PO it e o0 Enter filter information, and
= (lick Ok
e Click to highlight the User you want to select.
e RHAS Training: Select your newly added User
Account record.
e From the Toolbar above column headers,
o Click Pick.
< 4 Select Container e The User selected, or picked, displays in the
et o - User field of the Personnel Information
. e =
[nm- [ cy.0rq - Teacher New User [~ ] record.
Personnel Information
= 7] selact container e (lick the arrow icon at left of Personnel
Link with existing user: '
i ot - g o ot oy || Identification and expand the section.
e e Notice also that Personnel Identification
e £ B fields auto-populate with the selected User
Iﬂl!: wacher  Last Name: User Middie Name: First Name: | New . .
Account information.
e All that remains to add is a Personnel ID.

0 Enter a Personnel ID assigned by the
Agency.*

© 2017 CASAS. All rights reserved.
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Screen

Personne|

Cancel Delete |C

Personnel Information

View Organization Records Rg

New Personnel [

Description

RHAS Training: Save the New Personnel
record.

After information for the new Personnel
Registration record is entered,

0 Click Save from the Toolbar at the top.

To close the new Personnel Registration
record,

0 Click the Red X Box at top on the User
Information tab.

The new Personnel Registration record screen
splits to display —

0 Personnel Information at the right.

o0 Navigator at left to add and access
related records for the Personnel
member.

1 4 Return to Table of Contents
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Functional Roles

e The first related record to add for the new Personnel member is information about

Functional Roles.

¢ Functional Roles identify who is involved in the administration, scoring, and teaching of

adult learners.

e Personnel members may have more than one Functional Role within the agency.

a1 e e ptio
1. TE 0 .
e From Navigator at left of the Personnel
onne 43 - Teacher New User [ .
Information record,
Navigator n ‘
ik Personnel Information 0 Click Functional Roles.
Functional Roles .
=0 = e To add a Functional Role for the personnel
Professional Status : member,
+ Container 1 Personnel ID
' 0 Click New at right.
*Note! Using the Navigator to add “child”
records that are related to the “parent” record
is the recommended approach to ensure data
entry accuracy and avoid errors.
2 [ Functional Role Information A .
Container: 4908 - Rofling Hills Adult Schoal (RHAS) e A new tab opens to 11'1p1.lt Functional Role
Information in three sections.
43 - Teacher New User
@ # Select Personnel 1. Personnel information,
Personnel: | Container: (4508 - Rolling Hills Adult Schaol (RHAS) B
bl E = 2. Container to associate the role, and
a # Select container/associatpns for role o o .
o — —— _ J - 3. Role Identification.
ntainer: | Cantainer: KSENJS Rolling Hills Adult School (RHAS) -
A = " | e Notice that Personnel and Container fields
pecial Program: | No salection ad
auto-populate when using the Navigator to
add related records.
3 2 |# Select container/associations for role . .
Container e To link the Personnel member with a Class,
Class Definition: [rype here to search... T~ . Lo .
e —_—— 0 Click the Class Definition field down-
002 ESL - Intermediate High .
= | # Role Identification 003 ESL - Intermediate High H arrow and elther —
005 ESL Intermediate Low - Distance Learning
1 ABE
s = Type to search, or
110 Low Beginning
11 iermede g e * Click Select from Lister to pick from
the list of Class Definition records.
¢ RHAS Training: Select from Lister.

© 2017 CASAS. All rights reserved.

Return to Table of Contents
Online Help Documentation

15



https://www.casas.org/product-overviews/software/casas-etests/etests-online-help

enterprise

eTes!g ‘ TOPSpro

User Access

Screen

Description

4, . .
e Since the Personnel record is at the agency
level, or in the parent container, we have
R access to select any Class from any Site or
[ Cotumns W sort 41 NENEIEE Sub-Si
* Site 1 ClassID = Class Description 2 Ez ub-Site.
T T T T
- RHAS: North Campus Low Intermediate ABE e You may Sort or Filter for a Class, and then —
01 - RHAS: North Campus 1001 ABE Intermediate
01 - RHAS: North Campus 1002 ABE - CEC o C(Click to hlghllght the Class, and then
11 - RHAS: North City 110 Low Intermediate ESL
01 - RHAS: North Campus 1106 ESL - Beginning o CliCk Pick at tOp Of the 1iSt.
e RHAS Training: Select a Class at random.
5 Functional Role Information ... . .
e The Class Definition field populates with the
Class selected for the Functional Role.
%) # selact Personnel e If the Personnel member is not a teacher, leave
Pcssrkk | Comainar - “No selection” in the Cass Definition field.
Personnel: -
< 7| Select container/associations for role e Special Program will auto-populate if defined
Container: | Container: 4508 - Bolling Hills Adult School (RHAS) [+ for the ClaSS SeleCted.
Class Definition: 1= Low Intermediate ABE i
Special Program: N|J selection T~
/1 Role Identification ¢ Role Identification is the last section to add
Functional Role: () Administrator for Functional Role Information.
[ ':.rnrgr ..
® Teacher e Select Administrator, Scorer, or Teacher.
RHAS Training: Select Teacher.
Note! Scorer is used with the Workforce Skills
Certification System, which requires additional
training to implement.
7. @, Role Identification .
i _ e C(lick the Calendar drop-down arrow.
Functional Role: () Administrator
O
- i:::ﬁrer 0 Select the Start Date when the
Start Date: VT =] Functional Role begins within the
End Date: [ D current PY, and then repeat to
" |Sun Mon Tue Wed Thu Fri Sat 0 Select the End Date when the Functional
25 26 27 28 29 30 |1
? 3 4 3 6 7 4 Role ends within the current PY.
9 10 11 12 13 14 15
16 17 18 19 20 21 22 0 For Teachers, Start and End dates
24 26 2l 8 enerally correspond to Start and End
30 31 1 2 3 4 5 g y p
dates when Classes are scheduled.
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Step Screen Description
8. [@®nA © HsE ¢ Role is Related to Instructional Program
© Basic Skills (ABE) © Career and Technical Education (CTE) information is non-selectable
© ESL/ELL © Workforce Readiness
@) Citizenship © Adults w/Disabilities
© High School Diploma @ Pre-Apprenticeship
9. View Organization Records Reports Tools Help . . .
e After entering Functional Role Information,
Go T Link ed
Fun stional Role Information 0 From the Toolbar at top of the record,
@ # Select Personnel
Personnel: | Contine. - =z = (lick Save.
Persennet -
& # Select container/associations for rale ° TO Close the New Functional Role tab’
Container:  Coatainer 4908 - Rolirg Hills Adult Schoal [RHAS) i
T E——— 0 Click the Red X Box and return to the
Special Piogran: Mo selectior .
(T ——— Personnel record.
Functicnal Role: ) Administrator
Scorer
{8 Taschie
Start Date: 72017 el
End Date: '..
HRole is Related to Instructional Program: | ® 1o [
10. . . . .
e The new Functional Role record now displays at right for the Personnel Information
record.
e Personnel members may have more than one Functional Role within the agency.

View Organization Records Tools

([ TE |
Personnel

Navigator

Reports Help

43 - Teacher New User [}

Edit / View
Personnel Employment

Professional Status EFI.IHC“OI‘IN Roles

e > P ier 7] [ociete ] atch Dalate | satch e~ | 1 SN

_ Personnel | =
1 ID -

T

s Container Name

| 4908 - Rolling Hills Adult School (RHAS) 43 Teacher New User

Elann End Date = Functional Role

Description

,Clm...
2 ID =
o X

| = StartDate =
T

1 Low Intermediate ABE 1112007 Teacher

© 2017 CASAS. All rights reserved.
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Employment Records

e The next record to add for the new Personnel member is information about Employment.
¢ Employment Types consist of

0 State and Local Services, and

0 Teachers, counselors, and paraprofessionals, working

0 Full-time, part-time, or as unpaid volunteers.
¢ Personnel may have more than one Employment Type within the agency.

Description

1. .
¢ From the Personnel Information record
Navigator at left,
e CTESNE CNED (CTIE CUUTE U [ (0] Clle Personnel Employment.
e S — Iob Type
. e Toadd Employment Information for the
' . . : " s ”
Note! Using the Navigator when adding chllld Personnel member

records that are related to the “parent” record is the

recommended approach to ensure data entry 0 Click New at right.

accuracy and avoid errors.
[ [oove &) e e A new tab opens to input Personnel

Personnel Employment Information Employment Information in three distinct
Container: 4908 - Rolling Hills Adult School .
sections.

Personnel: 01 - Teacher 01 01

* 7 select personnel 1. Personnel information,

Personnel: | Container: [4908 - Rolling Hills Adult School e

personme [EETeseheroto: = 2. The Container to associate

2 # Select Container 1 d

Container: ‘4908 - Rolling Hills Adult School - emp Oyment’ an

T4 Employment dentification 3. Employment Identification.

e Notice that Personnel and Container fields
auto-populate when adding an Employment
record from the Navigator.*

3 &/ |# Select Personnel
Personnel: | Container: [4908-R0\Img Hills Adult School - hd Employment may be at the agency level or at a
Personnel: [01 - Teacher 01 01 T~ site level‘
& |# Select Container
Container: 4908 - Rolling Hills Adult School - L] To 1dent1fy the Contalner to associate
¥ # Em 4 |4908 - Rolling HiusAdmtSchooﬂ Employment,
1 - North Campus
11~ North City E5L. e (lick the Container field down arrow
2 - South Campus and _
3 - East Campus
4 - West Campus = Select a Site level, or child container
5 - Sunrise Center .
6 St Campus to associate Employment, or
SI - SI Testing
* Keep at the Agency level.
18 Return to Table of Contents ©2017 CASAS. All rights reserved.
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Step Screen

4. 2 # Employment Identification
Record Date: | 7712014 @l
July[~||2014[~] D]

Sun Mon Tue Wed Thu Fn Sat
29 30 010 2 3 4 5
6 7 8 9 10 11 12
13 14 15 16 17 18 19
20 21 22 23 24 25 26
27 28 29 30 31 1 2

Employment Type: [I]

Job Type:

3 4 5 & 7 g 9

{Dupticate b QTS 0N Go 16 Linked

ormation

& & Select Personnel

Personnel: | Container 4908 - Holling Mifls Adult School -

Personnel: (01" Teach
& & Select Conlainer

Container: |1 - North Campus s

Record Date: 7/1/2014 1
Employment Type: [ N/A Local Paraprofessianal |
T State-level Adminstrative/Supenasory/Ancillary Sernoces
Local-level Administrative/Supenisory/Ancillary Services
® Local Teacher
| £ Local Counselor
Job Type: T NfA

Full-time

" —

Personnel

View Organization Records Reports Tools Help

New Personnel Empl... [E)

Personnel Employment Information

01 - Teacher 01 01

Jojebiaen

Container: 4908 /1 - North Campus

Personnel: 01 - Teacher 01 01

AJ ot Fririete - Tt [ETET D

Personnel Employment

W OO e e &8

Description
For Employment Identification,
0 Click the drop-down calendar, and

= Select the Date, or enter manually,
when employment began within the
current program year.

(ﬂ #  Employment Identilication \

# Part-time
\ () Unpasd veluntesr )

Select Employment Type, and

Select Job Type to match the Employment
Type at the Container selected.

Personnel may have more than one
Employment Type and Job Type within the
agency.

0 Add separate records per type.

After entering Personnel Employment
Information, from the Toolbar at top of the
record,

o Click Save.

To close the New Personnel Employment tab,

0 Click the Red X Box and return to the
Personnel record.

The new Personnel Employment record now
displays at right in the Personnel Information
record.

Personnel may have more than one
Employment record within the agency.
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Professional Status

e The last record to add for the new Personnel member is information about Professional
Status.

e A Professional Status record identifies —
0 Years of experience in adult education, and
0 Teacher certificates.

e This record applies to —
0 Administrators,
0 Scorers, and
0 Teachers.

e This record is reportable in Federal Table 7.

Step Screen Description

From the Personnel Information record
Navigator at left,

0 Click Professional Status.

e To add Professional Status Information for
the personnel member

*Note! Using the Navigator when adding 0 Click New at right.
“child” records that are related to the
“parent” record is the recommended
approach to ensure data entry accuracy
and avoid errors.

.

L cmemmo 0 oo aorregm | * A new tab opens to input Professional Status
Professional Status Information Information in three distinct sections.

Personnel: 01 - Teacher 01 01

Program Year: 7/1/2014 - 6/30/2015 1. Pel‘SOI‘lnel information,

& |# Select Personnel

2. Program Year, and

Personnel: | Site: [4908 - Rolling Hills Adult School i

Personnel: [01- Teacher 01 01 =~

3. Identification.

&|/#| Select Program Year

[ Program Year: 7/1/2014 - £/30/2015 hd }

e Notice that Personnel and Program Year fields
auto-populate when adding a Professional
Status record from the Navigator.*

® ¥ Identification

20 Return to Table of Contents ©2017 CASAS. All rights reserved.
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Professional Status Information

Personnel: 01 - Teacher 01 01

Program Year: 7/1/2014 - 6/30/2015

24| Select Personnel

Personnel: | Site: [4908 - Rolling Hills Adult School s

Personnel: [01 - Teacher 01 01 =

2|/#| Select Program Year

7/1/2014 - 6/30/2015 - ]

Program Year:

2| Identification \
Years of Experience In Adult Education: |30
Teacher Certificates: O nya

[¥] Adult Education Certificate
[ K-12 Certification

(") Special Education Certification
[¥] TESOL Certification

Description

Enter Years of Experience in Adult Education,
and

Check all Teacher Certificates that apply.

After entering Professional Status
Information, from the Toolbar at top of the
record,

o Click Save.

E View Organization Records Reports Tools Help

Personnel 01 - Teacher 01 01

01 - Teacher 01 01:3 [}

Professional Status Information

aoebiaey

Personnel: 01 - Teacher 01 01

Program Ye 015

To close the New Professional Status tab,

0 C(lick the Red X Box and return to the
Personnel record.

The new Professional Status record now
displays at right in the Personnel Information
record.

Personnel may have more than one
Professional Status record within the agency
as new credentials are earned per PY.

Step
1.

Import Personnel and User Data

Screen

Fa
Mame

ﬁ ATT - Attendance Data
% CLS - Class Data
ﬁ DEM - Demographic Data
B ENTR - Entry Data
HSE - High School Exam Results
ﬁ PERS - Personnel and User Data
5C5 - Student Class Status
ﬁ 5PS - Student Program Status
B% TEST - Test Data
85 UPDT - Update Data

Description

See Exchanging Data with 3rd Party Systems
v.1.1 for more information about importing
Personnel and User Data

» IMPORT: PERS - Personnel and User
Data

A folder of TE WIOA Import Templates is
available from the CASAS website to help you
populate your online account without manual
data-entry or 3¢ Party Import.

o Go to: Home > Product Overviews >
Software > TOPSpro Enterprise > TOPSpro
Enterprise Help > Data Exchange > TE
WIOA Import Templates
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Steps to Add and Manage Access Groups

Access Group Information

w| [

A User may belong to one TE and one ET Access Group.

The evaluation of Access Rights enabled at the individual Select Container

User Account is dependent on the Container where rights ¥ |#| Access Group Identification
are checked, and only membership in Access Groups . Menu Access Rights
defined at that Container level or above is taken into

= L

account.

e Access Rights from an Access Group defined at the

#| Container Access Rights

< |
LY

Data Access Rights

evaluated Container will take precedence over rights defined at Containers above the

evaluated container.

e User access to various data may differ if the Access Groups in which the User is a member have

different rights set or are defined at different containers.

Menu and Data Access Rights Defined

Menu Access Rights Data Access Rights

Shaded Box:

Shaded Box:

By default, shaded boxes indicate that no
specific access rights to menus are set for
the User, which means all rights are
granted.

If the User is a member of an Access
Group, shaded boxes indicate that access
rights to menus are inherited from the
associated group.

By default, shaded boxes indicate that no
access rights to data are set for the User,
which means all rights are denied.

If the User is a member of an Access
Group, shaded boxes indicate that access
rights to individual record types are
inherited from the associated group.

Checked Box:

A checked box indicates that access to a
specific menu is granted for the User
where otherwise is denied by an
associated Access Group.

Empty Box:

An empty box indicates that access to a
specific menu is denied for the User
where otherwise is granted by an
associated Access Group.

D<=

Checked Box:

A checked box indicates that access to a
specific menu is granted for the User
where otherwise is denied by an
associated Access Group.

Empty Box:

An empty box indicates that access to a
specific menu is denied for the User
where otherwise is granted by an
associated Access Group.
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Defining Group Access Rights

Screen
Access Group Information

Description

e For ease with managing Users through Access
Group, establish and maintain groups at the
agency level, or parent container.

2 /|# Select Container

Container: [4908 - Rolling Hills Adult School (RHAS) -

& |#| Access Group Identification

Group Name: | 0 Check Usable in Child Containers to
Users: Mo users selected. add Users from any level — agency or
‘ : site.

[¥] Usable in Child Containers

e Give the Access Group a Title that best
defines User access to data in TE.

2. 2 Menu Access Rights e By default, all Menu Access Rights are
enabled for Access Groups.
Rights: This group has full menu access nghts.
0 Uncheck appropriate box(es) to deny
#//#| Menu Access Rights access to specified Menus.
ights: = =
e er'llech . Sl e 1fusers belonging to the group have no Menu
ange Fasswor
’;' Opﬁ;g = Access Rights defined at the User Account,
[v] view 0 they will inherit the rights set for this
[#| Dashboard roup.
[#| Shortcuts & p
[/] Organization e If Users belonging to this group have Menu
[¥] Agendies Access Rights defined at the User Account,
[] Sites
7] Glasses 0 those rights will take precedence.
[¥) Definkions e Specify Menu Access Rights for an Access
’_F' I"Stanlces Group only to restrict or open access where
Personne
! o otherwise the User Account denies.
[| Registration
[/ Employment Records
[ Functional Reles
[] Professional Status =
3. | e Select Container Access Rights (if applicable) for the group.
& Container Access Rights

Rights: No container access rights are set for this access group. By DEFAULT all containers under the main container are ENABLED.

& # Data Access Rights
I Supplemental Data Access Rights: LUGRVCEEE T

Enable Merging Student Records

View Records From Base Container
View Records From Parent Container
View Records From Sibling C iners

Role Access Rights:

Personal Information Access Rights:

\;

1
Record Type Rights: L Aowes Rarncdl [ | Frata Bacaes

e Depending on selected access right, Users belonging to the Access Group are allowed to see
records from containers other than the default one where the Access Group is created.
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Step Screen Description
4. | o Container-Level Logic
o If “View Records From Base Container” is selected, Users belonging to the Access
Group are allowed to view data registered at base-level container.
0 If “View Records From Parent Container” is selected, Users belonging to the Access
Group are allowed to view data registered in the parent container of the current
container and in entire container tree below the parent container.
o If “View Records from Sibling Container” is selected, Users belonging to the Access
Group are allowed to view data registered in any container having the same parent as
the current container.
5 Notes!
— Base Container for any Site or Sub-Site defined Access Group is the Agency-Level Container.
— Base Container for an agency-defined Access Group is the State-Level Container.
— Base Container for a state-defined Access Group is the System-Level Container.
— Parent Container is one level above the Container where the Access Group is defined.
— Sibling Container is any Container having the same parent container with the container where the
Access Group is defined.
2|/ Data Access Rights
6. e For a Teacher Access Group, you have the

Supplemental Data Access Rights:

Role Access Rights:

Personal Information Access Rights:

Add Access Right

Add Access Right

Allow Teacher Access To Unenrolled Students |
Restrict Teacher Access To Own Classes

Note! Teachers must have a Personnel
Record with Functional Role for these
settings to take effect.

option to —

0 Allow Teacher Access to Unenrolled
Students so that teachers may enroll
students in classes.

0 Restrict Teacher Access To Own Classes
to prohibit teachers from viewing
information about other classes.

2 /| Data Access Rights

Enabling Record Type Rights requires strict

Supplemental Data Access Rights: . K .
Role Access Rights: il Recesauiatt adherence to the Family Educational Rights
Personal Information Access Rights: UL IEYa g ] and Privacv Act (FERPA).
Record Type Rights: Enable Adult Education Block Grant
- e This setting is most appropriate for
administrators and data managers.
8. | o Toenable Record Type Rights for access to data contained in the Menu(s) selected for the

Access Group, click corresponding box(es).

¢ By default, unchecked boxes indicate that access rights to individual record types are
denied for Users belonging to the Access Group.

o List Records —provides access to list records only.
0 View Record — provides access to view details of listed/selected/filtered records.
0 Create/Update/Delete Record — provides access to add, edit, and delete records.
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Lister / Record Type

List Records

| View Record

[| Create Record

] Update Record

[ Delete Record

[ Check Al

Agencies

Program Years

Sites

Class Definitions

Class Instances

Testing Stations

Testing Session Templates

Testing Sessions

Tests in Progress

Test Administrations

WSCS Administrations

AEBG Consortia

Core Performance Measures

Core Performance Surveys

Deleted Objects

Personnel

Personnel Employment

Functional Roles

Professional Status

Scoring Project Personnel

Scoring Personnel Unavailability

Assignments

Demographics

In Program Years

Tests

Student Records

Clazs Enrollments

Class Records

Program Enrollments

Program Records

Demaographic History

Employment History

Certificates

LRI Results

Access Groups

Users

Special Programs

Assessment Forms

Field Tests

Form Sections

Form ltems

Additional Assessments

Places of Employment

Scoring Project Settings

Reports Manager

3rd Party Vendors

3rd Party Import Log
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Screen Description

e After creating or editing Access Group
Information, from the Toolbar at top of the
Access Group Information record,

o C(lick Save.

4908 - Rolling Hills Adult School

e To close the New Access Group tab,

0 C(Click the Red X Box and return to the
Access Groups list of records.

10. | Ask CASAS! To apply pre-configured Access Groups to your online account that you can
further customize to meet your user group needs.
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CASAS Contact Information

Mail:

Website:
Telephone:

Fax:

General questions:

Training questions:

Ordering questions:

California Accountability:

California AEBG - Adult Ed Block Grant:
CASAS Technology Support Team:

Training Support

CASAS
5151 Murphy Canyon Rd., Suite 220
San Diego, CA 92123-4339

WWwWWw.casas.org

(858) 292-2900 or toll free (800) 255-1036
(858) 292-2910
E-mail:

casas@casas.org

training@casas.org

orders@casas.org

capm@casas.org

aebg@casas.org

techsupport@casas.org

Help documentation is available at: CASAS Home > Training and Support >

e eTests Online Help

e TOPSpro Enterprise Help.

Enroll in a complimentary workshop at: CASAS Training Registration.

Technical Support

The CASAS Technology Support Team is available at techsupport@casas.org to provide technical

assistance for successful online implementation and uninterrupted test delivery. Team members are
available 6:00 am — 5:00 pm (Pacific), M - F, at 1-800-255-1036, option 2.

If you have any questions or if there is anything that we may help you with, please let us know.

CASAS Technology Support Team
techsupport@casas.org | 1-800-255-1036, option 2
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i, CAAAS National

< Summer Institute 2017

Comprehensive Adult Student Assessment Systems
5151 Murphy Canyon Road, Suite 220
San Diego, CA 92123-4339
(858) 292-2900

WWW.Casas.org

"Helping individuals to improve basic skills for education and workplace success”



	Overview
	Steps to Add and Manage User Accounts
	Steps to Add and Link Personnel Records
	Personnel Registration
	Functional Roles
	Employment Records
	Professional Status

	Import Personnel and User Data
	Steps to Add and Manage Access Groups
	Menu and Data Access Rights Defined
	Defining Group Access Rights

	CASAS Contact Information
	Training Support
	Technical Support




